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%ﬁ;\&\&\\\g/l Invento ry@ ... identifying your unique personality strengths

Your personality is as unique as your fingerprint. The INSIGHT Inventory will help you better understand yourself
and others and use this “insight” to improve communication with your team and the people in your life.

You'll learn:

e about your personality strengths,

* how to flex your style to communicate better,

/\
yzﬂsmm
Inventory,

Kl

3rd: Plot your profiles.
(inside front cover)

Strengths and Flexing

Receiving two profiles, describing your style in different settings, gives you a broader view of your strengths
and reactions to stress. Understanding how you and others may change from one setting to another helps
you focus on ways to flex your style and avoid labeling or stereotyping others.

Using this work book.

Part 1 guides you through an understanding of the INSIGHT Inventory strengths and how to flex your style
to communicate better.

Part 2 provides optional activities for discussing your strengths with others, particularly your team, and
discovering ways to work better together. Select the activities most helpful to your group.
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Using the built-in carbonless form, users rate themselves on the test items, score their results,

Completing the self-scoring INSIGHT Inventory assessment.

and then plot their personality profiles. They are then ready to use their interpretative booklet
and begin their training program.

INSIGHT

Inventory®

Name

Date

WORK STYLE
k the degree towhich the
you believe you are

notvery
descripive

Competitive....

Domineering .
Easygoing
. High-spirited .

. Good mixer ...
. Strong-willed.
. Exacting ..
. Even-tempered..
. Enthusiastic.
. Decisive...
. Detailed
. Tolerant.
. Intense
. Life of the party..
. Daring -
. Restraine
. Particular
Charming
. Laid-back
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When finished, tear off this ¢
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Instructions: Shade in one of the blanks immediately to the right of each term as it best describes you.

Example:

Definitions: If you are unsure about the meaning of any term, read the definitions on the back of
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not very
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2. Talkative ......... 3 1
3. Patient [ I o ) |

very
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Enthusiastic.
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SIGHT Inventory Profiles

Plot your scores and connect them with lines.
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Your behavior at work is influenced by the nature of your job, interpersonal

relationships with coworkers, work roles, and your leader’s management style.

Personal Style Scores
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and friends when
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in your personal life.
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Recognize the four traits and the meaning of the shaded areas.

The INSIGHT Inventory measures four personality traits. Each trait has two opposite extremes or preferences. A
score in either direction is fine—just as using either your right or left hand is acceptable. Your results indicate ways

of behaving you prefer to use most of the time.

The Four Traits and Their Opposite Preferences

A) Influencing How you express your thoughts, present ideas, and assert yourself. The opposite

B) Responding othersyparticularly groups of pea

C) Pacing

D) Organizing

INDIRECT DIRECT

34 ) 35 36 37 38 40424448

RESERVED OUTGOING

31 32 33 34 35 36 3738 404448

81416 1820 21 22 23 24

URGENT STEADY
81418 2021 22 24 25

UNSTRUCTURED "ganizing PRECISE
81822242526 8 QQ’-\SS\I 32 5 36 37 38 39 40 414243 444648

Trait Intensity

The general meaRing of@r scores is related to the degree of shading that surrounds them. The three paragraphs
below the shaded bar explair’why some of the trait descriptions fit you more closely than others.

dark light nashc de light dark
8160000003 24 25 26 222829 30| 31 32 3354 35 36 37 38 40 4&8
No shade Light shade Dark shade
If your score falls in the middle area with  If your score falls in the light shaded area, If your score falls in the dark shaded
no shade, some of the characteristics many characteristics of that preference will area, most of the characteristics of the
from both sides of the center line on probably describe you. A few characteristics preference on that side will describe you.
that scale may describe you. on the other side may also fit.
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Explore any profile differences.

Examine any differences between your Work Style and Personal Style profiles. Most people shift on at least one
trait or two. Changes may be due to intentional style flexing or in response to certain pressures and stresses.

Ask yourself if differences between your profiles reflect:

e changes due to long-term stressful demands either at work or home.

e temporary changes due to short-term pressures or stresses.

e learned skills, intentional flexing of your syle to communicate more effectively with

Example:

Bob’s Work Style

ork suggests he is

"and candid (Direct)~quie INDIRECT DIRECT

of activity (Steady); and REZRVED OUTGOING

systematic (Precise).

STEADY
PRECISE
Personal Style
Bob's Personal Style
B
At home Bob becomes mare soft'spoken INDIRECT Q Influencing DIRECT
and tactful (Indirect); isslightly more'talkative
but still rather quiet ahd Reserved is eve RESERVED OUTGOING
tempered and patient ( ; and remain
ordered and systematic (Redcise), URGENT STEADY
UNSTRUCTURED Org%fﬂ.izing / PRECISE

Bob reports that work is quite stressful for him. He recently was promoted to supervisor and feels he has to be very
forceful, authoritative, and direct, much like the previous supervisor. However, his natural style is to be Indirect. He has
been trying to flex his style so much—perhaps for the wrong reasons—that this has caused him to feel stressed at work.

Your strengths in different settings

The following two pages list the descriptions and strengths of the four traits. Review the phrases and terms under
each trait. The activity on page 6 gives you the opportunity to discuss how different environments and settings
bring out different behavior. Just like Bob, in the example above, you may make changes.
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Identifying your preferences on each trait.

Review the trait preferences listed below and their opposites on the facing page. The characteristics listed reflect each trait's

extremes. If you scored midway or near the center on a trait, all the phrases on one side may not fit you and some on the opposite

preference may apply. To customize the list, check (¢/) the phrases on each scale that best describe your Work Style.

INDIRECT

|
Influen

Hov/v\you express thoughts,

You influence others using strategy and diplomacy and, Your strengths include:

__ State your position on issues carefully and diplomatically,
__ Persuade others with a supportive and tactful approach.
__ Come across as approachable and unassuming. O
__ Prefer to negotiate rather than argue or debate differences:
__ Tend to "ask” rather than “tell.” O
__ Present new ideas modestly, sometimes u ers ting thew.

RESERVED

Respon

ow you approach and respond

Pac

The speed at which you make

You take action and make decisiofs quic@d, Your strengths include:

__ Taking fast action when opportunities arise that
require immediate decisions.

__ Work with a fast-faced, . __ Quickly eliminating options that seem to confuse
__ React quickly whenNrustrated . an issue or delay action.

"

__ Believe in seizing the portunity knocks but once.

— el postpo.ne SIGEITETG @ attendlng.to Sl __ Discovering and following innovative ways to reach
__ Use unconventional procedures to accomplish tasks.

goals.
__ Like plans open and somewhat unpredictable.
__ Proceed on projects before reading all the directions. __ Working around disorganization and getting work
__ Take pride in doing things in new and different ways. done in situations that might bother other people.

__ Get frustrated by too many guidelines and rules.

© 1988-revised 2018, Patrick Handley, Ph.D. (4)
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How you structure time, organize
You strive to keep time unstructured and plans flexible, and Your strengths include:



Optional Activity:
As an additional activity, you may want to repeat the previous exercise and identify the descriptions that best fit your Personal Style.
Place an X beside the descriptions that fit your Personal Style. When finished, compare these to your Work Style.

cing DIRECT

present ideas, and assert yourself.

You express yourself with assertiveness and conviction and, Your strengths include:
__ State your position on issues candidly and frankly,
__ Influence others with an assertive, direct approatch.
__ Come across as self-assured and forceful. Q

__ Prefer to confront conflicts and openly delbate diffexénc hid i o’table
__ Tend to “tell” rather than “ask.” |
__ Presentideas with confidence, sométimes overstating them.

ding

to others, particularly groups.

__ Sharee

Staying connected and up to date on personal
issues that friends and business associates may

__ Use many gestures and be going through.

__ Contact friends and acquaintances freq

STEADY

ing

decisions and take action.

You take action and make Your strengths include:

__ Consider many o __ Holding back on decisions until better

opportunities and deals have time to surface.

Wisik witld am @ __ Patiently staying open to alternatives and
possibilities that show promise and that others

React slowlrwhen frustfated and angered.
i tiously—"Timing is everything.” may have closed their minds to.

[

tasks, and handle details.

You strive to have your time structured and plans defined and, Your strengths include:

__ Tend to organize details in a timely and thorough fashion. N . .
X . __ Bringing order and structure to disorganized
__ Use established procedures to accomplish tasks.

. . situations.
__ Like plans clearly set and somewhat predictable.
__ Proceed on projects only after reading all the directions. __ Seeing ways to improve systems and policies
__ Take pride in doing things in established, proven ways. that help make work flow smoothly.

__ Get frustrated by ambiguity and lack of specific guidelines.
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Exploring how various environments affect your behavior.

If yourWork Style. and Perso.nailll style profiles are dlﬁerent,.you are probably LEWIN'S FIELD THEORY
adapting to certain responsibilities, pressures, or stresses in one or the
other of these two settings.

Behavior is a function of the

Personality within an Environment.

B=PxE

If your Work and Personal Style profiles stay the same, this indicates that you
behave consistently in these two environments. However, you may think of
other settings where your behavior does shift, e.g., when making a speech,
driving in rush-hour traffic, getting a performance appraisal, etc.

Key Point

note whether any behavior cha Ages i i e and jot down what factors (people,
are reactions to stress. c.) at home influence this.

Example:

amymore Direct at home than at work because being
ore forceful and controlling seems necessary when
parenting my two rather strong-minded teenagers.

At work there are many deadlines and I'm very
But, I'm naturally more Steady and take m
decisions. Therefore, I'm often stresse
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Identify how stress may cause overuse of your strengths.

6

Identifying situations that stress you and increasing your awareness of how your reactions relate to your personality
style will help you develop strategies to cope with stress in more positive ways.

Stress

Situations preventing you from using your preferred style are likely

to be stressful. For example, if you are Direct, you probably like

being in control. When you are in situations where you have little

authority or power to change things, you'll probably feel stressed. F/i

Key Point

If you're like most people, when you're under stres

yo nd
to overuse your strongest traits. You'll do more df what u
ouy/'styld.

et to flex

Beawgate of your stress reactions!

The grid below lists sitwations each\trait finds stressful i ions. Review these and identify which ones are
most descriptive of you. You 2 vo of your strongest traits, not on all four.

NN
i \d

Stressful situations: being confronted an Stressful situations: not being able to voice opinions; not

arguments; having your tactfulness takep/advantage of. owing where you stand; loss of authority or influence.

Reactions: may get demanding or become argumentative or
when not really in agreement. overly forceful as a way of regaining control.

RESERVED (\__ Responding ) OUTGOING

Stressful situations: dealin too many peoplé; pressure | Stressful situations: lack of people contact; loss of affirmation
and group support.

Reactions: may withdra excessively quiet, or Reactions: may talk excessively, try too hard to gain approval,
withhold input when it's needed. or come on overly friendly.

¢ Pacing )
Stressful situations: lack of action, slow decision making; Stressful situations: pressure to make fast decisions, last
changes in decisions that cause delays. minute deadlines; frequent interruptions.
Reactions: may get frustrated and impatient, or make Reactions: may find ways to postpone decisions or delay
decisions impulsively. taking action.

UNSTRUCTURED C Organizing ) PRECISE

Stressful situations: too many policies and procedures to work | Stressful situations: ambiguity and lack of organization; poor
around; lack of flexibility or support for doing things differently. | planning; unpredictable change.

Reactions: may work around rules and not attend to details Reactions: may get more organized than needed or overwhelm
and schedules that are important to others. others with details and lists.
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Flex to communicate better with people having opposite styles.

When people have opposite styles, misunderstandings and conflicts may arise, not necessarily over what is said
but, how it is said. Learn to flex your style so you communicate in a manner that keeps others receptive to you.

What does “Flexing” mean?

Flexing means to temporarily change or modify your behavior to more closely match
the behavioral style of the team member you are communicating with. This helps reduce
misunderstandings that are caused by style differences.

N
ople Waving opposite styles.

on several, if not all four traits. To communicate
are different. For this activity, assume you are
different on all four traits.

Instructions:
Person with Opposite Traits

A
the exact OppOSi INDIRECT Influcing DIRECT
RESERVED Respding OUTGOING
.
2 o URGENT adin STEADY
2) Locate the guidelines on &
the matches betWe UNSTRUCTURED Orga?%‘zing PRECISE

For example, if you're Indirect on Scale A and the other person is Direct, then the guideline grid for you
to read regarding Scale A is titled, “For an Indirect to communicate better with a Direct.”

3) Check (¢) the guidelines on each trait that you believe would be particularly helpful for you to use when
communicating with this person.
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Review the guidelines below and place a check (¢/) beside those you would like to practice more often when

communicating with a person having an opposite style on a

ny of the four traits.

Influencing

For an INDIRECT to communicate better with a DIRECT: H_HFor a DIRECT to communicate better with an INDIRECT:

A
__ Present your ideas and opinions more assertively and
forcefully. Directs respect conviction and confidence.

__ Stand your ground and be prepared to debate your

position. Directs like to challenge and confront differen

__ Don't use hesitant eye contact, tentative body langu

nsecuyfi

or too soft a voice. Directs may read this as i o

deceptiveness.

40

Vatch yqur body language;
cess' e eye conta

QOutgoing people trust opennes
language to read.

otion: y toetbacks and mistakes or

say critical things whendelayediWords can hurt.

__ Try not to react too

Fotr a STEADY to communicate better with an URGENT:

__ Present your ideas succinctly. Use fast speech and quick
gestures. Urgent people like to get to key points quickly.

__ Beready to change topics and move ahead when Urgent
people show signs of restlessness. Don't go on and on.

__ Offer to take on aspects of joint projects that make use of
your patience, cooperation, and concentration.

Organ

izing

For an UNSTRUCTURED to communicate better with a PRECISE:

__ Be ontime and be as organized as possible. Precise
individuals value timeliness and order.

__ Getthe facts and details together before trying to persuade
Precise people; use notes and refer to them if necessary.

__ Don'tlet follow-up and details fall between the cracks.
Precises see this as being unreliable.

D

For a PRECISE to communicate better with an UNSTRUCTURED:

]

__ Stick to the big picture and don’t bring up too many small
points; Unstructured people often tune out the details.

__ Stay open to unproven, vague, and innovative ideas; other-
wise, you'll be seen as closed minded or set in your ways.

-- Avoid being a perfectionist. Don't try to enforce too many
rules. Unstructured people often see this as being nit-picky.
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Flex to communicate better with people having similar styles.

People with similar styles usually get along great initially; they act and talk alike. Problems arise when they both
overuse the same traits and draw out each other’s weaknesses rather than building on their shared strengths.

If you've ever worked with someone having the same style, you may have noticed:

e From the start you got along great; you seemed to think and behave almost identically.
e The other person communicated in a manner that felt comfortable and you were both at e

* You were able to establish a good relationshig’and rapport almost from the beginning:

is easier; the timing is more difficult!

ASe.

Instructions:

1) Onthe charttg
that is the sam

2) On the next page, locate the guidelines for each trait that describe the match between your

e case, you may need to do some

its.and you'll only need to flex according to the

INDIRECT

RESERVED

URGENT

UNSTRUCTURED

preferences and the other person'’s similar preferences.

Person with Similar Traits

Influehcing

(B]
Respding

(]

Pading

Orgali:]%‘zing

o has the same preferences as you on all four traits.

DIRECT

OUTGOING

STEADY

PRECISE

For example, if you're Indirect on Scale A, the other person would also be Indirect, so you would
read the box with guidelines titled, “For an Indirect to communicate better with another Indirect.”

3) Check (¢) the guidelines for each trait that you believe would be particularly helpful for you to use

when communicating with this person.

© 1988-revised 2018, Patrick Handley, Ph.D.
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Review the guidelines below and place a check (¢) in the blank beside those behaviors you would like to practice
more often when communicating with a person having similar styles.

Influencing

For two INDIRECT people to better communicate: H_H For two DIRECT people to better communicate:
A

__ Use your shared tactfulness to find points of agreement,
but take a firm stand on issues when needed.

__ Use your shared candor to get right to the pgint, but be

__ Don't avoid conflict when important things need to be
discussed and dealt with.

__ Encourage each other to be more candid and straight- <
forward when giving each other feedback.

_ Draw out the other Reser
by asking more personal

\ FEdr two STEADY people to better communicate:

__ Push each other to move quickly and take advantage of
opportunities.

__Slow down the decision-making pioce .@: sio

avoid taking action in situations Wwhere yod're both not

quite ready.

__Avoid saying something abrupt
you both can fire back q

__ Stay open to additiona| option
other to make prematur

__ Express your frustrations more often otherwise, there may be
times when neither of you knows what's irritating the other.

__ Encourage each other to be more decisive so you can avoid

o you don'tinfluence each getting stuck and lose your momentum.

r snap'decisions.

Organizing
For two UNSTRUCTURED people to better communicate: For two PRECISE people to better communicate:
D
__ Get organized before meeting so you have productive __ Restate the big picture once in a while to keep you both
discussions and don't overlook important details. from getting lost in the details.
__ Avoid operating too loosely and frustrating each other since __ Don't getinto disagreements over whose rules are best;
neither of you likes dealing with rules and structure. you both like your own version of order and structure.
__ Assign each other very specific items to do, otherwise you'll __ Provide each other with lists and procedures to help you
both tend to work without structure or order. be more efficient together; you'll both appreciate this.
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Having a good working relationship with each team member and especially your leader, is key to your success. One
of the most important skills to develop is the ability to flex your strengths in ways that complement other’s strengths.

Keep these points in mind:

e People can't read your mind. Tell them what they can do to help you. Don't set
them up to fail by withholding information.

INDIRECT . DIRECT
34 55 36 37 38 404244 48

n
RESERVED (é' 3% OUTGOING
81416 1820 21 22 23 24 25 32 33 34 35 36 3738 404448
URGENT | ... . . /\\iay. .. .. .....| STEADY
81418 2021 22 2 24(5/\ 26 7 28 9 30 31 32 33 34 35 36 37 383940424448
UNSTRUCTURED | N\ | o~ 2 "f"z.'"g. .. . .. ......|PreCISE
818222m 37 38 39 40 414243 44 4648

1) What are the be ways@pr s your opinions and influence this person? (Scale A: Indirect or Direct)

2) How should you respond tothjg person? Is it best to be expressive and talkative or instead a bit quiet and laid
back? (Scale B: Reserved or Outgoing)

3) What speed of action and decision-making does this person prefer? Should you move fast and decide quickly
or provide time for deliberation and exploration of options? (Scale C: Urgent or Steady)

4) How much organization and structure does this person prefer. Should ideas be presented in big-picture
broader terms or with lots of detail and supporting facts? (Scale D: Unstructured or Precise)
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OPTIONAL ACTIVITY 2: Understand how team stages and personality traits interrelate

Teams move through various stages as they progress from initial startup to fully functioning groups. People with
different personality types navigate certain stages more easily than others. That's a good reason for having a diverse
mix of different personalities among team members.

DO: Develop skill at flexing your style to best match the team stage
or specific challenges your team faces.

Learn to read other team members’ styles and how they react
to problems and opporty in a particular stage.

Team Stages

lesvas éam stages change.

Tuckman Team Stage

Forming

from their leaders. Members must be willing to foll6 CHANGE POINT
direction.

Storming e med
As team roles and responsibilities dey i maintenance
Leaders need to be patient conflicmedia ) ‘ é
listeners. Members need to be declin
discuss issues and personal grievances.
Norming
The team grows in jts abi
for doing things dev
stage leaders must shi
practices. Members needhto take bn more responsibility.
Performing conflict
Teams peak at a level of effectiveness where members
work well togethejr'and. do'hig'h quality work. Leaders start up
should use a participative, indirect style. Members need to
b If-directed and confident in their roles.
ecome more self-directed and confident in their roles REFORMING
Change Point FORMING | STORMING NORMING PERFORMING
Teams eventually reach a point where performance begins DEFORMING
to decline. Together, leaders and members must set new
goals, take on new projects, and find added inspiration. . ,
Leaders are encouraged to shift back to a more Direct style Exercise: Place an X at your team’s present team stage
and take charge of the shift to a new vision and purpose. and then discuss the reasoning for this positioning.
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OPTIONAL ACTIVITY 3: Improve your team functioning

High functioning team members learn to: 1) ask for help, 2) balance the tendency to overuse their strongest traits,
3) team up with others to overcome weaknesses, and 4) use their strengths to help achieve team goals. Work
through the following four guidelines with your team to increase effectiveness in each of these areas.

1) ASK FOR HELP Let team members know how they can assist you.

* Be open about activities that don't fit your personality preferen
skills very well and ask for help.

OWhat spetific areas could ot
style in order to work better with you? /> ering this takes ope

2) BALANCE

3) TEAM UP

Which team members trai opposite
yours?

What tasks might be done more efficiently if you pair
up with team members who have opposite strengths?

4) USE YOUR STRENGTHS Find opportunities to use the personality strengths you have.

e Seek situations and team needs that fit your strengths.

e Volunteer for projects where you can use strengths which others may
not be aware of.

What team projects or roles can you identify
that would make good use of your strengths?

Which team members are similar to you and are
using their strengths well?
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Chart the profiles of your work associates, friends, or family members.

Then, discuss each person’s personality strengths and identify ways you can communicate better with them.

Profiles of your work associates, friends, or family members.

[ ]

e This person’s personality strengths ingfude; A

N~/

® Ways | can communicate béewpeé@/

SN

! I { —
INDIRECT Influgcing DIRECT /_\ INDIRECT Influgcing / RECT
RESERVED Respdnding OUTGOKG O RESERVED Respdnding \ OUTGOING
URGENT Pa%ljng STEAQY URGENT %/\ \ V ADY >
UNSTRUCTURED Orgahizing /BRECISE <@'RUCT RED RECISE

is person'’s pe;z(?}strWde
. WayMncat@%Whls person:

AN

\\>

AN

¢ This person'’s personality strengths incye.’\

ey

e Ways | can communicate better%chls erson:

N

/

N\
v

N

INDIRECT |nf|u§cing / DIRECT DIRECT |nf|u§cing DIRECT
RESERVED Respdnding 7 OUTGOING RESERVED Respdnding OUTGOING
URGENT Pa%ljng STEADY URGENT Pa%ljng STEADY
UNSTRUCTURED Orga[ﬁﬂzing PRECI UNSTRUCTURED Orga[ﬁﬂzing PRECISE

¢ This person’s personality strengths include:

e Ways | can communicate better with this person:

[ ]

¢ This person’s personality strengths include:

e Ways | can communicate better with this person:

INDIRECT ?r}k,@@n}z/g DIRECT INDIRECT |nf|u§cing DIRECT
RESERVED Respdnding OUTGOING RESERVED Respdnding OUTGOING

URGENT Pa%;jng STEADY URGENT Pa%ljng STEADY

UNSTRUCTURED Orgapizing PRECISE UNSTRUCTURED Orga[gzing PRECISE

¢ This person’s personality strengths include:

e Ways | can communicate better with this person:

Have more team members? Activity sheets with additional charts are available at www.insightinventory.com in the Insight Facilitator Center.
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OPTIONAL ACTIVITY 5: Create a Team Map to Identify Gaps and Overlaps

Creating a Team Map allows you and team members to spot the traits you have in common and see your differences.
Your strengths as a team will become more apparent as well as issues that may predict communication problems.

Trait Clustering and Diversity

. - S ! M3 O o”a‘
Peoplg clustered closely together will use 5|m|I§r INDIRECT| @ ' é,“\ @ JDIRECT
behaviors. This can be helpful for problem solving and ok )
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