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A
Abilities. See Attributes/abilities;
Tasks/skills
Access to knowledge/information
from outside your practice,
129-130, 201
Accounting/financial management
system, 127-128, 199-201
Advertising, 105, 156. See also
Marketing
Agenda, coaching session:
establishing standard for,
145-146
topics, 19-20
Articles. See Books/articles
Assertiveness:
self-assessment, 48=+(2
360-degree feechack survey,
72
Assessing your competencies. See
Competencies
Assessment(s):
clinical instruments, 156
in coaching project, 17, 138-140
network for consulting/referrals
and, 117
tools, 121, 222
your skills in:
self-assessment, 39-40
360-degree feedback survey,
64-65

Associations:

attending conferences/meetings,
103
list of organization.s-and web sites,

220-221

Attributes/ab. litles:

assertivevess, 48-49, 72

comjzi sating for gaps in, 79,
351-82, 178-179

cuitinuous learning and
development, 53, 76

goal orientation, 51-52, 74-75

integrity, 53-54, 77

interpersonal sensitivity, 49-50,
72-73

mature self-confidence, 47, 70-71

openness and flexibility, 50-51,
73-74

overview, 23—-24

partnering and influence, 52-53,
75-76

planning document, 174, 178-179

positive energy, 47-48, 71

self-assessment tool, 46—54

360-degree feedback survey, 70-78

Autocratic style of management, 158
Autopilot trap, 149

B

Berger, J. G., 165
Betof, E., 14
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Between-session contact, 146
Blogs, 129
Bookkeeping/financial management
system, 127-128, 199-201
Books/articles:
research and publication as key
element of executive coaching
practice, 13, 111-113,
150-151
as resources, 209-219
writing/publishing, 104-105,
150-151, 203-204
Brochures, 100-102
Burns, J. M., 157
Business acumen:
building/managing professional
executive coaching practice,
29, 4546
Executive Coaching Forum’s
competency model, 29
necessary skill of executive
coaches, 10-11
self-assessment, 32-33
360-degree feedback survey, 57-58
Business goals, 88-90, 186-191
Business management background,

164, 1567-159

C
Career coaches, 4, 6, 118
Career goals:
planning docume«t, 184-186
value propositior: and, 87-88
Career-life coaching tools, 122
Case studies, sharing, 151
Charging:
for executive coaching services, 90
referral fees, 157
Charisma, 158
Chemistry, interpersonal (step 2,
management system), 112,
133-135
Chernis, C,, 29

Choosing an executive coach, 17-19

Coachability check, 16
Coachee roles and levels, 95-96
Coaching:
competencies needed in all types
of, 9-13
executive (vee Executive coaching)
knowledge:
self-assessment, 34-36
360-degree feedback survey,
59-61
relationships, building/maintaining:
self-assessment, 37-38
360-degree feedback survey,
62-63
Coaching Management System:
seven-step process, 112, 130-148
overview, 112
step 1 (scope =21.d explore
project).-130-133
step 2 (ciieck chemistry with
porenial client), 133-135
steb & work with partners in
~oaching project to contract
and set goals), 135-137
step 4 (conduct assessment and
gather data), 138-140
step 5 (conduct feedback and
development planning),
140-144
step 6 (implement coaching
plan), 144-146
step 7 (work with coaching
partners to monitor and
support the coaching),
147-148
Communication coaching, 118, 122
Communication styles, 141
Community events, supporting, 105
Community service:
building into your practice,
151-152
defined as key element of
professional executive
coaching practice, 13, 113
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planning document, 204-205
value proposition and, 90
Competencies:
needed in all coaching, 9-13
needed in executive coaching, 10,
27-82
business acumen, 10-11, 29,
32-33, 5758
coaching knowledge/tasks, and
skills, 29, 34-36, 59-61
consulting practice development
and management, 29, 45-46
Executive Coaching Forum'’s
competency model, 29
organizational development, 11,
29, 33-34, 58-59
overview, 10-11, 27-29
psychological knowledge, 10, 29,
30-31, 556-56
tools for assessing:
self-assessment, 28, 29, 30—54
360-degree feedback survey, 28,
29, 55-78
Computer equipment, 126
Conference room, reserving, 125
Conferences:
attending, 103
making presentations to, 164
Confidentiality:
agreement, 143
conflicts of interesv.and, 18
data and file maniagement and,
127
dilemmas, 156
research/reporting, 113
sharing case studies and, 151
Conflicts of interest, 18, 115, 116,
156, 163
Consultative selling model, 83, 159
Contact database, 102
Continuous learning and
development:
self-assessment, 53

360-degree feedback survey, 76

Contract/contracting:
checklist, 17
executive coaching management
system (step 3), 112, 1356-137
external coaching, 135-137
informal verbal agreements, 136
internal coaching, 137
legal counsel and, 136
mental health background and, 156
sample terms and conditions,
136-137
self-assessment, 38-39
supervision and, 149
templates, 136
360-degree feedback survey, 63-64
tools, 121
Core competencies. 5¢ec. Competencies
Counseling/psych<therapy, versus
executive coaching, 6-9, 125,
146

D
Daia «nd file management, 127,
198-199
Databases, knowledge/information,
129-130, 201
Data collection (step 4, management
system), 112, 138-140
Development:
continuous learning and, 53, 76
facilitating change and:
self-assessment, 42-43
360-degree feedback survey,
67—-68
Developmental coaching tools, 122
Development planning:
management system (Step 5), 112,
140-144
professional development plan, 12,
78-79, 175, 179-180
self-assessment, 41-42
360-degree feedback survey, 65-66
Differentiating yourself. See Value
proposition
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Directional style of management, 158

Disciplines, formative, 114, 153-170

business management, 157-159
internal human resources roles,

164-168

mental health professions, 154-157

organization development or
management consulting,
159-161

other specialty fields, 169-170

overview/introduction, 153-154

personal/life coaching, 161-164

planning document, 205-206

Doers versus thinkers, 150

Dual relationships, 115, 116, 156

E
Elevator speeches, 99-100, 108
E-mail:
coaching via, 90
office infrastructure, 128
responding to, 108
spam blockers, 102
targeted marketing using, 102
Emotional factors, interpersonal
chemistry, 133
Emotional intelligence, 29
Ending formal coaching and
transitioning to long-tetia
development:
self-assessment, 44—15
360-degree feedback-survey,
68-69
Energy, positive:
self-assessment, 47-48
360-degree feedback survey,
71Ennis, S., 12
Equal seating, 126
Equipment, office/computer, 126
Ergonomic furniture, 126
Executive coaching:
areas addressed in, 21-22
choosing an executive coach,

17-19

versus counseling and
psychotherapy, 6-9
deciding if it is right for you,
23-24, 173-174
assessing your competencies (vee
Feedback surveys,
360-degree; Self-assessment
tool, core competencies)
planning document, 173-174
questions to ask yourself, 23-24
your abilities, 23-24, 174
your interests, 23, 173-174
your needs, 23, 173
your tendencies, 24, 174
defining, 2-6
basic definition provided by
Graduate Schebi Ailiance for
Executive Ciaching and
Executive Coaching Forum, 3
four defﬂujng factors, 4
goals:
leadership development, 21-22
organizational results, 22
nistorical perspective, 2
industries/organizations providing,
2-3
versus other types of coaching,
5
planning document, 171-208

qualifications for, 5 (see alvo

Competencies)
remedial versus proactive, 2-3,
14-15
standards, defining/setting, 11-12
steps In:

checklist, 16-17
management system steps (vee
Management system)

traps, common, 123-124, 149

Executive Coaching Forum:
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competency model, 29
Core Competencies of the Executive
Coach, 30

definition of executive coaching, 3
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Executive coaching practice:
key elements/building blocks of,
12-13, 109-152, 194-205
community service, 13, 90, 113,
1561-152, 204-205
consulting practice, development
and management, 1213,
45-46
management system (see
Management system)
network, 13, 102, 106-108,
113-120, 148, 194-195
office infrastructure, 13, 89,
110-111, 123-130, 198-202
overview, 12-13, 109-113
planning document, 194-205
research and publication, 13, 99,
104-105, 111-113, 150-151,
203-204
supervision, professional/peer,
12, 111, 148-150, 202-204
toolbox, 13, 110, 120-123,
195-198
legal forms, 89
limiting, 89
marketing (see Marketing)
planning documents, 171-208
professional development jilan, 12,
78-79, 175, 179-189
scope, 91, 92-93, 191192
self-assessment cf cbility for
building/rianaging, 45-46
summary plan, 206-208
value proposition for (see Value
proposition)

External/internal coaches, 18-19,

106, 119, 124, 1356-137

Face-to-face coaching, 90, 108, 125,
131

Facilitating development and change:
self-assessment, 42-43

360-degree feedback survey, 67-68
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Feedback and development planning:

conducting (step 5, management
system), 17, 140-144

network referrals, 117

Feedback surveys, 360-degree:

assertiveness, 72
assessment, 64—65
building and maintaining coaching
relationships, 62-63
business acumen, 57-58
coaching knowledge, 59-61
coaching projects and, 28, 55-78
anonymity and, 168
conducting, 114-115
having coachee learn from,
142-143
continuous learnirgand
developmeint, 76
contracting,-65-04
core compeizncies for executive
coaches, 28, 55-78
development planning, 65-66
¢nding formal coaching and
transitioning to long—term
development, 68-69
facilitating development and
change, 67-68
general attributes and abilities,
70-78
goal orientation, 74-75
integrity, 77
interpersonal sensitivity, 72-73
knowledge areas, 55-61
mature self-confidence, 70-71
openness and flexibility, 73-74
organizational knowledge,
58-59
partnering and influence, 75-76
positive energy, 71
psychological knowledge, 55-56
tasks and skills, 62—-70
validity disclaimer, 29

Finance management, 127-128,

199-201



Financial/business management
background, 158

Financial coaches, 4-5

Financial goals, 89

Financial interests/investments, and
conflicts of interest, 115

Financial management system,
127-128, 199-201

Financial matters, referral for, 116

Finding clients best suited for you,
24-25

Firewall, network, 115

Fizgerald, C., 165

Follow-up between sessions, 146

Form of practice, 89

Free association, 146, 156

Furniture, ergonomic, 126

G
Geographic locations, 95
Goal(s):
business, 88-90, 186-191
career, 87-88, 184—-186
executive coaching:
basic goals (two), 6
identifying goals, 9
initial goal-setting, 17
leadership development, 21-22
management system (ste‘p 5),
112, 135-137
organizational results, 22
tools for setting gcals,

122
personal, 85-86, 180-183
planning document, 186-191
professional practice, 85-90
value proposition and, 85-90
Goal orientation:
self-assessment, 51-52

360-degree feedback survey, 74-75

Goleman, D., 29

Graduate School Alliance for
Executive Coaching, 3

Group/team coaching, 15, 116, 117

InDEX

H
Harwood, F,, 14
High-potential coaching, 13, 117
Home, working from, 126-127
Human resources:
background in, 18-19, 154,
164-168
collaborating with, 157
internal coaching roles, 164-168
policies and administration, 116
scoping the project, and contact
with, 131
Hunt, J., 157

I
Implementing plan (step 6,
management sysiem), 112,
144-146
Industries:
providing executive coaching, 2-3
targeting, $2-94
Infrastrucao.re, office:
aczens to knowledge and
information from outside your
practice, 129-130, 201
building, 123-130
data and file management, 127,
198-199
defined as key element of
professional executive
coaching practice, 13,
110-111
finance management, 127-128,
199-201
nvesting in, 89
office space, 124-126, 198
planning document, 198-202
technology and virtual ofﬁce,
128-129
Instructional style of management,
158
Integrity:
self-assessment, 53-54
360-degree feedback survey, 77
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Interests, your:
planning document, 173-174
self-assessment, 23
Internal/external coaches, 18-19,
106, 119, 124, 135-137
Interpersonal chemistry, 133
Interpersonal communication
coaching, 118
Interpersonal sensitivity:
self-assessment, 49-50
360-degree feedback survey,
72-73
Interviews/surveys, 117
Investment(s):
conflicts of interest and, 115
financial coaches, 4-5
financial goals, 89
in infrastructure, 89
referrals for financial matters,

116

J

Journal resources, 219-220

K
Knowledge/information, access to,
129-130
Knowledge/skills:
business acumen, 10-11, 2%
32-33, 57-58
coaching knowledce; 29, 34-36,
59-61
competency madel, 29
without experience; strategies for
breaking into field, 169-170
organizational development, 11,
29, 33-34, 58-59
planning document, 177
psychological knowledge, 10,
30-31, 55-56
requirements for executive
coaching, 4-5, 10
self-assessment tool, 34-36
strategies to develop, 80-81, 177

Index

360-degree feedback survey,
59-61

L
Leader, definition of, 2
Leadership development:
coaching, 14
goals, 20-22
tools, 122
Leadership teams, making
presentations to, 104
Learning styles, 141
Lee, R. J., 165
Legacy coaching (preparing
successors), 15-16,
118
Legal counsel, seeking: contracts and,
136
Legal form/entity, 89
Legal referraic. 116
Life/caresr Lalance, 118
Life coaching:
toeis tor, 122
transitioning into executive
coaching from, 161-164
Limiting your practice, 89
Long-term development:
ending formal coaching and
transitioning to:
self-assessment, 44-45
360-degree feedback survey,
68-69
plan, 17

M
Mail delivery, home, 126
Mailings, targeted, 102-103
Management coaching tools,
122
Management/leadership, publications
on, 204
Management styles, 158
Management system, 130-148
competency model, 29
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Management system (Continued)
defined as essential building block
of executive coaching
practice, 111
planning document, 201-202
“Managing up,” coaching on, 16
Marketing:
building/managing partnerships,
105-106
building market awareness, 98-105
advertising, 105
brochures, 100-101
conferences and association
meetings, 103
elevator speeches, 99-100
guidelines for marketing
materials, 101-102
multiple media, 101
multiple perceptual preferences,
101
newsletters, 104
presentations to leadership
teams, conferences, groups,
104
publishing articles, books,
104-105
simplicity, 101
single-purpose materials, Q!
specific target markets versus
wide audience, 101
starting small, 101
targeted e-mail tlasts, 102
targeted mailings, 102-103
web site homepage, 101
yourself as marketing material,
102
consultative approach, 159
networking, 102, 106-108
overview/introduction, 12, 24-25
referrals:
building network for, 102,
106-108
preparing for and responding to,

108

researching target markets, 98-99
Match-up, 16
Mature self-confidence:
self-assessment, 47
360-degree feedback survey, 70-71
Mental health:
counseling/psychotherapy, versus
executive coaching, 6-9, 125,
146
transitioning to executive coaching
from background in, 154-157
Mergers-and-acquisitions advisors,

16, 91

N
Needs, your:
assessing, 23
planning documeit, 173
Network, executive coaching:
areas of exp==tise for, 117-119
building/n:aiaging, 113-120
coachiug services and, 116,
w17-119
leiined as key element of
professional executive
coaching practice, 13,
110
finding/selecting supervisor, and,
148
firewall, 115
marketing yourself and, 102,
106-108
noncoaching referrals, 116
planning document, 194-195
tracking list, 116120
Newsletters, 104
Noncoaching referrals, 116

(@]
Office space, 124-126, 198. See also
Infrastructure, office
On-boarding coaching, 14, 117
Openness and flexibility:
self-assessment, 50-51
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360-degree feedback survey,
73-74
Opportunities, identifying, 9, 17, 79,
175, 176
Organization(s):
executive coaching provided by, 2
resources/web sites, 220-221
Organizational culture and values,
93-94
Organizational
development/management:
competencies in, 11, 29, 33-34,
58-59
formative background of, 154,
159-161
Organizational entities, targeting,
94
Organizational functions, targeting,
95
Organizational knowledge:
Executive Coaching Forum'’s
competency model, 29
necessary for executive coaching,
11
self-assessment, 33-334
360-degree feedback survey, 58-59
Organizational results:
goals, 22
total restructuring, 132
Outcomes:
coaching practices and, 125
quantitative/quaiitative
measurement of, 159

P

Partnering and influence:
self-assessment, 52-53
360-degree feedback survey, 75-76

Partnerships, coaching:
building/managing, 105-106
meeting with, 143
vendors versus, 106

Patience, 159

Peer supervision. See Supervision

Personal goals:
planning document, 180-183
value proposition, 85-86
Personalized letters as follow-up, 102
Personal/life coaching, 4, 161-164
Planning. See Professional
development plan
Positive energy:
self-assessment, 47-48
360-degree feedback survey, 71
Positive psychology, 1564
Practice. See Executive coaching
practice
Precoaching tools, 121
Presentation(s):
coaches, 6
making, 104
Proactive coaching. versus remedial,
2-3,14-15
Pro bono wori 152
Professiona! development plan:
defined as essential element in
executive coaching, 12
identifying attributes or gaps in
ability for which to
compensate, 79
identifying greatest opportunities,
79
identifying greatest strengths to
leverage, 78
planning document, 175, 179-180
reviewing results of self-assessment
and 360-degree feedback, 78
strategies, 28, 79-82
to compensate for gaps n
attributes or abilities, 81-82
to develop knowledge and skills,
80-81
to leverage strengths, 79-80
three-year, 179-180
time line, 82
Professional supervision. See
Supervision

Progress checks, 17
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Psychological knowledge:
Executive Coaching Forum'’s
competency model, 29
necessary skill of executive
coaches, 10
self-assessment, 30-31
360-degree feedback survey, 55-56
Psychotherapy/counseling, versus
executive coaching, 6-9, 125,
146
Publishing. See Research and
publication

Q
Quantitative/qualitative,
measurement of results, 159

R
Recontracting, 144
Referrals:
fees, 157
network for, 13, 106-108, 116,
117-119
noncoaching, 116
preparing for and responding to,
108
Remedial coaching, 2-3, 14-15
Research and publication:
defined as key element cf
professional execuiive
coaching practice; 13,
111-113, 15C-351
methods of researcn, 99
publishing:
articles/books, 104-105,
150-151
management/leadership, 204
planning document for, 203-204
professional coaching, 203-204
Residential property for business,
local regulations on use of, 126
Resources, practical, 209-222
assessments, 222
blogs, 129
books and articles, 209-219

journals, 219-220
organizations, 220-221
tools, 222

S
Scope of coaching practice, defining:
checklist, 92-93
planning document, 191-192
value proposition, 91, 92-93
Scope of coaching project (step 1,
management system), 112,
130-133
Segments, market, 91-96
coachee roles and levels, 95-96
geographic locations, 95
industries and industry segments,
92-94
organizational cultuie and values,
93-94
organizaticnxl cntities, 94
organizativizal functions, 95
Self-asszssment tool, core
Competencies, 28, 30-54
assertiveness, 48—49
~.ssessment, 39-40
building and maintaining coaching
relationships, 37-38
building and managing
professional executive
coaching practice, 45-46
business acumen, 32-33
coaching knowledge, 34-36
continuous learning and
development, 53
contracting, 38-39
development planning, 41-42
ending formal coaching and
transitioning to long-term
development, 4445
facilitating development and
change, 42-43
general attributes and abilities,
46-54
goal orientation, 51-52
integrity, 53—54
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interpersonal sensitivity, 49-50
knowledge areas, 30-36
mature self-confidence, 47
openness and flexibility, 50-51
organizational knowledge,
33-334
partnering and influence, 52-53
positive energy, 47-48
psychological knowledge, 30-31
rating scale, 30
reviewing results, for Professional
Development Plan, 78, 175
tasks/skills for executive coaching,
37-46
Self-confidence, mature, 47, 70-71
Self-disclosure, 156
Seligman, M. E. P, 1564
Sensitivity, interpersonal, 49-50,
72-73
Sessions:
between-session contact, 146
structure/agenda, 19-20
Seven-step coaching management
system, 112, 130-148
overview, 112, 130
step 1 (scope and explore project),
130-133
step 2 (check chemistry with
potential client), 133:-135
step 3 (work with partaers in
coaching praject to contract
and set goae), 135-137
step 4 (conduct-assessment and
gather data), 138-140
step 5 (conduct feedback and
development planning),
140-144
step 6 (implement coaching plan),
144-146
step 7 (work with coaching
partners to monitor and
support the coaching),
147-148
Simplicity in marketing, 101
Skills. See Tasks/skills

SMART goals, 122
Spam blockers, 102
Standards:
defining/setting, for executive
coaching, 11-12
session agenda, 145-146
Strategic leadership coaching,
118
Strengths:
identifying, 78, 175
strategies for leveraging, 79-80,
175-176
Stretch assignments, 170
Successors, preparing (legacy
coaching), 15-16
Supervision:
contracting and, 143
defined as key clement of
professional executive
coaciivg practice, 12, 111
immeiais/longer-term, 202-204
opt'mizing learning from, 148-150
peer; 149
rlanning document, 202-204
professional, 148-149
Support staff, 89
Surveys. See Feedback surveys,
360-degree

T
Targeted coaching, 16, 118
Targeted marketing. See Marketing
Tasks/skills:
assessment, 39-40, 64—65
building and maintaining coaching
relationships, 37-38, 62-63
building and managing a
professional executive
coaching practice, 45-46
contracting, 38-39, 63-64
development planning, 41-42,
65—-66
ending formal coaching and
transitioning to long-term

development, 44-45, 68-69
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Tasks/skills (Continued)
facilitating development and
change, 42-43, 67-68
self-assessment tool, 37—46
360-degree feedback survey, 62-70
Tax agencies, 128
Team/group coaching, 15, 116, 117
Technology and virtual office,
128-129
Telecommunications, 125
Telephone:
coaching over, 90
follow-up calls, 102
Tendencies, your:
assessing, 24
planning document, 174
Theoretical models, 156
360-degree feedback survey. See
Feedback surveys, 360-degree
Time line, executive coaching
professional development, 82
Time management coaches, 6
Timetable, coaching, 145
Toolbox:
assessment tools, 121
career-life coaching tools, 122
communication coaching tools,
122
contracting tools, 121
defined as essential buildirg block,
13, 110, 120-123
developmental.ccaching tools, 122
goal-setting tools, 122
leadership coaching tools, 122
management coaching tools, 122
planning document, 195-198
precoaching tools, 121
sample formats of executive
coaching tools, 122-123
types of, 120-123
Transactional approach, 158
Transition from formal coaching to
long-term development:
self-assessment, 44—45

360-degree feedback survey, 68-69
tools for, 122
Transition from specialty fields to
executive coaching, 1563-170
from business management,
157-159
from internal human resources
roles, 164-168
from mental health professions,
154-157
from organization development or
management consulting,
159-161
from other specialty fields, 169170
overview/introduction, 153—154
from personal/life coaching,
161-164
planning docume1:t, 205-206
Traps, common.-123-124, 149
Travel expenses; 128
Types of erecutive coaching, 13-16
cortinued leadership-development,
14, 20-22, 122
croup/team, 15, 116, 117
high-potential, 13, 117
legacy, 15-16, 118
on-boarding, 14, 117
remedial, 2-3, 14-15
targeted, 16, 91

\%
Valerio, A. M., 165
Value proposition:
building, 96-97
categories of value in coaching,
90
defining, 83-85
developing plan to build/market
your practice, 98-108 (vee alvo
Marketing)
building/maintaining referral
network, 106-108
building/managing partnerships,
105-106
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building market awareness, special skills and, 90
98-105 Vendors, coaching, 106
preparing for/responding to Verbal agreements, 136
referrals, 108 Videoconferencing, 90
goals and, 85-90 Virtual office, technology and,
market segments and, 91-96 128-129
coachee roles and levels, 95-96 Voicemail, 128
geographic locations, 95 Volunteerism, 151-152
industries and industry
segments, 92-94 w
organizational culture and Web sites:
values, 93-94 resources/organizations, 220-221
organizational entities, 94 yours, 100-102
organizational functions, 95 Weintraub, J., 167
planning document, 192-194 Writing/publishing:
questions to answer before books/articles, 104—105, 150-151,
building yours, 84-85 203-204
services offered and, 91, 92-93 newsletters, 104
special abilities and, 90 research and publication as key
special attributes and, 90 elemait of executive coaching
special experience and, 90 pracice, 13, 111-113,
special knowledge and, 90 1ou-161
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