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Promote Your Organization
With an Educational Gift That
Helps Recipients Progress In
Their Career and Improve The
Quality of Their Life
•
•

The course document – Your GIFT is
co-branded to include your organization’s
name and website address on the title page.
A promotional page which you supply us
is inserted a total of 7 times within the GIFT.
In that promotional page, you highlight your
mission, the services and products you offer
and provide links to your website.

Benefits for Your Organization
•
•
•
•

•
•

Access to 6 quality self-study courses
for all your staff members, clients and your
network of contacts.
Opportunity to come across as a good
corporate citizen while promoting your
products and services.
Your GIFT – The 6 course document is small
enough to be e-mailed. It can also be easily
downloaded from on your website.
Multiplier Promotional Effect: Recipients of
the 6 course document are encouraged to
e-mail it to their family. members, friends
and colleagues at work.
Available in English and French.
One-Time Set-Up Cost possibly still on special
for only $139.00 – English or French.

The Six FREE Courses – Your GIFT are:
Leading By:
1) Managing My Life Through Goal-Setting And
Taking Action
2) Managing My Life With Enthusiasm and
Self-Confidence
3) Managing My Life With A Positive Attitude
4) Managing My Life With Win-Win Relationships
5) Managing My Life: Managing Stress
6) Managing My Life: Managing My Time

About The Author:
Business Coach and the Author of the “Leadership
by Managing My Life programs, George Beshara
has been providing training and business coaching
services for more than 30 years. His courses have
been use with tens of thousands of individuals in
some of the largest organizations in North America.
For more information, please visit our website at :
http://www.managingmylife.com

For Recipients, the Leading for
Managing My Life Courses:
Help them progress in their career, manage change more
effectively and improve the quality of their life.
Include access to audio-visual presentations which
cover in detail the content of the courses.
A PDF workbook within which they can type, in
order to make their notes and complete
user-friendly exercises.
Can lead to a Certificate In Leadership Abilities for
individuals who complete 4 of the 6 courses.
A complete course is available in the pages
that follow.
For More information on becoming a Project
Partner: CLICK HERE
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Leading by Managing My Life Courses:
Welcome to the 6 Leading Managing My Life Courses.
We define true leadership as the ability to influence and to inspire others to set and to achieve
individual or common goals. Is it necessary to hold a position of authority in order to be a
leader? No it’s not. True leadership does not come from a formal title or from formal authority. It
also does not come from bullying or taking advantage of others. It really comes from the ability
to influence and to inspire others to act.
At work we particularly use our leadership skills when we:
-

Teach others
Train others
Monitor results

- Coach others
- Set the pace
- Influence and inspire others to act and to achieve

In our personal life, we also use our leadership skills:
-

In our role of parents
In our role of sibling
Whenever we influence and inspire our family members and friends to act and to achieve

The following one minute video-clip explains the true core skills which we feel are necessary to
become truly exceptional leaders. To view that video-clip please:
CLICK HERE

The six Leading by Managing My Life courses available to you as a GIFT are:
Leading by:
•
•
•
•
•
•

Managing My Life Through Goal-Setting and Taking Action
Managing My Life With Enthusiasm and Self-Confidence
Managing My Life a Positive Attitude
Managing My Life With Win-Win Relationships
Managing My Life: Managing Stress
Managing My Life My Time
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Welcome!
In association with our Project Partner, I am very pleased to provide on a complimentary
basis, our 6 “Leading by Managing My Life” courses which are designed to help individuals
who complete them, progress more rapidly in their career and improve the quality of
their life.
These course materials which were originally developed in the 1990’s were offered then, in
public workshops and were also licensed for in-house delivery by a good number of large
corporations. Over the years, the course materials were updated several times and were
most recently published in this new user-friendly e-learning format.
To benefit most, be sure to carefully view the audio-visual presentations and take the time to
complete the exercises in the workbook. Finally be sure to use the concepts. It is by using
the concepts every day at work and in your personal life that you will truly benefit from
completing these courses.
But before you start, please take the time to evaluate your current leadership abilities by
answering a set of 50 questions which you will find in the upcoming pages of
this document.
I take this opportunity to wish you continued success.

George Beshara
Author
President
Managing My Life Institute
Managing My Life Publishing and Training Inc.
www.managingmylife.com
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About Our Project Partner
You provide us with a page in MS Word if you want on your letterhead, which:
• Highlights the mission of your organization
• Includes promotional information about your products
and/or services
• Includes links to your website and other specific pages on your
website that you may want to highlight
• Other contact information you may want to provide

We convert this MS Word document to PDF and insert it at the end right
after the welcome page of the document and towards the end of each of
the 6 courses – a total of 7 times.

LEADERSHIP AND SUCCESS QUESTIONNAIRE
Be honest and rate yourself quickly.
You do not need to share your responses with anyone, unless you want to.
Rating System: Most of the time or Always 10 Points
Often enough

7 Points

Sometimes
Rarely or Never

4 Points
1 Point

My Current Behaviour:

Rating
In Points

1. I walk the talk
2. I focus on the strengths of others
3. I manage my e-mails effectively
4. I tend to be action-oriented
5. I know how to unwind and relax
6. I have a positive attitude
7. I am good at managing stress
8. I know how to prioritize my time on the things that matter
9. I know what motivates me and act on it
10. I am very aware of my strengths
11. I quickly adjust to a changing environment.
12. I manage conflict in a win-win way
13. I am a really good listener
14. I give criticism privately
15. I receive criticism calmly
16. I look for ways to make improvements
17. I enjoy coaching and supporting others
18. I follow-up on important actions
19. I demonstrate high integrity and respect for self and others
20. I have a good sense of humour
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Rating System: Most of the time or Always 10 Points
Often enough

7 Points

Sometimes
Rarely or Never

4 Points
1 Point

My Current Behaviour:

Ratings
In Points

21. I encourage innovation and new ideas
22. I maintain a high level of energy
23. I exercise and try to stay fit
24. I encourage two-way communications
25. I am trustworthy
26. I tend to give others the benefit of the doubt
27. I avoid procrastination
28. I am reliable and dependable
29 I select the right people for the job and the organization
30. I give clear directions and set both individual and group goals
31. I am enthusiastic and know how to influence and inspire others
32. I like to win fairly
33. I delegate tasks frequently and intelligently
34. I understand the difference between a priority task and an important task
35. I know how to manage my thoughts and feelings in order to remain calm
and composed regardless of the changing circumstances
36. I use the energy that comes from stress to continually achieve and make
things happen
37. I excel at developing mutually beneficial relationships
38. I take quick action to solve problems and then avoid worrying by getting
involved in activities which absorb my total attention.
39. I have realized that I have everything I need to succeed
40 I seek to improve my knowledge through ongoing education and training
41. I know how to balance my personal and professional life
42. I am very aware of my limitations and adjust my behaviour accordingly
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Rating System: Most of the time or Always 10 Points
Often enough

7 Points

Sometimes
Rarely or Never

4 Points
1 Point

My Current Behaviour:

Ratings
In Points

43. I make each day a magnificent adventure
44. I accomplish everything I can accomplish every day
45. I enjoy helping others achieve and succeed
46. I make informed decisions
47. I am good at avoiding time wastage and procrastination
48. I embrace change, and refuse to let worry and fear dominate any aspects of my life
49. I seize the opportunities when they knock on the door
50. I pursue my goals until I see them through

Analyzing Your Results – With a Grain of Salt

Your Total
Score

0

If You Have Scored Between
395 and 500 points

You belong to the elite group of exceptional individuals who have truly mastered
the art of leadership. As you continue to apply yourself you will continue to
experience success in everything you do.

295 and 394 points

You belong to a group of individuals who have developed good leadership skills and
who sometimes feel frustrated because they know they can do better. You can pickup the additional ideas and techniques you still need through additional training and
coaching. It is by applying these new ideas in your day to day routine that you will
experience more completely the success you deserve.

.
150 and 294 points

149 points or less

You belong to a group of individuals who could really benefit by strengthening your
leadership abilities. If you are already functioning in a leadership capacity, you will
feel better and in control if you change some of the behaviours and habits that
prevent you from achieving the success you want. You can do this best by taking a
series of leadership courses and by applying the ideas that you are exposed to.
Leadership is at the essence a set of life skills which are made up of good habits
and behaviours. The good news is that these habits and skills can be developed and
improved by taking leadership courses and by integrating what you have learned at
work and in your personal life. This is the best way for you to take charge of your
career and to improve the quality of your life.

Managing My Life Institute

8

LEADING BY

MANAGING MY LIFE
THROUGH GOAL-SETTING
AND TAKING ACTION
A gift from George Beshara

Author of "Experiencing The Winning Edge"
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Leading by Managing My Life Through

Goal-Setting And Taking Action
Table of contents

Relationship between leadership and Goal-Setting and Taking Action
What Is Goal-Setting?
Why Set Goals?
Goal-Setting Techniques
Why We Don‘t Achieve Our Goals
Bucket List Goal-Setting Technique
Inventory-Based Technique
Needs-Based Technique
Creative Goal-Setting Technique
Taking Action
Follow-Up
Conclusion
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CLICK HERE to view au audio-visual presentation related to this section of the course.

Notes from Section
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CLICK HERE to view au audio-visual presentation related to this section of the course.

Notes from Section
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Exercise A : Convert These General Goals Into Specific and Measurable Goals
a)

I would like to be promoted at work or for students: I would like to excel in
my studies

b)

I would like to see a reduction in the number of conflicts in our team or for
students: I would like to improve my ability to manage time.

c) I would like to achieve financial independence
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CLICK HERE to view au audio-visual presentation related to this section of the course.

Notes from Section
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Exercise B ~ Your Bucket List
Make a list of the trips you want to take, the things you want to own, the income you want to
make, the relationships you want to develop, the friendships you want to make, the causes you
want to help, the hobbies you want to enjoy. The Bucket List is your wish list. It has no
limitations. Remember to include at least one goal from your Bucket List each year in your
priority list of goals for that year.
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Bucket List – Continued
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Exercise C – Inventory-Based Goal-Setting
B1 – Work/School
My Current Responsibilities

My Current Skills

Managing My Life Institute
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My Major Accomplishments At Work/School (Begin each accomplishment with an action
verb like: Learned, Developed, Organized, Created, Managed, etc.)

People I Interact With Most Frequently At Work/School
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Over The Next Twelve Months – The Way I See It
Responsibilities I would like to have

Skills I would like to develop/improve

Accomplishments I would like to achieve

Relationships I would like to cultivate/improve
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Over The Next Twelve Months – After my discussion with my boss and my colleagues
at work or my Advisor at School
Responsibilities I would like to have

Skills I would like to develop/improve

Accomplishments I would like to achieve

Relationships I would like to cultivate/improve
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B2 – Personal Life
My Responsibilities At Home

What I Do With My Free Time (hobbies, exercising, social activities, etc.)

Managing My Life Institute

22

My Key Relationships

Status of My Current Financial Situation

Status of My Health and Physical Well-Being
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Over The Next Twelve Months – The Way I See It
Home Responsibilities I Would Like to Have

What I Would Like To Do With My Free Time

Personal Relationships I Would Like To Cultivate/Improve

Things I will Do To Stay Healthy

Thing I will Do To Maintain or Improve My Financial Situation
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Over The Next Twelve Months – After my discussion with my spouse and
other family members

Home Responsibilities I Would Like to Have

What I Would Like To Do With My Free Time

Personal Relationships I Would Like To Cultivate/Improve

Things I will Do To Stay Healthy

Thing I will Do To Maintain or Improve My Financial Situation
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Top Fifteen Priorities over the Next Twelve Months

Be sure to include at least one of your goals from the Bucket List.
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CLICK HERE to view au audio-visual presentation related to this section of the course..

Notes from Section
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CLICK HERE to view au audio-visual presentation related to this section of the course..

Notes from Section
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Exercise D ~ Action Plan
Use the method outlined in this form for each goal you’ve listed in your workbook. First, write in
the goal and your targeted completion date. Then, identify the various steps that need to take
place in order for the goal to happen. Once the steps are listed, use the “No.” column to assign
each of the steps a priority and then identify a target date for the completion of each step and
write it in the “Date” column. As target dates for each step are completed, check them off. (See
example on next page)
Goal:

Completion date:
No.

____________________________________

Steps:

Managing My Life Institute
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Example Action Plan
Goal:

Reduce waste and rejects in quality of products manufactured in the plant by 50% in the
next 12 months.

Completion date:
No.

By December 31 of this year.

Steps:

Date:

1

Identify type of quality problems

Dec 12

2

Identify where the quality problems occur

Jan 31

5

Identify actions needed to improve quality

March 1

3

Meet with all concerned parties in company

Feb 15

4

Form a quality circle group

Feb 15

6

Meet with the supplier of raw materials

March 15

7

Establish plan of action to improve quality

March 31

13

Set-up monitoring system to measure improvements

Sept 30

8

Identify capital expenditures required

April 30

9

Train staff in quality control

May 30

10

Empower staff to stop production lines

June 30

11

Set up of new equipment

July 31

12

Train staff on new equipment

August 31
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Summary and Key Points
1. Goal-setting gives us a sense of purpose and direction and helps us measure our
success and our achievements.
2. In order to set effective goals for ourselves, our goals must be specific, realistic,
measurable and challenging.
3. We should set goals for ourselves at least once a year.
4. The techniques that we can use to set annual or long-term goals
include:
a) The Bucket List technique
b) The Inventory-Based technique
5. The techniques that we can use to set our day-to-day goals include:
a) The Creative technique
b) The Need-based technique
6. Once we have set our goals, we must break our goals into a step by step action plan in
order to be successful in making them happen.
7. WE MUST TAKE ACTION, AND IMPLEMENT THE STEPS FOR EACH GOAL.
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About Our Project Partner
You provide us with a page in MS Word if you want on your letterhead, which:
• Highlights the mission of your organization
• Includes promotional information about your products
and/or services
• Includes links to your website and other specific pages on your
website that you may want to highlight
• Other contact information you may want to provide

We convert this MS Word document to PDF and insert it at the end right
after the welcome page of the document and towards the end of each of
the 6 courses – a total of 7 times.

WHAT IS NEXT?
Certificate in Leadership Abilities:
When you have completed 4 or more of these courses, you can test your knowledge in order
to receive a Certificate in Leadership Abilities which can help you advance in your career. For
more information: CLICK HERE

Please Remember:
If you feel that you have benefitted from one or more of these FREE courses you can pay
them forward by doing one or more of the following:
•

E-mailing the courses to friends, colleagues at work and relatives who could also
benefit from them.

•

Start doing or continue doing some volunteer work on a regular basis.

•

Make an unexpected donation to a not for profit organization of your choice.
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About The Author
George Beshara, B.Com.
George Beshara is a McGill University business graduate and is the author of the Leading by
Managing My Life series of courses. He has been involved in training, business coaching and
publishing since 1983. His courses and training programs have been used by tens of
thousands of individuals in some of the largest corporations in North America. For more
information about his background and experience please CLICK HERE

Services We Offer
Become A Project Partner – Make Our 6 Courses Your GIFT
•
•
•

Our course document is co-branded to include your name and website on the title page,
recognizing you as the providers of the GIFT.
Your supply us with a promotional page which is inserted 7 times in the GIFT document.
Within that promotional page, you highlight your mission, promote the product and/or
services you offer and provide links to your website.

Benefits for Our Project Partners

Not for Profit Organizations or Private Sector Partners
•
•
•
•
•
•

Access to the quality self-study courses for all your staff members, clients,
donors and volunteers. (Not-for-profit sector)
Opportunity to generate new and unexpected donations.
Private sector partners come across as good corporate citizens while
promoting their products and services.
Multiplier promotional effect: Recipients of the courses are encouraged to e-mail
the course document to their family members, friends and colleagues at work.
Available in both English and French.
One-time very affordable set-up fee – Could be still on special for only $139.00
for either the English or French version of the 6 courses.

Interested in becoming a Project Partner: CLICK HERE

Hire Us To Custom-Develop A Course For Your Organization
After an initial web-conference meeting during which we develop an understanding of your
specific needs, we prepare a detailed proposal for your review and approval which
includes the time-frame for completing the project and the fees. To discuss your specific
needs please contact us by: CLICKING HERE
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For Your Information
Here are the Tables of content for the other remaining 5 courses.

Remember:
You promotional page is inserted 5 more times within the GIFT
document – namely towards the end of each of the 5 other courses.
You can view the first part of the audio-visual presentations of each of
the other 5 courses on our website at:
http://www.managingmylife.com

Leading by Managing My Life

With Enthusiasm
and Self-Confidence
Table of Contents

· Relationship between leadership and enthusiasm and self-confidence
· Defining enthusiasm
· Developing enthusiasm
· Identifying our accomplishments
· Our To Do list
· Understanding what motivates us
· Maslow’s hierarchy of needs
· Social motives theory
· The influence of motivators
· Questions to ask ourselves daily
· Relationship between our strengths and our enthusiasm
· Identifying our strengths
· Integrating this knowledge into our life
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Leading by Managing My Life

With A Positive Attitude
Table of contents

· Relationship Between Leadership and Having a Positive Attitude.
· Our beliefs, thoughts, emotions and behaviors
· Defining Attitude
· The Challenge
· Behaviors And Attitude
· Controlling Our Thoughts and Feelings
· Focusing On Healthy Thoughts
· Our Fundamental Beliefs
· Modifying Our Beliefs
· Conclusion
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Managing My Life with
Win-Win Relationships
Leading By

Table of Contents
· Relationship between Leadership and Building Relationships
· What Is A Win-Win Relationship?
· Developing Win-Win Relationships
· Benefits of Win-Win Relationships
· Consequences of Not Having Win-Win Relationships
· Essential Elements For Developing Respect
· Making a Good First Impression
· Developing Trust
· Understanding Personal Styles
· Identifying Your Personal Style
· The Personal Style of Others
· Making Sincere Compliments
· Understanding Motivation
· Good Daily Habits to Develop Win-Win Relationships
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Managing My Life:
Managing Stress
Leading by

Table of Contents
Relationship between effective leadership and the management of stress
Module One: Understanding the Dynamics of Stress
· Defining stress
· Typical sources of stress
· Sources of stress and our health
Holmes Raye
· The “General Adaptation Syndrome”
· Stress symptoms
· Behaviors and stress

Module Two: Techniques To Manage Stress Effectively
· Learning to manage worry and to let go more effectively.
· Having a network of supportive relationships
· Become selective with what you read, what you listen to and what you view
· Managing your time more effectively.
· Avoiding procrastination.
· Learning to make faster and better decisions.
· Adapting an assertive communication style.
· Exercising regularly.
· Good nutritional habits and finally.
· Becoming calmer and sleeping well.
· List of Stress Managing Habits
· Your 30 Day Plan To Manage Stress Effectively
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Managing My Life:
Managing My Time
Leading by

Table of Contents
Relationship Between Leadership and Effective Time Management
Module One: Understanding The Dynamics of Time
· Introduction
· Benefits of Managing our time Effectively
· Key Skills To Manage Our Time Effectively
· Four Areas To Improve
· How We Waste Our Time

Module Two: Techniques To Manage Our Time Effectively
Goal-Setting

· Setting and Prioritizing Your Goals

Getting Organized

· Our Agenda
· Our Desk
· Our Correspondence

· Breaking Goals Into Action Plans
· Our Office
· Our Filing System

Managing My Interactions With Others
· Delegation
· Meetings

Minimizing Time Wastage
· Minimizing Interruptions
· Procrastination
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· The Telephone
· Ensuring The Cooperation And Help Of Others
· The Pareto Principle
· Our Ability To Concentrate
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