Date
Dear Participant Name:

You have been selected to participate in the Coaching Job Skills workshop, an interactive learning experience on the skills and techniques for effectively coaching your team members’ job skills.

In the workshop, you will acquire interpersonal skills by observing them performed effectively by others and then by practicing these skills yourself. You’ll receive feedback on your performance and have multiple opportunities to apply these skills.

Enclosed is a workbook that contains exercises to complete before attending the workshop. The workshop will take place at Location on Date at Time. 

Please take 20-30 minutes to complete the following readings and exercises before the date indicated above:

•
Read Objectives, page 1

•
Read What’s in It for You? page 2

•
Read Key Terms, page 3

•
Complete Exercise 1: Awareness Inventory, page 5

•
Read Coaching Job Skills, page 9

•
Read The Coaching Process, pages 10-11

•
Complete Exercise 2: Identifying Performance Problems, page 12

•
Complete Exercise 3: Coachable Performance Problems, page 13

•
Complete Exercise 4: Solving Performance Problems, page 14

Bring this workbook with you when you attend the workshop.

Thank you for your cooperation in making this workshop complete. See you on the Date.

Sincerely,

Your name
Title
