
4-H Leadership Series 
Mastering Leadership Roles 

Table of Contents 

Introduction 1 

Project Summary 2 

Skill Builder 1:  
Selecting a 
Leadership Role 

6 

Skill Builder 2:  
Developing a Job 
Description 

10 

Skill Builder 3:  
Setting Goals 

13 

Skill Builder 4:  
Developing a Plan to 
Achieve Your Goals 

17 

Skill Builder 5 :  
Accomplishing Your 
Goals 

19 

Showcase Challenge 23 

Portfolio Page 25 

- Draft 2010 - 

Skill Builder 6: 
Evaluating Your 
Success 

21 

What Is Leadership 
All About? 

3 

Linking To Your 
Leader 

5 

Introduction 
 

If you have taken at least 2 leadership projects and are 15 years old or older 
(as of Jan 1 of the current club year), then this Master level project is for 
you. This is your opportunity to put your leadership skills into action, 
contribute to your community, and do your part as a leader in this world.  
 
This project can be taken as many times as you wish. There are a wide 
variety of roles and skills that you can develop. Each 
time that you take the project - be sure to challenge 
yourself by testing new leadership skills. 
 
Leader Bee is back. At this masters level, Leader Bee 
will be helping out along the way with information and 
resources that will support your leadership 
development and the success of your project. Your 4-H 
leader will also be with you to help, provide resources, 

Learning is 3D! 
 

To help you get the most out 
of your learning, each project 

meeting has the following 
parts: 

Dream it! Plan for success 
Do it! Hands on learning 

Dig it! What did you learn? 

 AMAZING LEADERS 
 

Have I got some exciting and inspiring stories for you! 
Look for me in my super hero costume to hear the tale 
of amazing leaders who have made a difference in their 
worlds. I can’t wait to tell you all about them! 

GET ON LINE! 
  
I can’t wait to 
show you what 
I’ve found  
on-line! Check 
out my great 
link ideas 
wherever you see me in the 
computer screen. 

 WINDOW TO THE WORLD 
 

When you see me in this window, it’s because I’ve just 
come back from somewhere in the world where I’ve 
discovered some cool and quirky facts about leadership 
and agriculture. You’ll be amazed when I tell you what I 
found out!  

 
Do It 

 
Dig It  

 
Dream It 



 Members will be able to... Activities Page 

Skill 
Builder 1 

Selecting a Leadership Goal 
 Identify personal strengths & abilities 
 Identify personal interests 
 Identify community leadership roles 

 Personal Strengths & Abilities 
 Identifying Interests 
 Interesting Role Activities  
 Choose a Leadership Role 
 Discuss & More Roles 

6 
7 
8 
8 
9 

Skill 
Builder 2 

Developing a Job Description 
 Create job description 
 Identify job responsibilities and requirements 
 Take part in evaluation & approval process 
 Receive feedback 

 Concept Frame 
 Job Description Designing 
 Gathering Feedback 
 Discuss & Compare 
 

10 
11 
12 
12 

Skill 
Builder 3 

Setting Goals 
 Set SMART goals 
 Test/Evaluate goals 
 Apply goals to their lives 
 Understand the importance of goals 

 SMART Test 
 Goal Setting  
 Discuss 

14 
15 
16 

Skill 
Builder 4 

Developing a Plan to Achieve Your Goals 
 Work towards goals 
 Breakdown tasks into steps 
 Identify resources 

 Mind Map Brainstorming  
 My Action Plan 
 Discuss 

17 
18 
18 

Skill 
Builder 5 

Accomplishing Your Goals 
 Keep records 
 Monitor progress 
 Identify options to keep organized 

 Keeping Track 
 Learn To Do By Doing  
 Photo’s 
 

19 
20 
20 

Skill 
Builder 6 

Evaluating Your Success 
 Understand the importance of reflection 
 Celebrate their successes 

 Looking Back 
 Evaluating Success 
 Thoughtful Thanks! 

21 
21 
22 

Showcase/ 
Portfolio 

 Explain success in using the skills listed above  Showcase Challenge 
 Portfolio Page 

23 
25 

When you successfully complete your builders, you will showcase what you have learned. 

What Skills Will You Learn? 
 

Each section or Skill Builder (or Builder) in this project has activities that will help 
your project group learn to do by doing while learning new skills and having fun! 
 
To complete this project, you must: 
 Submit a Youth Leadership Job Description (pg. 11) to a Manitoba Agriculture, 

Food and Rural Initiatives GO Centre/Office for approval & feedback after 
Builder 2. 

 Spend a minimum of 12 hours in your leadership role. (and therefore 15-20 
hours in the project) 

 Complete the activities in each Builder OR a similar activity that focuses on the 
same skills, as you and your leader may plan other activities. 

 Plan and complete the Showcase Challenge. 
 Complete the Portfolio Page. 
 Participate in your club’s Achievement (See the inside back cover for more 

information about 4-H Achievements). 
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WHAT IS LEADERSHIP ALL 
ABOUT? 

This project is designed to expand and strengthen your 
leadership skills by leading you through the following steps: 

What is leadership?   There are many definitions of leadership but 
there are three elements commonly found in most definitions.  
These are: 
 
1. Leadership involves having influence on others.  This influence 

may be as local as recruiting a group of supporters or as far 
reaching as influencing the general public. 

2. Leadership involves making an impact on others that usually 
results in some type of change.  This change could be a new 
member in an organization or an impact that resulted in the laws 
of the country being altered. 

3. Leadership involves accomplishing goals.  Leaders have a mission 
that they are setting out to achieve and then work at making 
their goals a reality. 

 

You might want to teach, plan and coordinate a 

program, serve as a mentor, contribute to your 

community as a volunteer, promote a program, 

be an ambassador on a certain topic, lead 

activities or a variety of other roles that may 

appeal to you. 
 

Determine who you want to work with: 

it might be your 4-H club or council, a local 

community service group, a provincial organization 

whose mandate you believe in, your school or a 

group of people or cause of your own formation.   

 

Your range of ideas and possible roles to focus on 

are only limited by your determination and 

commitment. 

1. Selecting a Leadership Role 

If your actions inspire others to 
dream more, learn more, do more 

and become more, you are a 
leader. 

 

- John Quincy Adams 

 Once you have decided on your 
leadership role, you can clearly define 

your role and its responsibilities through 
a job description. 

2. Developing a Job Description 
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“Learning to do by doing” is the most effective method of developing high quality leadership skills.  Fine tune your current skills and develop new skills by putting your plan into action.    There are a number of reference sheets available from your leader to provide some basic information on some leadership roles.  Your library, 4-H Catalogue of Supplies, Manitoba Agriculture, Food and Rural Initiatives staff, 4-H leaders and local role models can provide further invaluable information and support.  
 Use your network of people to help make your project a success. 

5. Accomplishing your goals 

 

You will develop a framework for successful 

achievement of your goals by identifying what 

actions you need to take and what resources you 

might need to reach your goals.  

 

You will also establish a timeline for completion of 

these goals to help you keep on track. 

4. Developing a Plan 
 What do you want to accomplish 

within your leadership role?   

What or who will benefit from 
your contributions?    By setting clear goals for yourself, 

you will know what targets to aim 

for and when you have reached 
them. 

3. Setting Goals 

Manitoba Association of Agricultural Societies 
 

The Manitoba Association of Agricultural Societies (M.A.A.S.) 
represent the 59 active Agricultural Societies in the province. 
MAAS works towards revitalizing rural communities. MAAS 
provides Manitoba Agricultural Societies with the vehicles and 
opportunities to develop and promote vital  
rural communities. 
 

Agricultural Societies are always looking for energetic volunteers! For more  
information on Manitoba Agricultural Societies, links to local Society web pages, 
contact information and fair dates visit:  
http://www.gov.mb.ca/agriculture/organizations/agsocieties/   

 

Keeping records of your actions, 

accomplishments and thoughts 

throughout the year will help you to 

reflect back on what you have learned 

and how successful you have been in  

accomplishing your original goals. 

6. Evaluating Your Success 
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Linking to Your Leader 
 

What kind of support should members doing this Master level project have/expect? 
Supports for the project may include a 4-H club leader, community leaders and 
MAFRI GO centre/office staff. 4-H leaders, MAFRI staff and community leaders may 
all be acting as your “coach” or “mentor”.  

 
Mentors are valuable people in our lives that support and  
encourage us and point us in the right direction.  A mentor is a person 
that invests time, energy and knowledge into contributing to another 
person’s growth.  The majority of mentor relationships are informal and 
often go undetected.  Think for a moment. Can you identify someone 
who has contributed to your personal growth?  Have you been a 
mentor by being a coach or role model to your peers, younger 
acquaintances or the adults in your life?  You can likely identify mentor 
relationships that you have already been in but have not necessarily 
viewed from that perspective. 
 

Mentors can serve a variety of roles in the lives of their mentees (the person they are mentoring). 
Some of these roles may include: 

 Listening - Not talking but really listening to what the mentee has to say. 
 Role modeling - Setting an example by behaving and accomplishing tasks appropriately as 

opposed to just talking about it.  Leading by example is a powerful teaching tool. 
 Building self-confidence - Offering encouragement and appropriate praise can be very 

empowering to those receiving it. 
 Providing challenges - Planting the seed of inspiration to strive for and expand on a personal 

best through a variety of growth experiences. This is often referred to as coaching. 
 Offering perspective - Helping the mentee to see the big picture.  This is often done through 

helping the mentee identify their feelings and providing feedback that gives them both 
accurate information and encouraging them to explore the options available to them.  

Mentors 

Places of Mentorship 
 

      4-H events 
 

Taking part in Club, Area, Provincial, and National 4-H programs can be great 
opportunities to meet friends, have fun, and develop leadership skills. Check 
out www.4h.mb.ca to find information about upcoming events! 

 
Cooperative Youth Leadership Seminar 

 

Cooperative Youth Leadership Seminar offers a chance for Manitoba youth to  
learn more about the world around them, their peers and most importantly,  
themselves. Youth will develop leadership skills, and learn about cross cultural  
issues and values affecting society, global development and the co-operative  
movement. Co-ops and credit unions throughout the province sponsor  
youth to attend the seminars.  

 
For more information please visit: http://www.manitobayouth.coop/ 
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What kind of leader are you going to be?  
 
  
Before going out and “being a leader” you must do some planning to be sure 
that your final action matches your basic skills, those you want to develop, and 
your interests. 

Skill Builder1: Selecting a  
Leadership Role 

Dream it! 
 
You may have taken this project with a specific goal in mind. Or you might have just decided that it 
looked interesting, but you are not yet sure what you want to do. Either way, the following 
exercises will help you select a leadership role for your 4-H project.  
 
Personal Strengths & Abilities 
 

Use the following questions to help identify your strengths and abilities.  

I am very good at the following leadership skills: 

_____________________________________________________ 
 
_____________________________________________________ 
 
_____________________________________________________ 
 
_____________________________________________________ 

I have had some 

experience,  but 

could still improve  

on the following 

leadership skills: 

_____________________________________________________ 
 
_____________________________________________________ 
 
_____________________________________________________ 
 
_____________________________________________________ 

Important words 
 

Watch for these important 
words throughout this builder: 

Leadership, Strengths, 
Abilities, Roles 

SKILLS CHECKLIST 
 

 Identify personal strengths & 
abilities 

 Identify personal interests 
 Identify community leadership roles 
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I am interested in 
working in a 
leadership 
role in the 
following 
areas: 

I am interested in working with the 
following types 

of people: 

I am interested in 

working  with the 

following organizatio
ns: 

Identifying Interests 
 

Use the following questions to help brainstorm and identify your 
interests. Write down your answers in the circles provided. 

Take a good 
look at your 
interests to 

figure out what 
you really want 
to do! 

I have never used but would like to learn about the following leadership skills: 

_________________________________________ 
 
_________________________________________ 
 
_________________________________________ 
 
_________________________________________ 
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□Fundraising 

□Starting a club 

□Filling a volunteer position 

□Supporting a team 

□Counseling others 

□ Helping coordinate an event 

 

□Teaching skills 

□Coaching a group 

□Running a program 

□Advocating for a cause 

□Promoting a program 

□Serving as an ambassador 

□Leading activities 

Add your own ideas to the list: __________________________________________________ 
 

_________________________________________________________________________ 

Interesting Role Activities 
 

I am interested in a leadership role that involves (check all applicable): 

Amazing Leaders - Manitoba Woman's institute 
 

MWI is a provincial rural women’s organization dedicated to personal 
development, family, agriculture, rural development and community action - 
locally and globally. Women of all ages, from all walks of life and from all 

regions of the province are involved in MWI. Membership in MWI offers the 
opportunity to develop self-confidence and leadership skills by participating in 
conferences and special skills development workshops. Members are 
encouraged to put what they learn into action by working on the organization's 
committees and regional or provincial boards.  

Do it! 
 
Choose a Leadership Role 
 

It is time to look back at your abilities, strengths and interests to choose a leadership role for your 
4-H project. 
 Do you already know what you want to do? Great!!! 
 Still considering your options - go out and explore, surf the net, talk to 

friends and family. It can be amazing how many opportunities are or could be 
made available in your community!!! 

 
Once you think you know what role you want to take on, look at the example 
roles on the next page. Fill in the blanks to identify your leadership role and the 
group of people or organization that you want to work with. 
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“I want to lead recreation activities with the Sometown Sizzlers  
4-H Club.”   

or 
“I want to be a youth counselor with the Rural Municipality of 

Greatness”.  
or 

“I want to be a volunteer Activity Coordinator with Valley 
Seniors Home.”  

or 
“I want to promote rural day cares with the support of local 

women’s groups. 

Dig it! 
 
Discuss & More Roles 
 

 Have you learned anything about yourself by identifying your own interests, skills and abilities? 
Have others? 

 Are there any other leadership/community roles that you would like to consider?  
 You can use your skills and interest inventories to search out other opportunities that would 

interest you for the future. Brainstorm and identify two other possible leadership roles in the 
blanks below. (e.g. Community volunteer? School activity roles? etc.) 

 
1.)  I ______________________________________________________________________  

(describe the role)  
 

with ___________________________________________________________________. 
(describe a group of people or organization that you would work with) 

 

2.)  I ______________________________________________________________________  
(describe the role)  

 

with ___________________________________________________________________.  
(describe a group of people or organization that you would work with). 

 
What’s Next? 
 

In the next builder, you will develop a job description for the leadership role you have chosen. You 
may want to research your role and have information about your role ready for the next builder. 

 
I want to _______________________________________________________________________  

(describe your leadership role)  
 

with ____________________________________________________________________________  
(describe a group of people or organization that you want to work with). 

Some example leadership roles might include: 

Fill in the following blanks once you have chosen a leadership role: 
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SKILLS CHECKLIST 
 

 Create job description 
 Identify job responsibilities and requirements 
 Take part in evaluation & approval process 
 Receive feedback 

Dream it!  
 
Concept Frame 
 

This builder contains information about creating a job description for your leadership role. To 
complete a job description for your chosen leadership role, you will need to gather information. 
One way to gather information is within a concept frame. Enlarge 
and draw the frame to the right on a blank piece of paper or on 
poster board to brainstorm and fill in the information you will 
require about you leadership role. 
 

Job Description Requirements 
 

Title:  Identifies the job. E.g. Assistant Activity Coordinator 
 
General Description of Position: In one or two sentences state what the job involves.  Use action 
words to describe your leadership role. E.g. Fundraising, coordinating, teaching, policy making, etc.  
Include who your clients  will be or who you will be working with.  E.g.  Assistant Activity Coordinator -
To develop, coordinate and deliver recreational and social programs for the enjoyment of the residents in the 
Pleasant Valley Seniors Home. 
 
Responsibilities: Describe the specific tasks that you will be required to do within your position.   
Again use action verbs to begin your statements.   
E.g.  *Talk to the residents and staff of a Seniors Home to see what they might suggest for activity ideas 
 *Select 5 program ideas to develop *Plan and coordinate necessary details to run the programs 
 *Evaluate the success of the programs 
 
Skills Needed:  List any special skills required to be able to do the necessary tasks.   
E.g.  *Program planning skills *Listening skills  *Evaluation skills 
 
Time Required: Be honest. Give the number of times per week or month that you will be required 
to spend time on this role.  Use hours if possible – doing a calculation of how long you might have 
to work each week or month. Include the length of commitment – Is it for 3 months, 6 weeks, 1 
year? E.g. 3 hours biweekly (every other Wed. evening) for 8 months – September to April + the time spent 
at the 5 programs I develop (approx. 20 hours).  Estimate total time commitment to be 70 hours. 

Skill Builder 2: Developing a Job Description 

Important words 
 

Watch for these important 
words throughout this 

builder: Responsibilities, 
Job Description, 

Feedback 

 

What do you know about your leadership role? 
 
The development of a job description of your leadership role helps to clearly 
define your responsibilities – both for yourself and for those you will be 
working with or impacting on. Development of job descriptions is a very useful 
skill that you may use many times to improve and/or create successful working 
relationships with staff or volunteers. 

Job Title 

Responsible 
To 

Benefits 
Time 

Required 

Skills 
Needed 

Responsibilities 

General Description 

Any Other  
Information 



11 

 

Youth Leadership Job Description 
 
Name:_____________________________   Phone Number: _________________________ 
 

Address:__________________________________________________________________ 
 

Title: __________________________________________________________________________ 
 
General Description of Position: __________________________________________________ 
 

_________________________________________________________________________________ 
 
Responsibilities: _________________________________________________________________ 
 

_________________________________________________________________________________ 
 
Skills Needed: ___________________________________________________________________ 
 

_________________________________________________________________________________ 
 
Time Required: __________________________________________________________________ 
 

_________________________________________________________________________________ 
 
Responsible to: __________________________________________________________________  
 

_________________________________________________________________________________ 
 
Benefits: ________________________________________________________________________ 
 

_________________________________________________________________________________ 

Responsible to: For some roles that you create, you may only be responsible to 
yourself.  However, if you are working within an organization, they will have certain 
authority established.  Who do you report to or ask advice from?  How much 
authority do you have in carrying out your responsibilities – do you need approval to 
spend money before implementing an idea, etc?  You might be responsible to one 
person, the membership of the organization or to the executive.  E.g. Report to the 
Manager of the Senior Home.  Must receive written approval of each program plan and 
budget prior to the event. 
 
Benefits:  What will you gain by filling this role?  Non monetary rewards are important. What will 
others (individuals, the group, the community) gain by your filling this role? E.g. program planning 
skills, future job references, experience working with the needs of the elderly, new friends/companionships, 
fresh air and experiences.  
 

Do it! 
 
Job Description Designing 
 

If you are working with an organization, discuss your completed job description with them or 
develop it together. This will help to ensure that everyone knows what to expect before you enter 
into the role. Describe each of the categories listed below, as described previously in this manual, 
and you will have your job description. 

**This may also be done on the computer and attached to the manual. An electronic copy may be useful for the Gathering Feedback activity. 
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Gathering Feedback 
 

Submit a copy of your Youth Leadership Job Description along 
with your name, 4-H club, and leader’s name to your local 
Manitoba Agriculture, Food and Rural Initiatives GO Office/
Centre for approval. To find the office closest to you, you can 
email 4h@gov.mb.ca, call 1-204-726-6613, or look online at:  
www.gov.mb.ca/agriculture/contact/agoffices.html for a listing of 
local offices. 

 
When you receive feedback, consider the suggestions. Did you get any suggestions about: 
 

 Resources to consider?________________________________________________ 
 
 People to contact?____________________________________________________ 
 
 Project extensions?___________________________________________________ 
 
 Plans for improvement?________________________________________________ 

 
After receiving feedback I … ____________________________________________________ 
 

____________________________________________________
(e.g. changed/edited my plan, took suggestions, looked at resources, 

continued to plan my leadership role etc.) 

Dig it! 
 
Discuss & Compare 
 

 Make job descriptions for other roles in your life that you are in currently? (e.g. student, son/
daughter, friend, volunteer etc.) Discuss with someone what this description might look like. 
Would creating job descriptions for everyday roles be useful so you know what others expect? 

 How can these job descriptions be useful in the future?  
 What might you now use the job description for? (check all that may be important) 

□ Resumes 

□ Interviews 

□ Describing work experience 

□ Skill Inventories 

□ Scholarship applications 

□ Future volunteer recruitment 

□ Sharing with friends 
Other: ___________________________________________________________ 
 
What’s Next? 
 

After this builder you should have a clear picture about the leadership role you will be doing. Make 
sure to receive approval of your Youth Leadership Job Description before moving on to the next 
builder. In the next builder, ideas around goal settings will be explored. With goal setting, we will be 
exploring how you picture yourself in the role and what you would like to do and learn in the role. 

Ask your leader what 
they think might be 

important? Did you check 
the same boxes? 
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Skill Builder 3: Setting Goals 

Dream it!  
 
Writing down your project goals will help you plan your progress and will help you measure your 
success. 
 
Goals are most effective when they are SMART goals. SMART goals are: 

 S – Is the goal Specific? A specific goal has a much greater chance of being accomplished 
than a general goal.  Does it tell who, what, where, when, why and how? Goals should be 
straightforward and emphasize what you want to happen. Specifics help us to focus our 
efforts and clearly define what we are going to do. Use action words such as direct, organize, 
coordinate, lead, develop, plan, build etc.  
 

 M – Is it Measurable? Can you tell when you have achieved it? Establish concrete criteria 
for measuring progress. When you measure your progress you stay on track, reach your target 
dates, and experience the exhilaration of achievement that spurs you on to continued effort 
required to reach your goal. To determine if your goal is measurable, ask questions such as......How 
much? How many? How will I know when it is accomplished? If you can't measure it, you can't 
manage it. Choose a goal with measurable progress, so you can see the change occur. How 
will you know when you reach your goal?  
 

 A – Is it Attainable? Is your goal within your reach given your current situation? You can 
attain most any goal you set when you plan your steps wisely and establish a time frame that allows 
you to carry out those steps. Goals that may have seemed far away and out of reach 
eventually move closer and become attainable, not because your goals shrink, but 
because you grow and expand to match them. When you identify goals that are 
most important to you, you begin to figure out ways you can make them come true. 
You develop the attitudes, abilities, skills, and financial capacity to reach them. Goals 
you set which are too far out of your reach, you probably won't commit to doing.  

Important words 
 

Watch for these important 
words throughout this builder: 

Goals, Specific, 
Measurable, Attainable, 

Realistic, Timely 

SKILLS CHECKLIST 
 

 Set SMART goals 
 Test/Evaluate goals 
 Apply goals to their lives 
 Understand the importance of goals 

What kind of leadership goals do you have? 

 
Leadership involves accomplishing goals. You have selected your leadership role 
for this project for specific reasons. In your mind, you will have set  
certain goals for yourself. Goals are: 

 Destinations you want to reach. 
 Targets you want to aim for. 
 Things you want to achieve or have to do. 
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 Specific (Where? How? When? Why? Who?) 
 
 
 

 Measurable  
 
 
 

 Attainable  
 
 
 

 Realistic  
 
 
 

 Timely  
 
 
 

Let’s SMART Test It! 

 R – Is it Realistic? -  To be realistic, a goal must represent something that 
you are willing and able to complete. Your goal is probably realistic if you truly 
believe that it can be accomplished. Additional ways to know if your goal is realistic 
is to determine if you have accomplished anything similar in the past or ask 
yourself what conditions would have to exist to accomplish this goal.  
 

 T – Is it Timely? - A goal should be grounded within a time frame. When 
do you want to complete your goal by? Setting a timeframe sets your mind in 
motion to begin working on the goal. If you don't set a time, the commitment is 
too vague. Work tends not to happen because you feel you can start at any time. 
Without a time limit, there's no urgency to start taking action now. Putting an end 
point on your goal gives you a clear target to work towards. 
 

EXAMPLE: A general goal would be, "Get in shape." But a SMART goal would say, "Join a health club 
starting Monday and workout 3 times a week for three months with the help of a personal trainer to 
prepare for the Manitoba Marathon." 
 
SMART Test 
 

You can deconstruct goals to see if they are SMART! Take the goal below and fill in the chart to 
evaluate how SMART you think it is?  
 As Project Leader for the Exploring Foods project, I plan to teach, using a variety of methods at 

biweekly project meetings, the necessary skills to have the three members enrolled receive 
completion at achievement. 

Was this a SMART goal:  YES / NO / ALMOST (circle) 
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Do it! 
 
Goal Setting 
 

Are you ready to set your project leadership goals? You may have one or several goals.   But 
remember to keep the overall group of goals realistic within a project year and within the scope of 
your job description. 

Step 1. Set your goals. (HINT: Use a pencil, in case you need to change it slightly after 
you SMART test it.) 
Step 2. Do the SMART test. 
Step 3. Did the SMART test show that you need to revise your goal? If it did, revise the 
goal to pass the SMART test. 
 

Goal #1 
 

Step 1 –  Goal: ______________________________________________________________ 
 

_________________________________________________________________________ 
 

_________________________________________________________________________ 
 
Step 2 – Did it pass the SMART test? 
 

 Specific?  Yes  No 
 

 Measurable?  Yes  No 
 

 Attainable?  Yes  No 
 

 Realistic?  Yes  No 
 

 Timely?  Yes  No 
 
Step 3 – If you answered no to any of the above, erase and/or revise the goal so it will pass the 
SMART test. 

More Goals! 
 

Many projects will have only one goal. Breaking large projects/goals into smaller 
parts/goals can be useful so that you do not get overwhelmed. If you have more 
than one goal, keep going! 

Amazing Leader 
 

"All successful people have a goal. No one can get anywhere 
unless he knows where he wants to go and what he wants to be 
or do."  
 - Norman Vincent Peale (author of The Power of Positive Thinking) 

Let’s BEE 

SMART 
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Goal #2 
 

Step 1 –  Goal: __________________________________________________ 
 

_____________________________________________________________ 
 

_____________________________________________________________ 
 

Step 2 – Did it pass the SMART test? 
 

    Specific?  Yes  No 
 

    Measurable?  Yes  No 
 

    Attainable?  Yes  No 
 

    Realistic?  Yes  No 
 

    Timely?  Yes  No 
 
Step 3 – If you answered no to any of the above, erase and/or revise the goal so it will pass the 
SMART test. 

Goal #3 
 

Step 1 –  Goal: ______________________________________________________________ 
 

_________________________________________________________________________ 
 
Step 2 – Did it pass the SMART test? 
 

 Specific?  Yes  No 
 

 Measurable?  Yes  No 
 

 Attainable?  Yes  No 
 

 Realistic?  Yes  No 
 

 Timely?  Yes  No 
 
Step 3 – If you answered no to any of the above, erase and/or revise the goal so it will pass the 
SMART test. 
 

Dig it! 
 
Discuss 
 

 Do you have goals in other areas of your life? Do you have life long goals? School goals? Sport 
goals? (Share these goals with your leader, project group or 4-H club. Make sure they are SMART!) 

 Do goals change over time? Is that ok? 
 
What’s Next? 
 

In the next builder, you will develop a plan to complete your goals. 
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Skill Builder 4: Developing a Plan to 
Achieve Your Goal(s) 

Steps to be done Possible Resources to Use Done By 

Step 1: Review the roles and 
responsibilities of the 
municipal councilor. 

 Talk to the Municipal Administrator, Reeve and 
other councilors.  

 Read the Municipal documents outlining the role. 

Nov. 1  

Step 2: Learn about meeting 
management strategies used. 

 Attend meetings. By the 2nd 
meeting 

Step 3: Hold a “town hall” 
meeting at school to get the 
opinions of the youth about a 

variety of issues. 

 Ask for support of principal for time and facility. 
 Ask local MAFRI Staff for advice on how to set up 

the meeting so people’s opinions will be heard.  
 Discuss with Council to outline important issues. 

Feb. 1 

Step 4: Share viewpoints of 
youth. 

 Speak up – contribute to the discussion at least 3 
times at each meeting. 

By the third 
meeting 

SKILLS CHECKLIST 
 

 Work towards goals 
 Breakdown tasks into steps 
 Identify resources  

 

What kind of plan do you have to complete your goals? 
 

Your goals have clearly set your targets. Now, you need to figure out what 
is needed to achieve your goal(s).  

Dream it! 
 
Mind Map Brainstorming 
 

To create a plan to complete your goals, you will need to think about  
everything that needs to be done. Creating a mind map (or concept web) is a great brainstorming 
tool. On a blank piece of paper or on poster board create a mind map of things needed to be done. 
 
Once you have brainstormed what needs to be done. You can develop a plan to achieve your goals. 
When creating a plan, consider the following steps: 
1. Review goal(s) 
2. Outline the steps required to achieve my goal(s). 
3. Outline the resources that you might use for each step. Think about: people who can help, how 

much money you will need and information sources.  
4. Outline when you need to have each step done. Setting a target date for completion of each 

step can save you rushing through everything at the last minute or not being able to complete 
the project in the time remaining. 

 
The finished plan for your goal(s) may look like the following.  
Goal(s): To learn about the role of municipal counselor through research and regular municipal 

council meeting attendance while representing the viewpoint of youth in our municipality, 
by soliciting the viewpoints of youth and sharing thoughts on issues. 

Important words 
 

Watch for these important words 
throughout this builder: Steps, 

Resources, Target 

Goal 

Thing to be 
done! 

Thing to be 
done! 

Thing to be done! 

Thing to be done! 
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My Action Plan 
 

Step 1: Review goals. 
Step 2: Outline steps required to achieve goal(s). 
Step 3: Outline the resources that you might use for each step. 
Step 4: Outline when you need to have each step done by. 

Goal(s): ___________________________________________________________________ 
 

_________________________________________________________________________ 
 

_________________________________________________________________________ 

Steps to be done Possible Resources to Use Done by: 

   

Do it! 
 
My Action Plan 
 

Complete a chart for the goal(s) that you have identified. You can refer to this 
chart as the year progresses to remind you what you need to do to accomplish 
your goals. 

Dig it! 
 
Discuss 
 

 Would someone else be able to follow your plan? If yes, GREAT! If not, could it be improved? 
 How will having this plan, make achieving your goal easier to accomplish? 
 Will looking back at this plan be important? Will it be helpful to check steps off as you go? 
Would it be ok to add steps or tasks later? 
 
What’s Next? 
 

You are ready to put youth leadership into action! 

**If you had multiple goals that may require a different set of steps and resources, you can attach another document to include them!** 
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Skill Builder 5:  Accomplishing  
Your Goals 

Dream it!  
 
Keeping Track 

 

Keeping track of your progress during your leadership role: 
- Helps you to understand and gain more from your leadership experiences. 
- Gives you a clear picture of how successfully you have accomplished your goals. 
- Provides a descriptive project display for achievement evaluation. 
- Showcases how you may have needed to alter your plan. 
 

You can increase the amount you learn about leadership in this project by:  
- Keeping a learning journal.  A learning journal is like a diary that you write in after each 

experience that you have in your leadership role.  Record your challenges and successes.  How 
did you deal with them, how did you feel, what did you do, how would you handle it differently 
the next time, what did you learn? It is amazing what you can learn by taking a few moments to 
really think about your experience and reflect those thoughts on paper.  It’s great to review at 
the end of the term and see what progress you made as well. 

- Keeping a calendar that logs your time and expenses in your role.  People usually 
underestimate the amount of time and money that they have contributed.  Remember to include 
gas money for any extra trips to town! 

- Preparing a photo journal.  Pictures are worth a thousand words.  
Record your leadership experience through photos. 

- Developing a portfolio of your experience.  Save any letters, 
reports, photos, comments, awards, name badges, etc. of your 
experience.  Display them to show what skills you have accomplished. 

- Starting a leadership resource library. Research and collect 
information pieces that have offered advice on handling the leadership 
situations that you have encountered. 

 
This project is your own personal leadership in action.  So, it is up to you to determine how you 
wish to record your experience.  Personalize your record keeping to match your needs and style. 

 
I’m using_______________. I chose this because ____________________________________. 

Important words 
 

Watch for these important words 
throughout this builder: Journal, 

Documentation, Record 
Keeping, Progress 

SKILLS CHECKLIST 
 

 Keep Records 
 Monitor progress 
 Identify options to keep organized 

How will you monitor what you are  
accomplishing while you learn to do by doing? 

 

“Learning to do by doing” is the most effective method of developing high 
quality leadership skills.  Monitoring progress is an important part of completing 
goals. Keeping records of your actions, accomplishments and thoughts 
throughout the year will help you to reflect back on what you have learned.  
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Window to the “Resource” World 
  
As you put your leadership skills into action, there are many 
resources that can help you to be successful.  This manual has 
some basic reference sheets on a number of leadership skills 
that may be helpful to you.  Your library, 4-H Catalogue of 
Supplies, Manitoba Agriculture, Food and Rural Initiatives staff, 
4-H leaders, and local role models can provide valuable 
support and information to you.  Be sure to make the most of 
your experience by using your network of resources. 

Do it! 
 
Learn To Do By Doing 
 

Spend a minimum of 12 hours in your leadership role. Good luck and have fun! 

What’s next? 
 

In the next and final builder members will evaluate the success of their volunteer role. 

Dig it! 
 
Photos 
 

Photos are a great record keeping tool too! While in your leadership role take lots of pictures! 
 
In this picture I am… _________________________________________________________ 
 
I want you to notice __________________________________________________________ 
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Dream it!  
 
Looking Back 
 

What can you learn from reflecting on your experiences? Look over your book, journal, portfolio, 
or calendar to reflect on your experiences with your project. Discuss this with your project group. 
 

Do it! 
 
Evaluating Success 

Skill Builder 6: Evaluating Your Success  

SKILLS CHECKLIST 
 

 Understand the importance of reflection 
 Celebrate their successes 

 

Why is it important to reflect? 
 

What information can you gain from reflection? Evaluation is an important step 
to learning AND to celebrating your successes. 

1. Was your original job description accurate? Now 
that you have lived through the experience, what 
would you add or delete from the job description to 
make it more accurate?  
_______________________________________
_______________________________________
_______________________________________ 

2. Did you achieve your goals? If 
you were unable to meet some 
goals, what goals were you unable 
to meet and why? 
__________________________
__________________________
__________________________
__________________________ 

3. Did your plan change? If yes, 
how did it change?  
__________________________
__________________________
__________________________
__________________________ 

4. What was the most successful 
part of your project? 
_________________________
_________________________
_________________________
_________________________ 

6. Leadership experience looks 
great on a resume. What words 
would you use in your resume to 
describe the leadership skills that 
you have acquired? How would 
you describe your leadership role 
in your resume? 
________________________
________________________
________________________
________________________ 

5. What was the most challenging part of 
your project? 
_________________________________
_________________________________
_________________________________ 

Important words 
 

Watch for these important 
words throughout this builder: 

Celebrate, Success, 
Reflect, Evaluation, 

Resume 
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What’s Next? 
 

The showcase challenge is next. It is time to show what you have learned throughout your project. 

Dig it! 
 
Discussing, sharing and celebrating your experiences and successes is 
important! This can help you: 
 Reflect and make changes for the future. 
 Show off new skills. 
 Encourage others to take on a leadership role. 
 Encourage others to join you if you are supporting a cause. 
 Receive school or volunteer credits. 
 Receive scholarships and awards! 

 

 
So... 

“Do not follow where the path may lead. Go instead where there is no path and leave a trail.”  
 - Ralph Waldo Emerson (Philosopher) 

Thoughtful Thanks! 
 

Celebrate your success with others! Think about who helped you along the way. Sending a thank 
you card to those who helped you (e.g. 4-H leaders, 4-H Ambassadors, staff, parents, friends, 
sponsors etc.) can be a great way to show appreciation and to let others know of your success.  
 
Send a card or cards!  
 
NOTE: Whether you purchase or create your card(s), make sure you personalize it with a message. 
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Now that you have finished this project, it is time to think about how you will 
share your experiences and knowledge with others.  You may put your new 
skills to work by helping at a community event or at your club Achievement or 
teaching others about your topic.  The goal of the Showcase Challenge is to help 
highlight your new skills and help you understand how you can use them. It can 
be an opportunity to receive feedback from others on your project.  So go back 
through your manual and find some highlights of your learning (what you are 
proud of) and think about how you will “showcase” it.   

 

Showcase Challenge  
Bringing it all together! 

 Demonstrate something you made 
or learned about 

 Make a poster or display 

 Make a pamphlet  Make a computer presentation (e.g. 
PowerPoint) 

 Give a speech  Write a report 

 Use your new skills to help with the 
Club Achievement plans 

 Or come up with your own idea. It is 
up to you and your leader! 

Dream It! 
 

Here are some Showcase Challenge Suggestions: 
 
 







 

My Showcase Challenge Plan 
 
My showcase idea: __________________________________________________________  

________________________________________________________________________ 
 

What materials and resources do I need? _________________________________________ 

________________________________________________________________________ 
 

Who do I need to help me? ___________________________________________________ 

________________________________________________________________________ 
 

When do I need to have things done by?  _________________________________________ 

________________________________________________________________________ 
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Do It! 
 
Insert or attach your finished product or a photo of you sharing your skills in 
your Showcase Challenge.  

Dig It! 
 
Now that you have showcased your project skills; 
 How did your Showcase Challenge go? 

 

 

 What would you do differently next time? 

 

 

 How will you use your new skills in the future? (in different situations?)  
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Name: __________________  Date: _____________  Year in 4-H: ____       
Club: _____________ Hours Spent on 4-H: ____(Project and Other 4-H Activities) 

Mastering Leadership Roles Project Skills Chart 
To be completed by the leader and the member based on observations and 

conversations throughout the project. 

Skill 
Builder 

Members will be able to… 
Each Builder had a Skills Checklist which identified the 

skill you will learn. 

We know this because… 
Identify activities completed and record 

observations and information from discussions 
about activities. 

1 
 Identify personal strengths & abilities 
 Identify personal interests 
 Identify community leadership roles 

 
 
 

2 

 Create job description 
 Identify job responsibilities and 

requirements 
 Take part in evaluation & approval process 
 Receive feedback 

 
 
 

3 

 Set SMART goals 
 Test/Evaluate goals 
 Apply goals to their lives 
 Understand the importance of goals 

 
 
 

4 
 Work towards goals 
 Breakdown tasks into steps 
 Identify resources 

 
 
 

6 
 Understand the importance of reflection 
 Celebrate their successes 

 
 
 

Additional Comments/Activities: 
 

5 
 Keep Records 
 Monitor progress 
 Identify options to keep organized 

 
 
 

Showcase 
Challenge 

 Explain success in using the skills listed 
above 

 

My 4-H Portfolio Page 

Leader Point of Praise! 
 

I am most impressed by… 
 
 
 
I acknowledge that the member has completed the 4-H project requirements. 
 
Leader’s Signature: _______________________________ 
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Member Point of Pride! 
 

What I learned… 
 
 
 
What I need to improve on… 
 
 
 
What I want others to notice…  
 
 
 
Member’s Signature: _______________________________ 

Above and Beyond! 
In addition to project skills, 4-H also increases skills in meeting management, communications,  

leadership, community involvement  through participation in club, area, or provincial 4-H events or  
activities.  List below any activities you participated in this year in 4-H. 

(Some examples include Executive Positions Held, Workshops, Communication, Community Service, Rally, Bonspiels, 
Conferences, Judging, Camps, Trips, Awards, Representation to Area or Provincial Councils, etc) 

 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________ 

_____________________________________       _______________________________________   

   

**Feel Free to add additional pages that include awards, certificates, new clippings, photos or other items that 
describe your 4-H involvement. 

Point of Praise! Another’s perspective on your achievements in 4-H. 
(community professionals, MAFRI staff, 4-H club head leaders, 4-H Ambassadors, friends of 4-H) 

 
I am most impressed by… 
 
 
 
I believe that you have learned… 
 
 
 
In the future I encourage you to… 
 
 
 
Signature: _______________________________ 
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4-H Achievement 
 

4-H Achievement is… a 4-H club celebration when 
members have completed their projects.  Achievements 
are planned by the club to give recognition to members 
and leaders for their accomplishments in their 4-H 
projects and club activities.    
 

A 4-H Achievement can take many different formats: from choosing a theme, to 
member project displays, to members using their new skills for the event  
(entertainment, food, decorating, photographer, etc.), to members presenting their 
project to the whole group, the options are endless and open to the creativity of 
the members and leaders in each club!  
 
Clubs may also plan their Achievement to promote 4-H to the community or to recognize 
sponsors and others who have helped the club. 
 
Members and leaders - be sure to check your project books for the project completion 
requirements, so you will be ready for your club’s Achievement celebration! 

For more information about 4-H and the many  
4-H opportunities available please visit 

 
http://www.gov.mb.ca/agriculture/4-h/ 

If you have any questions, comments or suggestions  
for this or other 4-H projects contact: 

 
Manitoba 4-H Projects 

Manitoba Agriculture, Food and Rural Initiatives 
1129 Queens Avenue 

Brandon, MB R7A 1L9 
 

Email: 4h@gov.mb.ca    
 

Phone: 204-726-6613 
Fax: 204-726-6260 

 
 
 

This manual is for educational use only and is not intended as professional advice. 
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4-H Motto 
 

“Learn To Do by Doing” 
 
4-H Pledge 
 

I pledge, 
My HEAD to clearer thinking, 
My HEART to greater loyalty, 
My HANDS to greater service, 
My HEALTH to better living, 
For my club, my community, and my country. 

What is 4-H? 
 

4-H is an international youth organization involving more than 7 
million members in 80 countries around the world. 
 
In Canada, 4-H began in 1913 in Roland, Manitoba as a community-
based organization dedicated to growth and development of rural 
youth.  Today’s 4-H program reaches both farm and non-farm youth 
across Canada.  The motto of “Learn to Do by Doing” is embodied in 
the program, as 4-H focuses on skill development as well as personal 
development of life skills such as communications, leadership and 
citizenship. 

Manitoba 4-H project material is developed by 
 

Manitoba Agriculture, Food and Rural Initiatives (MAFRI) 

4-H Quality Equation Principles 
 

Quality People 
 Promote responsibility, respect, trust, honesty, fairness, 

sportsmanship, citizenship, teamwork and caring. 
Quality Experiences 

 Provide members with personal development and skill 
development experiences. 

Quality Projects 
 Promote and value quality effort. 
 Promote high quality, safe food production within industry standards. 


	Name_2: 
	Date: 
	Club: 
	fill_7_2: 
	fill_8: 
	fill_9: 
	fill_10_2: 
	fill_11: 
	fill_12: 
	fill_13_2: 
	Additional CommentsActivities: 
	1_4: 
	2_4: 
	3_5: 
	4_4: 
	5_2: 
	1_5: 
	2_5: 
	3_6: 
	4_5: 
	5_3: 
	6_2: 
	idea 1: 
	idea 2: 
	materials 1: 
	materials 2: 
	need 1: 
	need 2: 
	done 1: 
	done 2: 
	Text7: 
	Text8: 
	Text9: 
	Year: 
	time: 
	0_4: 
	Text10: 
	Text11: 
	Text12: 


