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	Scene 1
	Gloria is asking each of her colleagues, Steve, Tasha, Julia and Kabir about their best practices in leading teams.

· What do you wish someone would have told you when you started leading your first project? 
· How do you prepare your agenda for a meeting with a client?
· How do you build trust and relationships with your team?
· How do you know what to look for in the Flex Forecast dashboard?
· 
	Gloria (Latin American female) walks into a conference room with 4 other team members sitting around the table	Comment by Amekia Spencer (US): should we include if she is a Senior Associate? There are different engagement responsibilities at each level so we may need to identify her as a Senior Associate

She says “Wow! I was just staffed to my first project where I will be leading some of the workstreams. I am so nervous! Can I ask you all some questions about how you handled these things on your engagements? 



	Scene 2
	
	Steve: (Caucasian) Sure – we’ve all been there. What would you like to know first?

Gloria: Thanks Steve.  My first question is, what do you wish someone would have told you when you started leading your first project? 

Steve: Well, you’re starting out with the hardest question. 3-4 years ago, I was asked to Act as the engagement/project lead on a tax compliance project that included our India AC teams. I was responsible for managing the work tasks between our Boston office and our AC team.

I was prepared from a tax perspective, but not so much from a project management perspective; For example, I didn't know how to manage the high volume of emails coming back and forth. I was worried something would fall through the cracks. What I needed to know was where to find and how to use the tools available to keep track of communications and due dates. This project ran from June to September on a compressed schedule and it was hard to know how to keep track of what everyone on the project was doing. 

I wish someone would have helped me understand the big picture and how the project should go. I spent a lot of time trying to figure out what the team members needed from me and what I needed from them.  One important document I wish I’d known to create and use early in my project was a tracking document that would have allowed our team to work more efficiently to communicate project status and ask questions.

This is just one of many things I wish I'd known about and it would have made my early days of the project go smoother but remember – you don’t have to go it alone – you have a lot of people on the team to help you.

Gloria: So glad you told me about the tracker. That is a great tool to use to get me started. It sounds like it was really helpful to your team in staying aware of what was going on in the project. I’m glad that we have trackers we can use to help manage our projects. Thanks for sharing your insights, Steve. 

	Scene 3
	
	Gloria: Tasha (African American), how do you prepare for a meeting with a client?

Tasha: [PLEASE CHANGE HER VOICE TO US FEMALE JORDAN T]  
You already said it. Be prepared! The first thing I do is make sure that I catch up on all the emails and texts from the previous week, just to make sure I have all the details. Then, I try to think through the potential questions from my client’s perspective. I will write out what I think are the most pressing issues to address, and what can we just put in the notes? 

Next, I will craft an agenda for the meeting. You should always come to a client meeting with a prepared agenda or speaking points.  Coming to the meeting with an agenda demonstrates professionalism, effective use of time, and promotes productive discussions. It benefits both you and your client by providing a clear roadmap for the meeting’s objectives and outcomes. 

Lastly, make certain you follow up with a recap of the conversation with the client within 24 hours through email and highlight any action items or next steps. 

Remember – you don’t have to go alone – you have a lot of people on the team to help you!

Gloria: You are so right! I have been in meetings where people are not prepared – I do not want that to be me!  

	Scene 4
	
	Gloria: Kabir (South East Asian), [PLEASE MAKE HIM INDIAN] you are so good at making friends! But, how do you build trusted relationships with your team?


Kabir: I think it is important that you start building relationships on Day 1 with your team. Start by being vulnerable and showing empathy, but also set clear expectations with your team and hold the team accountable for completing their piece of the project. In other words, lead by example. You should demonstrate the behaviors and values you expect from your team. When your team sees you consistently acting with integrity, they are more likely to trust you.

You need to show your team that they can come to you with questions, and that you will mentor them along the way. You should create a culture in the team where you are checking on each other – and lending a hand when needed. And, tell them your stories too – especially the ones where you screwed something up. Get to know your team on a personal level. Show genuine interest in their lives and well-being. A strong personal connection can enhance professional trust.

I think if you are just transparent and show you care – you will have a team that will work hard for you. 

Gloria: That is such great advice! I wish you were on this project with me!.

	Scene 5
	
	Gloria: Julia (Asian), I am new to the monitoring piece of the engagement. How do you know what to look for in the FlexForecast dashboard?


Julia:
As a leader, you play a significant role in helping your team manage their time efficiently.

You should be regularly reviewing the hours submitted via FlexForecast,  When you look at the dashboards, you should make sure your team is at the right staffing levels and that everyone is effectively managing their time [PLEASE PLACE A PERIOD HERE]

 Avoid micromanaging but you should also ensure your team has the right tools and resources to complete their assignments.You need to look at how the team has managed the project historically, and if we are meeting our targets for engagement margin and leverage. 

You also need to be using that data to bring solutions to your leaders in real-time. For example, you can use the dashboard to show the data for why you may need more resources or if you need to move around the work among team members. 
 
Gloria: FlexForecast is really important for managing the engagement. I will look into some of the learning available on Vantage to get more familiar with FlexForecast but would it be okay to set up some time with you to learn more, Julia!


	Scene 6
	
	Julia: Certainly. I am happy to help. As everyone else has already stated, you are not alone in this.

Gloria: Amazing! I am so glad I talked to all of you today. Thank you so much for your advice! I can’t wait to get started.  



