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ACCOUNTABILTY

IN A WORLD OF DISTRACTION




TODAY WE WILL COVER ...

Why are we here?
Managing distraction

Accountability to and from clients
» Clear expectations from the start
* Project mngt tools a must
 How to be honest with your promises
» Trust bank should stay full

Accountability to and from colleagues
« KPIs
» Tools and techniques
« Measuring success




A-TRAIN MARKETING

Full-service branding and advertising firm

Offer a full suite of services to cover
entire branding, marketing & advertising
continuum

Manage A LOT of moving parts every
day

Work under strict deadlines with
consistently changing circumstances

Must be accountable to clients;
colleagues, vendors and partners



WHY ACCOUNTABILITY MATTERS?

fou've GoT
A PROBLEM

WITH AVOIDING

PER SonAL
AcCounTaBILITy

Accountability matters because if you don'’t
have it, no one can be held responsible. If no
one is held responsible, nothing gets done.

Creating accountability is about designing a
culture (both personal and professional) where
people value the importance of showing up
doing what needs to be done and taking
responsibility.

The ability to self-manage is also an important
characteristic of what it means to be
accountable.
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MANAGING DISTRACTION

Attention management

35,000

 Average number of decisions made in a day

6,000,000,000

 Average number of text messages send in a day in the US

60%

« Of people lie at least once during a 10-minute conversation
and tell an average of two to three lies.



MANAGING DISTRACTION

Attention management

How to stay focused?

« Avoid multi-tasking

4  Use a calendar and task list (paper is not preferred,
O but OK for you and you only)

* Visualize getting your work done
* Figure out your peak hours, then your team’s
 Make rules for you and your team

 Time yourself when working on a focused project

e Check out Maura Thomas:
https://maurathomas.com/



https://maurathomas.com/

CLIENT ACCOUNTABILITY

How to stay in control?

Client/partner accountability is a
multi-way street ...

Set clear expectations
Use a Statement of Work (SOW)
Have a contract in place

\/ « Know who is accountable for what
« Keep aschedule and do weekly or bi-weekly check-ins

* Regular progress reports
 Remind the client of their deadlines as well as yours



CLIENT ACCOUNTABILITY

How to stay in control?

What is something goes wrong?

 Don’t wait until it’s too late

/ \ Take responsibility
Remember do keep the trust bank full (keep an eye on
\/ deposits and withdrawals)

« Ask,why do you think a satisfactory result would be?

Do a “post-mortem”



TEAM ACCOUNTABILITY

Keeping teams on task

Accountability & Leadership

Establish KPIs

Be as clear as possible with expectations
Require use of project tracking tools
Schedule regular check-ins

Debrief at the end of meetings to confirm
assignments



TEAM ACCOUNTABILITY

Key Performance Indicators

KPIs — how to establish?

« What is the desired outcome?

How are you going to measure progress?

How can you influence the outcome?

Who is responsible?

How will you know you’ve achieved your outcome?

How often will you review progress?



CELEBRATE WINS

Show why accountability equals success

Teams & clients deserve recognition

« Share successes

 Recognize contribution(s)

« Highlight key players

« Send a gift when appropriate

* Bring people together



PROJECT MANAGEMENT TOOLS

A critical resource for accountability

If you are not using Project Management
tools or software, you are losing money

Planning
« Calendars
« Software (cloud based)
s Hloppiagoroonoy
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Scheduling




PROJECT MANAGEMENT TOOLS

Find the one that works for you

Trello

Planning

Monday

Podio

Asana

Scheduling

Basecamp

Industry-specific
And the super robust such as SalesForce

There are many that are FREE



https://trello.com/
https://monday.com/
https://podio.com/
https://asana.com/
https://basecamp.com/

TEAM MANAGEMENT TOOLS

Find the one that works for you

Microsoft Teams

Slack

podio
Asana

Planning

Basecamp

Scheduling

Industry-specific
And the super robust such as SalesForce

There are many that are FREE and most use apps and PC
via the cloud

Stickk (for personal accountability)
BusyKid and ChoreCheck (kids and families)



https://teams.microsoft.com/downloads
https://slack.com/
https://podio.com/
https://asana.com/
https://basecamp.com/
https://stickk.com/
https://busykid.com/
https://chorecheck.com/

CALENDAR MANAGEMENT

Find the one that works for you

* Google Calendar for a free option

e Any.do for staying organized
 Microsoft Outlook Calendar for businesses

* Apple Calendar for a free option for Apple users

* Fantastical 2 for a paid option for Mac users

e 24me for managing multiple calendars
* TimeTree for collaborating

 https://calendly.com/ for scheduling

e Cozi for families
My Study Life for students and educators

Source: Zapier editorial


https://zapier.com/blog/best-calendar-apps/#googlecalendar
https://zapier.com/blog/best-calendar-apps/#anydo
https://zapier.com/blog/best-calendar-apps/#outlook
https://zapier.com/blog/best-calendar-apps/#apple-calendar
https://zapier.com/blog/best-calendar-apps/#fantastical2
https://zapier.com/blog/best-calendar-apps/#24me
https://zapier.com/blog/best-calendar-apps/#timetree
https://calendly.com/
https://zapier.com/blog/best-calendar-apps/#cozi
https://zapier.com/blog/best-calendar-apps/#mystudylife

You are in control

Manage attention

<KL

Clear expectations

C<<KL

KPIs

DID YOU KNOW?

Loss of trust is one of the most common reasons that
clients and employees exit a company relationship.

Project management tools
Calendar Management

Keep an eye on your Trust Bank

Take a quiz:
https://www.partnersinleadership.com/insights-
publications/quizzes/



https://www.partnersinleadership.com/insights-publications/quizzes/

SUCCESS!

Questions?

Gretchen Gaede

gretchen@atrainmarketing.com

atrainmarketing.com
970.419.3218

a-train’—

marketing communications.int.


mailto:ryan@atrainmarketing.com

Gretchen Gaede

Gretchen Gaede, President
A-Train Marketing Communications, Inc.

Gretchen Gaede co-founded A-Train Marketing Communications, Inc. in 1998 with a mission of
helping drive the greater good through creative and strategic marketing, advertising and public
relations solutions that are designed to gain aggressive results for clients worldwide.

Beyond winning dozens of national awards for creative marketing and advertising campaigns, she
was recently added to the list of the Top 100 female entrepreneurs in Colorado by the Colorado
Business Journal and listed as one of the 2019 Enterprising Women of the Year by Enterprising
Women magazine. In May of 2010, Gaede was honored to accept the Governor’s Award for
Outstanding Colorado Business at the annual statewide Service & Leadership Awards given on the
State Capital steps in Denver, CO.

From the start of her journey as an entrepreneur, she has made a commitment to giving back and
has provided hundreds of volunteer hours to non-profits and initiatives supporting women and social
justice including WomenGive, Boys & Girls Clubs, Food Bank of Larimer County, Project Self-
Sufficiency, Suicide Prevention Initiative, and Crossroads Safehouse.

She currently holds executive board and planning positions for several organizations including the
National Audubon Society, TAB Alternative Board, and the Women'’s Presidents Organization (WPO).



