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Answer the questions:

(Insert Name)
(Institutional Affiliation)
(Course Title)
(Instructor’ Name)
(Insert Date)



Answer the questions:

Describe a time where you have to work on a team.
During one of my third years in college, I, together with four of my peers, was a part of a maintenance team responsible for updating the school's overall library system as a learning project. Our roles and duties included the following:
· One, combining and relying on each team member’s expertise and strengths to make an overhaul system change and update to the library system.
· Two, ensure that the library system is updated, with every book and reading materials catalogued within three weeks, with the help of the library custodian. 
· Three, make necessary assessment of the library system, through delegating various roles and tasks according to the expertise of each team member. 
· Four, ensure a final implementation and update of any library system bugs that were detected during the assessment, to ensure project success. 
Despite having various challenges such as communication, the overall success of the project was realized. We successfully installed the latest library software in our school that is still used today through our team effort.
Describe a time where you investigate a problem.
During one of our major class projects, one of my peers was in charge of ensuring that all the necessary information was made available to the rest of the students to complete the task at hand. However, two students could not easily access their projects since they never got access to the needed information. I followed up with the student in charge, who clearly stated that he had performed his duties as expected and that everything was okay. On further investigation and consultation, it was evident that the student had accidentally uploaded the wrong information to the students, making it hard for them to access it. However, I helped in fixing this problem and enabled the students to complete their tasks in time. The following steps were taken in solving the issue.
Step One: Identifying the problem.
· Ensure that all team members are available, and the problem at hand is identified, stated and described. 
Step Two: Conduct a problem background and investigate the problem.
· Once the problem has been identified, stated and described, I would identify the name and role of the team member who requires the problem analysis. It would help me get all the necessary information and data, through reviews or conducting a small interview to understand the cope and depth of the investigation.  
· Conduct an in-depth analysis of the problem to understand its urgency and damage to the project success. 
Step Three: Assess the problem and look for its root causes.
· Conduct and analysis to the problem and understand the root causes of it. It will allow me to gather all the needed information and understand whether a solution will be achieved to avoid further issues within the project assignment, either on a long-term or short-term basis.  
Step Four: Develop alternate solutions.
· Come up with the necessary alternate solutions, both short-term and long-term. 
· Consult with the team members for assessment and decision to find the best solution for the problem at hand. I could implement the one-third plus one rule to create a consensus that will allow the best alternate solutions to be chosen among the team members.  
· Understand and decide on the level of resources that would be used in implementing the best alternate solution. 
Step Five: Implement the solution. 
· Valuate and implement the best solution for the problem. 
· Create an implementation plan that will allow crisis management when the solution fails. 
· Evaluate with the team members through team meetings and ensure everyone understands the solution and their role in making the solution work, through implementing a strategic timeline and an evaluation system for the solution’s progress. . 
Step Six: measure the solution performance and results.
· Evaluate and track the necessary solution as mentioned in Step five, to see if its implementation was good and effective. 
If you were asked to perform an assignment on a new topic, please describe how you would educate yourself on the subject matter and what tools you would use?
I enjoy learning new things and challenging myself. In this particular case, 
· First, research on the new topic assigned to me with all the resource materials made available to me. 
· Second, consult with all the necessary teachers, peers and scholars to have a clear understanding of the topic.
· Third, access all the necessary materials provided through online journals, books, secondary research and other materials that are associated with the topic. 
· Some of the tools that would facilitate my learning process would be using my personal computer, the school library, and other resources such as my lecturers and peers who know about that particular topic and assignment.
If you were assigned to a complicated assignment involving several team members with many independent tasks, describe the method you would use to plan
The most effective planning method that would be effective in such a situation would involve strategic planning. It would entail that all the team members, regardless of their diversity, tasks, and numbers, are all working towards completing and realizing the project task ahead. It would also allow every team member to align their tasks and goals with the project's main objective. It will allow each person to focus and pool all the necessary skillsets and resources in realizing the project and task at hand, as shown below;
Step One: Develop the goals of the assignment.
· Ensure that all team members are available and obtain first-hand information on what is needed and expected of them and the assignment. It will allow the alignment of all the gaols and objectives of all individual team members to become consolidated and one. 
Step Two: Conduct an operation analysis.
· Evaluate each team member’s abilities and duties associated with the tasks. Carry out the necessary SWOT analysis of team members and their roles in achieving the goals and objectives of the assignment. 
· Involve all necessary teachers and scholars who would be considered important in developing and achieving the goals and objectives of the assignment. 
Step Three: Develop and select the necessary strategic option.
· Once the goals and objectives of the assignment have been identified, the identification of the needed initiatives for the assignment need to be established. 
· Get all the necessary input form team members and teachers as well, and apply the needed strategic option that will allow the prioritization tools needed within the assignment. 
Step Four: Establish the needed strategic objectives.
· Team members will have an understanding of the overall assignment project. 
· Implementing the strategies option will ensure that the needed strategic objectives of the assignment project will be understood. 
· Strategic objectives such as finishing the project within its timeline, understanding the roles of each team member in the assignment among others will allow the S.M.A.R.T. implementation of these objectives to be achieved. 
Step Five: Strategic execution of assignment plan. 
· Ensure the implementation of the strategic plan is achieved, through proper communication channels, involving all relevant students and teachers in the assignment project through distribution of tasks. 
· Ensure follow-up of all related assignment project tasks is made to all team members for project execution. 
Step Six: Resource Allocation and monitoring team member performance
· Evaluate he team member’s progress and input through proper monitoring and performance management. Ensure that all team members’ tasks and objectives are met within the time limit. 
· Enable the resource allocation of team members’ tasks ad objectives to allow the proper usage of resources, such as visual aid tools, access to library, and meeting times among others. 
Step Seven: Assignment project execution review.
· After completion of assignment project, carry out an in-depth review of the strategic process. It will allow the understanding of the pros and cons associated with task execution, team management and other challenges associated with the project. 
· Implement all necessary recommendations for further use to ensure completion of project assignment within its timeline. 
Describe your level of flexibility concerning work, especially concerning work travel, working in diverse teams, and irregular working hours.
Given any opportunity to develop and nature my skillset and improve on my learning ability is the main goal I would like to achieve. Therefore, given a chance, I would consider myself flexible to these opportunities that would allow me to develop my skill set. Working with diverse teams and engaging in work travel will allow me to enhance and build my team management skills and other complementary skills such as crisis management and communication. It will also offer me the opportunity to learn from other people within the field of study and thus enhance my overall skill set. As for the irregular working hours, I believe that with proper management, then all tasks can still be achieved regardless of the time. Therefore, I do not think that such factors would be considered a hindrance for me during my learning process.

