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[bookmark: _Toc131908375][bookmark: _Toc492461204]Module – ‘Roles and Behaviours of a Leader’ Assignment

In order to provide you with an opportunity to try out the key concepts and techniques that have been discussed today, you will be completing a number of specially designed exercises before returning for the next session.

1. Operating in your Circle of Influence
Work to increase the time that you spend focusing on activities within your Circle of Influence, and significantly reduce the time spent in the Circle of Concern.  Complete the following chart and be ready to share outcomes at our next session.

	State the activity or focus and the circle it belonged in
	Action you took as the leader                 and why
	Actual impact this had on you and those who work for you

	Activity: Performed routine inspections 
Circle: Circle of Influence
	Took part in physical assessment of the system- engaging in inspection activity facilitate a leader to gain first-hand information about the current status-quo regarding the workability and reliability of the system
	1. Boost confidence 
2. Increase system reliability 
3. Instil a culture of quality-focus 

	Activity: Budgeting Planning 
Circle: Influence
	Being the end of the month, the departmental unit leaders are tasked to formulate the next month’s monetary, human resource, and equipment requirement plans.
Undertaking regular budgetary planning in a consultative forum merits because it facilitates a manager to embrace a proactive-approach in planning and coordinating the activities. 
	1. Enhanced proactive leadership
2. Boost service-delivery because of acquisition of necessary materials at the right time

	Activity: Stock-taking and Control
Circle: Influence
	1. Assigned various teams to undertake monthly stock-taking activities 
2. Setting the schedule of the stocktaking activity
3. Establish the criteria to allocate the team and approach to be undertaken
	1. Enhanced accountability in the long-term 
2. Teams were supposed to interchange during the activity to avoid boredom and potential inefficiency

	Activity: Recruitment 
Circle: Influence
	1. Participated in the hiring process of a Spectrum- Maintenance Officer
2. Designed the interview question
3. Undertook background analysis of the candidates
4. Tasked to orient the new worker
	1. Hiring appropriate worker is  a strategic activity that facilitate an organization to save on recruitment-cost
2. Effective workers are reliable and committed to organization goals

	Activity: Team-building 
Circle: concern
	5. Weekly golf tournament with the colleagues- the institution has a Memorandum of Understanding (MoU) with a neighbourhood golf facility to train and engage the worker every Fridays as part of the Corporate Social Responsibility 
6. Other team-building activities including athletics and gymnasium
	3. Boost team spirit among the workers
4. Enhance health wellbeing of the workers
5. Part of CSR programs to collaborate with the neighbourhood institutions
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[bookmark: _Toc492464571]Module – ‘Motivating Your Team’ Assignment
Complete the following activities and bring the outcomes with you to Module – ‘Interpersonal Skills’ ready to discuss them. 
1. Complete the questionnaire below to discover what motivates each individual within your team, and highlight each individual’s top 3.
	Reward
	A
	B
	C
	D
	E
	F
	G
	H

	Person’s name or initials
	

	Fringe benefits (perks)
	●
	●
	●
	
	
	●
	●
	●

	Getting as much free time as possible
	
	
	
	
	
	
	
	

	Satisfaction from producing high quality work
	●
	●
	●
	●
	●
	●
	●
	●

	Developing new skills
	●
	●
	●
	
	●
	●
	●
	

	Undemanding, routine work
	
	
	
	
	
	
	
	

	Challenge of changing, variable work
	
	
	●
	
	
	●
	
	

	Contributing to a worthwhile enterprise
	●
	●
	●
	●
	●
	●
	●
	●

	The prospect of promotion
	●
	
	
	●
	●
	
	●
	

	Gaining personal status or power
	
	
	
	●
	●
	
	
	

	Agreeable working conditions
	
	
	
	
	
	
	
	

	Being told exactly what to do
	
	●
	
	
	
	●
	●
	●

	Freedom to decide how work is done
	●
	
	●
	●
	●
	
	
	

	Feeling of being needed
	
	
	
	●
	●
	
	
	

	Good wages or salary
	●
	●
	●
	●
	●
	●
	●
	●

	Social relationships with work mates
	●
	●
	●
	●
	●
	●
	●
	●

	Being respected within the company
	●
	●
	●
	●
	●
	●
	●
	●

	Being respected outside the company
	
	
	
	●
	●
	
	
	

	Others (specify)
Effective communication skills
	
	
	●
	●
	●
	
	
	●
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2. Now that you know your team’s Top 3 Motivational factors, provide examples on how you will use this information to motivate individuals and teams in different situations. 

	
It is apparent that the current calibre of employees exhibit similarities and differences in their choice of motivational factors. Therefore, grouping employees according to their preferences of motivational factor will be an effective approach to use in the short-run.
First, it is evident that workers ‘D’ and ‘E’ strive for promotion, which implies providing them with freedom to work on their own, providing them with challenging tasks a suitable approach to continuously motivate them
Second, workers ‘A’ ‘B’ and ‘C’ have an apparent similarity because of their desire to develop new skills and contribute to a worthwhile enterprise. Therefore, the three workers will benefit when they are afforded training about intrapreneurship skills because of their desire to learn new skills and contribute toward organization growth
Third, good salaries and desire to produce quality work have featured as unanimous motivational factors across the entire workforce. Therefore, it is incumbent upon the management to commits toward sustainable salary increment and adoption of financial incentives including bonus-schemes as well as part-time payment to guarantee continuous quality-improvement.







3. Implement at least two motivating tactics and record your successes below:

Example 1

	Motivating Tactic: Describe what you actually did

Providing regular training on contemporary new skills that include short-courses on entrepreneurship, intrapreneurship, and ICT will have significant impact in the short-run and in the long-term perspectives. 
Therefore, the company should delegate significant amount of resources to implement both on-the-job and off-the-job training capabilities. 



	Impact – how did the individual/team respond?
The questionnaire above reveals that 6 out of 8 employees prioritize gaining new skills as a reliable motivational factor. Further, the entire workforces revealed its commitment toward producing high quality work on a continuous basis and contributing a worthwhile enterprise to the organization. Moreover, there exists a commitment among the workers to embrace respects across the cadre, which reveal establishing courses to harness the existing and new skills, abilities and knowledge (SKA) will generate return on investment. 






	Explain the importance to you as a leader in applying these motivating tactics 
A leader inspires confidence and changes the mentality among the subjects. Therefore, demonstrating the commitment to acquire new skills by participating in new training modules will help the workers to develop interest. 





	In contrast, explain how a leader’s disregard of the importance of motivation could undermine the gaining of team or individual commitment to objectives
Leaders serve as a role-model for the subordinate staffs. Every decision and actions of a leader have substantial ripple effects in an organization. An ineffective leader who disregards the importance of nurturing and maintaining current motivational factors struggles to gain necessary outcomes. Therefore, a leader should take into consideration the spill-over effects of his or her decision and desists from disregarding the importance of motivation elements that their workers exhibits. 






Example 2

	Motivating Tactic: Describe what you actually did
Providing competitive financial packages to the workforces has been a tactics that employers undertake to hedge against poaching of the talent by the rivals. The questionnaire above depicts the entire workforce consider good salaries as a motivational factor. Equally, six out of eight workers prioritize fringe benefits as reliable motivation, which indicate the importance of providing competitive monetary packages to retain the current workforces. 






	Impact – how did the individual/team respond?
Salary increments enhance employees’ motivation and commitment toward in the current working environment. Therefore, short-term effects may be minimal from a production output perspective but after employees compare their current pay-grades with the colleagues in similar industry and it dawns they have a competitive payment, they are likely to settle down. 






	Explain the importance to you as a leader in applying these motivating tactics 
Financial motivation tactics have featured prominently in Human-Resource management journals and theoretical framework, which demonstrates the importance of committing to sustainable salary increment. Besides, utilize a Collective Bargaining Agreement (CBA) model is a strategic human resource management tool that has been appraised to cushion an organization against detrimental industrial relation-issues that include go-slows, picketing, and strikes.






	In contrast, explain how a leader’s disregard of the importance of motivation could undermine the gaining of team or individual commitment to objectives
The spill-over effects of a management decision-making process require commitments toward positive outcomes when employees emulate the actions and behaviour of their superior. An ineffective manager is perceived as arrogant and disregards the welfare of his or her workforce, which result in decline in organization performance because the latter lacks incentive to increase their performance. Besides, the intense competition for talented employees elicits pressure for the management teams to become considerate of the welfare of their workers in exchange for improved performance. 







4. Provide at least one piece of positive feedback and one piece of improvement feedback and complete the following chart.

	Situation
	How did you give the feedback?
	What was the impact?
	Reflection: What would you do differently next time?

	Lack of self-motivation 
	I encouraged the worker to engage in physical exercises to boost the flow of oxygen in the body and enable him to rejuvenate 
	The worker became active and inventive after taking simple aerobic exercises 
	Encouraging an employee to strike a high-power pose has psychological and physiological effects toward rejuvenating an employee. According to Wang, a high-power pose increases the flow of testosterone hormone and reduces the cortisol levels, which lead to stress in a human body (2014, p.1). 

	Low self-esteem 
	Demonstrated trust in the employee’s capabilities to deliver the assignment that drained energy 
	Demonstrating empathy toward other has been proved to work miracle because it instils a sense of belonging and eliminate loneliness
	Participating in team-building activities enhances performance and boosts the morale of employees when they resume to their workstations (Webb, 2018, p.1). 

	Lack of creativity 
	I praised the worker for the previous accomplishments to assure the value and appreciation from the organizations 
	Giving credit instilled a sense of appreciation and boost creativity
	Equally, bestowing an employee a sense of urgency and appreciation is a sustainable tactic to boost inventiveness from the workers 

	Consistent tardiness in delivery of results
	Reminded them about the negative repercussions of procrastination toward the individual performance and negative spill-over effects associated with tardiness
	Demonstrating authority over the worker using punishment is a psychological approach that facilitate change in behaviour
	However, long-term solutions are preferred to quick-fix approaches in an organization. Therefore, I intend to train workers and provide strategic posters about the effect of procrastination as well as techniques to avoid it, which include working smart, setting personal timetables, and self-commitment to deliver in-time.  
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5. Reflect upon feedback that you have received either from your manager, peers or individuals in your team and complete the following chart.

Example 1

	Describe the Feedback Received on your Leadership Behavior
I have received numerous words of encouragement to maintain my proactive leadership behavior because I inspire other to follow suit. For example, during the annual performance appraisal, majority of the subordinate described my proactive habit as a positive aspect that they wish to emulate 






	What actions have you taken as a result of this feedback? 
Be specific in linking your answer to a particular Leadership Model 
I have committed to remain proactive by taking initiatives that provide ample time to address a concern before it develops into a disaster. Besides, I have subscribed to online leadership journals to learn new tactics and approaches in the contemporary corporate sector





	What difference has this made for you as a leader and how has it impacted your organization’s working practices and culture? 
I have observed a change in behavior among the colleagues when we engage in an activity because of the positive ripple effects that I exude as a leader. Therefore, creativity and proactive habits have become a prominent organization culture dimensions that result in consistence performance 












Example 2

	Describe the Feedback Received on your Leadership Behavior  

Being a transformative leader has received numerous accolades from the colleagues and subordinates who attest that I reform the current working environment. For example, I have encourage the technicians to embrace entrepreneurship skills and spirits to develop reliable solutions contrary to working in the conventional procedures





	What actions have you taken as a result of this feedback? 
Be specific in linking your answer to a particular Leadership Model 

I have committed to sustain transformative leadership style by encouraging consultations and teamwork contrary to competition. Therefore, tasks are delegated according to teams ability, skills, and knowledge with reward shared equally among the participants




	What difference has this made for you as a leader and how has it impacted your organization’s working practices and culture? 

Equally, I have instill a culture of teamwork and entrepreneurship, which demonstrate the positive effects of a transformative leadership style that nurture cooperation 








Example 3

	Describe the Feedback Received on your Leadership Behavior  

A standout behavior that has received recommendation is the ability to rejuvenate workers using reliable techniques. For instance, the use of psychological and physiological approaches to boost creativity, self-esteem, as well as motivation has positive outcomes on the departmental performance. 





	What actions have you taken as a result of this feedback? 
Be specific in linking your answer to a particular Leadership Model 

I have encouraged employees to subscribe to online journals to gain new competencies that are available in the outside environment. Further, I have taken initiative to benchmark from the successful managers within the company and peers in other industry. Benchmarking is a transformative tactic that facilitates an organization learns from the best-in the class models. 




	What difference has this made for you as a leader and how has it impacted your organization’s working practices and culture? 


Using benchmarking to bolster efficiency has been a critical accomplishment in the organization. For instance, the spectrum technicians have developed a preference to use Information Communication and Technology solutions to facilitate efficiency in the repair processes. 








6. 
Complete the communication styles questionnaire in your manual; follow the directions to score it.  Read through the different communication styles.  We will be working through some exercises relating to this model during Module – ‘Interpersonal Skills’, so bring your completed questionnaire and scores with you. 

[image: Shapetalk]



Attached is a questionnaire that will help you in identifying your personality type and communication style.  If filled in honestly it will help you to understand why you behave in a certain way, with certain preferences, and it will allow you to understand that people are different and will consequently have different preferences.  If you can learn to spot the differences and change your approach to suit another person’s preferences, then you are more likely to be able to influence them as project team members.  

The results of this questionnaire will help you with ways of influencing those who have different preferences to you.  There is no correct way to answer this questionnaire – all the preferences are equally important.





Instructions

Complete the following two pages by selecting one word on each line that most describe you.  You must select only one word.

Select one of these words and mark it with a tick.  For Example:
1 ___ Adventurous	 Adaptable 		___ Animated		___ Analytical

Make sure that you understand all of the words.  Complete Page A and Page B then bring the questionnaire to the training session where the facilitator will help you to identify if you are a squiggle, a triangle, a box or a circle.

Please complete the questionnaire honestly – there is no right answer only your preference.  Don’t take too much time over each question, scan the words and go for the answer that you think describes you most.


Page A
1 ___ Adventurous	___ Adaptable 	___ Animated		___ Analytical

2 ___ Persistent	___ Playful		___ Persuasive 	___ Peaceful
	
3 ___ Submissive	___ Self-sacrificing	___ Sociable		___ Strong-willed

4 ___ Considerate	___ Controlled		___ Competitive	___ Convincing
		
5 ___ Refreshing	___ Respectful		___ Reserved		___ Resourceful

6 ___ Satisfied		___ Sensitive		___ Self-reliant	 ___ Spirited

7 ___ Planner		___ Patient		___ Positive		___ Promoter

8 ___ Sure		___ Spontaneous	___ Scheduled		___ Shy

9 ___ Orderly		___ Obliging		___ Outspoken	___ Optimistic

10 ___ Friendly	___ Faithful		___ Funny		___ Forceful

11___ Daring		___ Delightful		___ Diplomatic	___ Detailed

12___Cheerful	 	___Consistent		___ Cultured		___ Confident

13___ Idealistic	___ Independent	___ Inoffensive	___ Inspiring

14___ Affectionate 	___ Decisive		___ Dry humour	___ Deep

15___ Mediator	___ Musical		___ Mover		___ Mixes Easily

16___ Thoughtful	___ Determined	___ Talker		___ Tolerant

17___ Listener		___ Loyal		___ Leader		___ Lively

18___ Contented	___ Chief		___ Chart maker	___ Cute

19___ Perfectionist	___ Pleasant		___ Productive	___ Popular
	
20___ Bouncy		___ Bold		___ Behaved		___ Balanced




Page B
21 ___ Blank		___ Bashful		___ Brassy		___ Bossy

22 ___ Undisciplined	___ Unsympathetic	___ Unenthusiastic	___ Unforgiving

23 ___ Restrained	___ Resentful		___ Inflexible		___ Repetitious

24 ___ Fussy		___ Fearful		___ Forgetful		___ Frank

25 ___ Impatient	___ Insecure		___ Indecisive		___ Interruptive

26 ___ Unpopular	___ Uninvolved	___ Unpredictable	___ Unaffectionate

27 ___ headstrong	___ Haphazard	___ Hard to please	___ Hesitant

28 ___ Plain		___ Pessimistic	___ Proud		___ Accommodating

29 ___ Angered easily	___ Aimless		___ Argumentative	___ Alienated

30___ Naive		___ Negative attitude	___ No doubt		___ Laidback

31___Worrier		___ withdrawn	___ Workaholic	___ Wants credit
 
32___Too sensitive	___ Thoughtless	___ timid		___ Talkative

33___ Doubtful	___ Disorganised	___ Domineering	___ Depressed
	
34___ Inconsistent 	___ Introvert		___ Intolerant		___ Indifferent

35___ Messy		___ Moody		___ Mumbles		___ Manipulative

36___ Slow		___ Stubborn		___ Show-off		___ Sceptical

37___ Loner		___ Lord over others	___ Lazy		___ Loud

38___ Sluggish 	___ suspicious		___ Short-tempered	___ Scatter-brained

39___ Revengeful	___ Restless		___ Reluctant		___ Rash

40___ Compromising ___ Critical		___ Crafty		___ Changeable



Scoring
Page A
	Page B Total
	
	
	

	
	______
	______
	______
	______

	Combined Totals
	
	
	

	
	______
	______
	______
	______
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[bookmark: _Toc390070456]Module –‘Interpersonal Skills’ Assignment
Complete the following activities between now and when you return for the next session bringing your outcomes with you. 

1. Try to approach others in their style and complete the chart below:

	What is the individual’s Shape
Find opportunities to communicate with all 4 Shapes
	Situation
What was the situation and how did you approach it?
	Outcome
What was the result of your efforts?
	Reflection
How would you improve your approach next time

	Box
	
Had to encourage a worker complete his task with the scheduled timeframe
	
The work was delivered on-time and meet the quality standards expected
	
Using innovative models to encourage creativity 

	Squiggle
	
Failed to convince a worker improve on her tardiness behaviour
	
The employment contract was terminated because of continued delays and low-quality work that the worker delivered
	
I will develop strategic posters in workstation that encourages employees to work smart and avoid procrastination

	Circle
	
Had to convince colleague to embrace entrepreneurship skills in their decision making
	
Mixed outcomes with nearly half of the colleague opposing the initiative 
	
Using an out-of –the- box approaches to manage changes in an organization 

	Triangle
	
I used short-cut approach to encourage workers to deliver results
	
Numerous re-work and rejected designs that led to increase in operation costs
	
I have benchmarked about the use of Total Quality Management and use of Six-Sigma models to enhance the designs of the spectrum. The new approach focus on continuous quality improvement to save costs that emanate from re-works scenarios




2. Between now and when we meet next there are likely to be situations that create conflict or stress for you. Using the techniques and approaches discussed during the classroom session – aim to remain in the Adult Ego state during these situations. Record below how this worked; ready to report back at the start of our next classroom session.

	Describe the initial situation

In the quest to enhance efficiency in the design process, I was tasked to communicate to cross-functional management team, which comprised of the five representatives from the department units. However, I faced significant challenge delivering the speech because of cross-cultural aspects present in the group. The engineering department, finance, procurement, and human resource department have different orientations, which manifested during the group formation. Profoundly, the engineering representative adopted a controlling-style to dominate the discussion resulting in resentment from the finance officer who reminded the rest of the group that his department will have the final authority regarding to the allocation of monetary resources. Consequently, the procurement officer interjected arguing that the new plan will impede the current logistical systems. The entire confrontations were stressful because of the unwillingness by the members to embrace a complementary transaction, which accord the organization sustainable competitiveness when the new spectrum design exhibit superior feature in the market. 


	What impact did this have on the other party – part of first question above 

Overall, a crossed-transactional approach has detrimental effects on the other party because it results in resentment and rebellion. For example, the angry interjection by the finance representative manifests rebellion because of the domineering attitude held by the Engineering representative. The entire deliberation demonstrated a Controlling Adult – Adaptive Child calibre of interaction, which is characterized by domination by the former party (Bernie, 2016)

	Wwhat should you have done differently to prevent the situation in the first place? 

A complementary transaction is an ideal strategy because it accords each member an equal opportunity to express his or her opinions. Besides, a complementary transaction sustains an Adult-Adult status that is characterised by individuals with relatively similar level of understanding, comprehension, and capacity. 
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[bookmark: _Toc395433838]Module – ‘Delegation’ Assignment
1. Using the techniques provided, practice delegating tasks identified during the training today.  Have at least three examples to discuss, and ensure that these include delegating to someone who either has an ability or motivation issue.  Bring your results with you to the last day of the training, when we will be discussing managing performance

Example 1 

	What you Delegated
The monthly stock-taking activity 


	To Whom:  Describe whether they have high or low ability and motivation

Delegation process is a strategic management activity that yields positive outcomes where effective planning occurs. Notably, evaluating the technical ability and motivation of an employee is a key consideration before assigning the task (DeMers, 2014, p.1). Therefore, technician had high technical ability because of the academic background having studied a degree in Operation Management. Besides, the technician had participated in the previous stocktaking activity that accorded him adequate experiences and knowledge to oversee similar activity. The willingness to accept the delegated duty without resentment indicated his motivation to supervise other making him an ideal candidate. 


	Outcome:  Evaluate the effectiveness of your choice and methodology

An elaborate measure to evaluate the success of a delegation process relates to DeMers’ seven steps to delegating employees’ task. DeMers consider the first step is to evaluate the need for delegation by breaking a particular work into several units and establish specific objectives (2014, p.1). Further, successful delegation requires involves ascertaining the strengths of the employee before assigning them new roles. 
Therefore, using the three critical guidelines, it is apparent the choice of the candidate and methodology matches the best practices inherent in effective delegation. For example, the candidate had adequate technical capabilities and knowledge to supervise the stocktaking activity. 

	Reflection:  What impact did this have on you as a leader & what would you do differently next time? 

The success in delegating the stocktaking activity, which reported minimal discrepancy in the material issued and the actual quantity have inspired me to delegate regularly to the right candidate. In particular, paying significant attention toward the skills of a candidate has been a vital lesson learned. Therefore, the next delegation I will seek to capitalize on the strength of the candidate to assign more responsibilities 




Example 2 

	What you Delegated
Supplier Negotiation 


	To Whom:  Describe whether they have high or low ability and motivation
 The ideal candidate had a diploma in Procurement and Supply Chain Management and four-years working experiences. Academic background of a prospective candidate for delegation is vital because it influences the ability to undertake the new responsibility. Equally, job experience is vital because it boost the candidate confidence before and after taking up the new responsibility

	Outcome:  Evaluate the effectiveness of your choice and methodology

The new suppliers delivered superior components at the right price and quality, which validated my choice of the candidate to negotiate with the suppliers. 
Specifically, I approached the delegation process as a strategy to enhance management skills in the department. Therefore, the candidate was tasked to research, strategies, and develop suitable negotiation skills to provide the department with the value for the money. I adopted a laid-back approach to present the candidate with full responsibility and control to the negotiation process. 

	Reflection:  What impact did this have on you as a leader & what would you do differently next time? 

The value for the money that the department received had two significant implications. First, the department would be able to save on cost because of the materials and components received match the quality criteria and are relatively less-costly than the previous delivery. Second, as a leader, I have equipped a subordinate worker with adequate management skills. Nurturing managerial skills is critical accomplishment of a leader because of the ability to safeguard the company against potential succession challenges. 



Example 3

	What you Delegated
ISO 9000:2008 Certification Process


	To Whom:  Describe whether they have high or low ability and motivation
A manufacturing firm thrives when it has received international accolade that demonstrate its commitment to quality management in the design and implementation processes. However, attaining an International Standard Certification of quality management is a cumbersome procedure that involves numerous external and internal assessments to evaluate the compliance to the international best practices. Therefore, an ideal candidate to undertake compliance to the ISO 9000:2008 need to have technical knowledge in Quality Management and highly motivated to work overtime to ensure every process matches the minimal performance criteria. 

	Outcome:  Evaluate the effectiveness of your choice and methodology
Unlike the previous delegation, I adopted a hand-on approach to oversee successful award of the certificate because of the significant benefits and risks involved in the entire certification process. Particularly, provided follow-up tasks to sustain the momentum from every team member. DeMers (2014, p.1) reveals that need to engage the candidate delegated with a particular task using regular follow up to inform the manager about the progress. Therefore, I required the candidate to submit weekly reports about the progress of the certification and create a rapport. 

	Reflection:  What impact did this have on you as a leader & what would you do differently next time? 

The process entailed several challenges and positive milestones that were integral to establish reliable learning curve. The challenges noted and strengths achieved will play a critical role in future as the company strive to achieve numerous certifications
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Leadership Journey Programme		TRA
Module – ‘Roles & Behaviours of a Leader’

2. Between Modules – ‘Delegation’ and ‘Planning & Organising’, arrange a meeting with your manager to get feedback on the Leadership Journey midterm report and to gain his support with your implementation.  Come back to Module – ‘Planning & Organising’ with an update.
[bookmark: _Toc226428719][bookmark: _Toc494873710]Module – ‘Planning & Organising’ Assignment
Complete the following and be ready to share the outcomes at the start of the next module.
1. Implement tips to reduce impact of Time Robbers.

	Time Robber
	Your Actions
	Impact
	What else do you need to do to reduce time robbers

	Numerous Meeting 
	1. Demand for prioritization and reschedule meetings
2. Preserve low-value meeting to weekends and during the evening time
3. Delegate urgent tasks 
	1. Failure to concentrate on core duties 
2. Delays in delivery of results 
	· Encourage virtual conferencing to avoid time spend to travel to meeting destinations 

	Interruption :
Telephone
	1. Allocate time for responding to non-urgent telephone calls
2. Hire a personal assistant 
3. Minimize unnecessary conversation on telephone to minimize time spent on a single telephone call
4. Restrict the use of office telephone for business-related communication 
	Telephone ‘time-robber’ are difficult to eliminate because of the need to maintain connection with other stakeholders (Jack, 1977, p. 24). However, regular and lengthy telephone conversations affects productivity because of time spent in unproductive personal conversations.
	· Personal discipline is essential toward minimizing time wastage because of unnecessary and length telephone calls

	Procrastination 
	1. Effective delegation
2. Proper time management 
3. Work smart using alarms and reminders to keep you check about the remaining time as well as the next event
4. Breakdown work into smaller tasks
5. Make personal commitment to avoid procrastination 
6. Calculate the cost of procrastination 
	Procrastination has adverse effect on the productivity and actual performance for the company and individual (DuBrin, 2012, p.628). 
Therefore, it is important to invest in measures to minimize procrastination in an organization 
	Strive to counteract the urge to procrastinate work by creating inner courage. 



2. Move activities that can be planned from QI to QII.

	What items in Q1 did you move to Q2 and how did you achieve this
	What impact did this have on your effectiveness
	How else can you manage these important quadrants better

	Procrastination: procrastination is an internal state that demonstrates negative emotions, which makes it a difficult ‘time-robber’ to eradicate instantly. Therefore, psychological and physiological mechanisms are necessary to facilitate reliable changes in attitudes.  
	Procrastination has adverse effect toward an individual behaviour because of the likelihood to avoid tasks he or she perceive inferior, non-rewarding, and potential to result in failure. At the end, procrastination deplete creativity, self-esteem, and motivation to work, which further hampers effectiveness
	Self-motivation and rejuvenation are alternative course of action that can revitalize efficiency 

	Lack of planning: disorganization leads to failure because there lack an elaborate sequence of actions. Therefore, establishing a time table can facilitate an individual to schedule activities starting from the most urgent to the least important 
	Lack of planning stems from ineffective management practices, which relies on fuzzy priorities and poor delegation (Jack, 1977, p.26). Besides, disorganization affects the performance because of misplaced priorities that result in interruptions as workers switch across tasks.  
	Developing clarity in the job planning can yield positive outcomes because it enhances consistency and automation in work schedule.

	Interruptions: Visitors
In addition to dealing with telephone interruptions, unplanned visitors negatively affects the performance because of the need to stop an activity midway through to entertain guests. Therefore, a policy regarding the time of visitation is critical toward minimizing the interruption. 
	It is impossible to eliminate interruptions from visitors because some of the guest can be turn into prospective clients. Visitation from the family member and friends should be regulated to prevent unnecessary disruptions. 
	10:00am-10:30am, 1:00pm-2:00pm, and 04:00-05:00pm are profound guest visiting hours in majority of institutions. Therefore, implementing such policy can minimize the number of interruptions because guests are allowed into the premise within a specific time frame


3. Conduct a meeting using the tips shared.

	What did you put in place
	How effective were these measures in improving the meeting
	What would you do differently next time

	1. Posters instructing the members to switch-off or mute their personal mobile phones 

	The strategic posters served to minimize interruption during the meeting from the unnecessary personal telephones 
	Alternatively, a personal secretary will be provided to address to the on-coming phone messages and take notes on behalf of the delegates

	2. List of agenda items to be deliberated during the meeting 
	Presenting members with the itemized agendas before the commencement of the meeting provide an ample time for them to research extensively and prepare before the actual meeting 
	A prior-conferencing will be necessary because it will allow the members an opportunity to prepare for the meeting by seeking clarification about an issue they identify on the itemized agendas. 

	3. Provision of ergonomics that include stationaries, projectors, and flip boards to facilitate presentations as well as note-making 
	Enhancing comfort is vital because it minimizes interruptions and time wasting as the members look for items to facilitate note making 
	A prior testing of the equipment provided will be essential to ascertain their reliability before the actual meeting take place
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[bookmark: _Toc494808376]Final Evaluation and Certification
Attending the training programme is only the first step in this learning journey.  You have already completed assignments that were set between modules, but now we need to consolidate this learning into a continued effort to improve leadership skills back in the work place for a sustained period.

Now that you have completed all the modules of the Leadership Journey Programme, it is important to plan how to utilise the learning.  With this in mind, the following process should be followed:
1. Ensure that you have completed each of the assignments given and have these clearly recorded electronically so that you can produce this when required
2. Revisit the learning objectives that you considered after receiving the 180 feedback prior to starting this programme
3. Think about all modules and the areas that you personally need to focus on going forward using your commitment sheets as a focal point and reminder and ensure these attack your learning objectives
4. Share this with your manager and discuss what support you need to achieve your plan
5. Diarise review dates that are between now and two months from now, depending upon the objective
6. Aim to complete the implementation plan within two months ready for a 180 evaluation that will help identify improvements that you have made
7. Keep a reflection and learning log to record your implemented successes and learning; you should consider making a log entry regularly so that you have records to produce not just for Stage Two but also for your own Performance Enhancement meeting

















[bookmark: _Toc494808377]Leadership Learning Log
One great tool that you will start to use as you leave Stage One of the Leadership Journey Programmes is the learning log.  In your Performance Enhancement System you and every other individual within the organisation have the facility to use a Log Diary to record your efforts during the review period.  As part of the ILM process, you are required to keep a similar type of record of your leadership progress and achievements.  

The Learning Log will not only provide you with a regular opportunity to reflect on your own progress but will also provide evidence to your manager and the organisation of this progress.  

Guidelines for using the log:
· Think of your log as a diary that you keep to remind you of what happened and when
· As you achieve or make progress against one of the company Leadership Competencies, make a note of it, being as specific about your actions and outcomes as you can
· Reflect on what you have learned from these actions to see if you can further improve
· Go to your log on a weekly basis to reflect on what you have achieved against the competencies
· Keep note of both positive and negative outcomes and the negative ones will help focus you on further development
· Keep your log with you or within easy access, so that you can easily record your progress and achievements
· Take it with you to any review meeting you have with your manager/coach in order to demonstrate your progress and results

The example below should help clarify this:
	Dates
(week commencing)
	Relevant Competency
	Action Taken
	Outcome/Results

	14 September 2017
	Managing Performance
	Provided improvement feedback to Joel using SBI to ensure he understood what he needs to improve and the impact this will have
	Joel acknowledged the need to change and made a commitment to do so appreciating the value and necessity of the change.
Next time I need to get more specific about my expectations and make these more measurable


Keeping such a log will help you to see where you are making progress and where you need to work more on a leadership competency.  It also provides you with the opportunity to consider the little successes you have had during a week which is always an energiser and a way in which you can motivate yourself.  It also demonstrates to you that your leadership efforts have their rewards and that everything you do have an impact on others.
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	Dates
(week commencing)
	Relevant Competency
	Action Taken
(describe what specific action you took 
as a leader)
	Outcome/Results
(what impact did you have as a leader 
and how could you improve)

	1st February , 2018
	Administrative Capability 
	Delegated Mr Noel Erick with a task to negotiate on behalf of the Team with a list of contacted suppliers and achieve value for the money
	Mr Noel was able to sign a contract with three suppliers who provided superior materials at the lowest prices 

	February 5
	Administrative capability 
	Trained two of the member of effective time management and priority setting to facilitate them establish achievable goals 
	The two workers acknowledged the benefit of the training because they reported efficiency in their performance. Besides, there were able to eliminate tardiness that hampered the ability to deliver results within the stipulated time

	February 12
	Communication skills
	Mr Emerson Bruce was enrolled to a two day seminar with aim to enhance effective negotiation and communication  
	Mr Emerson is our public relation officer who constantly engages with the external stakeholders that include media and customers. It was necessary to equip him with modern capability such as using social media platform to enhance public image

	February 19
	Team work and collaboration
	The entire team went to an excursion activity to enhance team building skills 
	The team spirit was high after the excursion activity because members were able to discover unique abilities and appreciate the need to cooperate 

	February 26
	Supervisory skills
	Mr Dominic van Dooh was trained to modern performance appraisal skills by benchmarking from the J.P. Morgan Bank
	Mr Dominic is the head of Human Resource unit that make him responsible with enhancing consistent performance in the organization. He acknowledged benchmarking equipped him with effective skills to enhance performance evaluation activity

	March 1
	Work Planning and Scheduling 
	The entire supervisory team was taken to a training course to enhance efficiency in planning and delegating duties using the best criteria 
	The weekly report revealed an increase in outputs and minimal reworks because of defect in the spectrum design

	March 5
	Analytical skills 
	A two-hour meeting with the operation members aimed to equip them with analytical skills by engaging in a ‘role-taking’ simulation process. 
	The simulation training equipped workers with ability to take initiative and risks when making decisions 

	March 12
	Strategic management 
	The management teams were taken through  a seminar to enhance strategic decision-making process as a new tactical procedure to enhance efficiency 
	Using strategic management capability have resulted in increased performance because of the new decision-making model that focuses on long-term goals 

	March 19
	Strength-based Management Capability 
	[bookmark: _GoBack]Further, the management team was trained on another reliable approach to enhance efficiency. The new focus aimed to ensure delegation processes capitalized on the candidates’ strength and knowledge about the particular task (Blum, 2014, p.1).
	Enhancing strength has been vital because managers reported positive outcomes after delegating tasks to suitable candidates 

	March 26
	Change-management 
	The entire management team were introduced to an effective concept to facilitate flexibility among the workers and nurture adaptability to environmental dynamics 
	The team was able to embrace technology to facilitate automation of the process. Notably, minimal resistance faced during the integration of automation is a key indicator of positive effect of reliable change management competency

	April 1
	Focused- leadership capability 
	Blum (2014, p.1) perceives a focused leadership approach as critical competency that sustain performance in an organization. 
	Mr Dominic van Dooh, was particularly impressed with the new attitude from the employees because they became resulted-oriented when undertaking core responsibilities 

	April 9
	Interpersonal skills
	DuBrin (2012, p.17) outline interpersonal capability as a ‘soft skill’ that equips a worker to match the changing demand in the work place. 
	For instance, enhanced communication was a prominent capacity that provides consistency in performance among the workers

	April 16
	Conceptual capability 
	A conceptual skill is the ability to perceive an institution as a going-concern and in totality during decision-making process (Blum, 2014, p.1). Therefore, the management team was advised to emphasis on comparative advantage during the decision-making process 
	Focusing on the comparative capability had been critical because the organization was able to launch new products that matched with the existing set of knowledge, skills, and abilities 

	April 23
	Diagnostic skill
	The operation and maintenance team was trained on effective diagnostic capabilities that utilises broad set of competencies including human, technical, conceptual, and political knowledge in developing new designs
	Diagnostic skills reduced the number of rework in designing new components
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