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	Strengths/Limitations

Describe either identified strength or limitation
	Action Plan

Specify what steps you will take to either build on strengths or overcome limitations
	Mechanism and Time Frame

Specify how you will achieve these steps and in what time frame

	Work delegation 
	In order to ensure active participation of the staff I will ensure my peers have some of my responsibilities to do.
	Some of my duties will be allocated to my peers to do. Such as contacting customers and information them of the offers we have in the business. This can take 20 minutes for each of them.

	Communication 
	Enhance good communication skills in the customer service department
	Train the staff in the customer service of the need for good communication. This can take a week or so.  

	Performance appraisal
	To make the team motivated and engage one another as well as the customers 
	Every month I will reward the best performing team member.

	strategic Management
	This is one of my strategies to ensure that the team meets their objectives in their responsibilities
	Self-evaluation will be used to determine individual milestones in work assigned 


	Strengths/Limitations

Describe either identified strength or limitation
	Action Plan

Specify what steps you will take to either build on strengths or overcome limitations
	Mechanism and Time Frame

Specify how you will achieve these steps and in what time frame

	Ample working environment 
	I will ensure that the working environment is engaging and motivating
	Good communication, sharing duties to meet deadlines will be encouraged. This will be done all the time.

	Leadership 
	As a supervisor or team leader in the customer service I will be keen to ensure that performance is achieved in the department
	I will actively supervise and correct any mistakes that need to be corrected to enhance quality in performance. Impromptu visits every day will be done.

	Brainstorming 
	I will discourage bureaucracy and encourage sharing and brainstorming of ideas to improve in the department 
	This will be achieved by organizing for meetings, workshops that will give the staff the opportunity to share ideas. This can be done monthly. 
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Leadership Learning Log

	Name:
	
	
	Manager:
	


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 Leadership Competencies, make a note of it, being as specific about your actions and outcomes as you can

· Reflect on what you 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

(describe what specific action you took 
as a leader)
	Outcome/Results

(what impact did you have as a leader 
and how could you improve)

	1 Jan 2018
	Setting up work strategies
	 Meeting the customer and setting up work objectives for the department. Assigning each member his/her area of responsibility e.g. call center, after sales service, customer complaints etc. 
	Encourage each member of the team to work hard in order to meet their expectations. 
Motivate and encourage every member of the customer service to achieve the set objects. This could be done by encouraging them and appraising.


	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)

	2 January 2018
	My areas of responsibility  
	Appoint my juniors whom we will work together
	Coordinate activities to run smoothly even when I am not present. They will ensure that the daily targets are met adequately
 

	10 January 2018
	Department staff responsibilities
	To accomplish set objectives by the department 
	In order to achieve set objectives, I will ensure that all the staff members are accorded maximum support that they need to accomplish their duties. E.g. equipment 

	20 January 2018
	Department staff responsibilities
	To train staff members on different aspects of the organizations ethics and rules of regulation that they need to adhere to.
	This will be done in a workshop where all stakeholders will be invited to give a presentation on what is needed in the organization. E.g. HR and Public relations

	24 January  2018
	Accountabilities of the team Leader 
	Ensure that there is maximum utilization of resources in the department
	Auditing will be taken quarterly to ensure that all the resources allocated for the department are accessed and their use quantified. 


	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)

	1 February 2018
	Accountabilities of a Leader 
	The leader will determine the needs of the customer from the filed complaints and make the necessary recommendation
	This is to ensure that the customers are satisfied and make good use of the organization by using their products and services.

	3 February  2018
	Departmental Accountability
	To ensure that good allocation of resources is maintained
	The senior management is ready to support the idea and give the department the required resources e.g. financials

	5 February 2018
	Departmental Accountability
	To take disciplinary actions to any member of the staff found responsible for the wrong doings
	This will discourage irresponsibility and negligence in their responsibilities

	15 February 2018
	Departmental Accountability 
	Ensure good communication strategy in the department 

	This will help in solving conflicts among other departmental issues.


	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)

	28 February 2018
	Effective Leadership Style
	As the team leader I will assign my junior staff some of my duties
	This will encourage them to learn different skills e.g. record keeping, conflict resolution among other key factors

	1 March 2018
	Brainstorming of ideas
	Every month we will have a session of sharing ideas on how best the department can serve the customers well
	This will make the team members appreciated and valued in the organization/department.

	2 March 2018
	Maintain customer records
	This can be done through record keeping
	It will help the department/organization to keep in touch with the customers

	4 April 2018
	Provide feedback
	As a leader I will be expected to give feedback to the senior management on the progress achieve in the organization,
	This will help in looking back at the milestones covered and what can be done to improve the department.


Action Learning Sets

You need to complete the two elements below to show understanding of this methodology and also what you have gained from each session.

Reflection: Purpose & Use of Action Learning Sets

Consider the following questions and answer them in the boxes provided below:

	Explain the nature and benefits of action learning
Action learning is described as a process which involves a small group of people who are working and taking action on real life problems. Action learning helps in developing successful strategies for the business that will enable it to meet its goals

	

	Explain the responsibilities of an individual within an action learning set or group including confidentiality and respect for others
Confidentiality is important in an organization because it enables the team to keep sensitive information secrete and private and this boosts self-esteem of each member.
Respect for others is key. People need one another in the organization and this calls for respect.

	

	How do you plan to use Action Learning Sets back in your work place?

I plan to use action plan in solving work place issues such as conflicts
Miscellaneous
Action plan will also help me in doing my responsibilities in the organization

	


Short Answer Questions – Level 3 Certificate in Leadership 

Learner name:

Provide a detailed description of the factors that will influence the choice of leadership styles or behaviours in workplace situations (Min 300 words) 

	Personality, respect for others, work environment.
One factor that could be used to decide the leadership style the personality of the person who is accountable for a group of people in an organization. For example the sales team. Adjusting a person's essential nature to a specific strategy for administration is frequently fruitful, on the grounds that the pioneer will be alright with it. For instance, if the administrator or the leader has an enchanting disposition that attracts individuals to him/her, he/she likely will embrace an alluring style that builds up a loyal staff craving to satisfy their pioneer as well as the customers. Then again, a leader who is most happy with following set conventions is probably going to receive a more authoritative definitive style in which she prepares representatives to complete their obligations in strict understanding with organizational approach.
A leader can't get to the high life by being shy. A few people confuse tentativeness for quietude. In any case, quietude is an ideal; shyness becomes illness. It's a suffering. It can be cured, yet it is an issue. It is important for a leader to figure out how to be proud as a leader but do not hurt others by being arrogant. It takes pride to assemble your aspirations. It takes pride in reason towards achievement. In any case, the way to turning into a decent leader is by pleasing others and getting respect of ones achievement and avoid being arrogant. On the off chance that somebody is savvy and presumptuous, the workers or staff have to endure that. In any case, in the event that somebody is unmindful and presumptuous, that is simply a lot to take. For leaders, it is important to ensure that a good coexistence in the organization is maintained that will ensure the leadership style is unique and coordinated well into the organization to bore good fruits such as achievement of goals and dreams in the organization.



Explain why these leadership styles or behaviours are likely to have a positive or negative effect on individual and group behaviour. Ensure your answer includes examples (Min 300 words)



	Leadership styles can bring both positive and negative results in the organization. It is undeniable that great administration assumes a noteworthy part in making progress in a business organization. The success of the business today or tomorrow depends with the leadership of the organization. A specialist in initiative Warren Bennis stated, "A business short on capital can acquire cash and one with poor area can move however a business short on leadership has minimal possibility of survival.” This is simply to underscore the significance of good authority blended with good moral, respect for people and good personality in achievement the business’ success. 

A leader needs to impact in a positive way, propel, convey and empower the devotees to bring the best from them for advancement of the business venture. You actually get things going which generally couldn't have occurred in your nonappearance. Leadership styles are key in the accomplishment of the business goals and objectives. A leader could have a challenge of existing workforce to influence them to think and do things another way. It is important to empower the staff to be visionary and along these lines buckle down towards accomplishing the vision of the organization. 

A leader decides the bearing the organization will take. The leader is the objective setter and the objective getter and used the team to achieve the organizational dreams. On the other hand, a leader needs to position themselves such that the group will cooperate with in order to move the organization where it is to where it should be. A leader ought to be progressive in the organization. A confront the truth and assembles the vital assets to accomplish the goals and objectives of the organization. A leader need to provide the team or group they are working with assets or equipment that they will use towards accomplishing a shared objective. Vital aptitudes and skill to leave an impression in the psyches of the workforce that can't be eradicated should be a major goal for a leader. 


Describe the main motivational factors in a work context and how these may apply to different work situations, teams and individuals (Min 200)

	Teamwork among the employees is one of the motivational factors that a leader can bring into an organization or a department. Teamwork ensures that the shared objective is put into consideration and the team works to accomplish the same. Teamwork enables an organization to meet its goals in time or as planned. It gives the staff a good opportunity to share their different ideas and skill which is very important. It is therefore the duty of the leader e.g. the supervisor to motivate the team and team work in order to encourage them to work hard and be able to attain organizational objectives. 
Delegation of duties to the junior work mates can be an important and motivational factor. It makes them feel appreciated. It also gives them a chance to learn while in their respective responsibilities. Training them is another way to encourage them. It brings a sense of belonging to the organization and the staff will definitely do well in their studies. The staff or employees cannot be ignored in an organization. They have to be well catered for in different ways. Their welfare is important and they should get good remuneration that matches well with their job positions. 



Explain the importance of a leader being able to motivate teams and individuals and gain their commitment to objectives (Min 300)         
An attention on adjusting talent development with hierarchical objective accomplishment will put the organization on a direction of making business execution a progress. Motivating colleagues toward objective accomplishment is no little errand. Basically, leaders ought to reflect practices that move and persuade individuals to change. Though inspiration factors differ over an organization, there are numerous initiative characteristics basic to fruitful leaders. Administration characteristics that impact objective accomplishment incorporate the capacity to make a reasonable vision, the capacity to comprehend hierarchical culture, the capacity to center around execution advancement, and the capacity to empower development. Vision is the establishment that enables the association to thrive for objective accomplishment. Consciousness of the hierarchical vision gives a directional compass to every donor inside the association to take after. Contingent upon the level of authority, numerous pioneers are not in charge of making the vision for the organization. They are in charge of: 

· Articulating the vision 

· Adjusting colleagues to operational systems 

· Making strides important to accomplish organization needs connected to the vision 

For instance, leaders may connect with colleagues in exercises that correspond to satisfaction of income, development, and hierarchical culture objectives. Colleagues may conceptualize techniques to enhance the collaboration between divisions focusing on enhanced hierarchical culture. This kind of movement enables a group to center around achieving departmental errands that mean the organization objectives and vision. To form an organization of common regard and comprehension, leaders must comprehend behavioral examples that add to the coveted culture. This may incorporate challenges and representative acknowledgment programs. Building up an inviting situation where representatives are allowed to connect with leaders encourages open communication with colleagues. This open communication takes into consideration expanded imagination and creativity. 

Another thought of leaders who rouse the workforce to make progress is training and execution advancement. The pioneer ought to participate in perception and execution talks that are basic to guarantee that coveted practices are illustrated.

Explain the importance of the team having a common sense of purpose that supports the overall vision and strategy of the organisation (Min 200 words) 

	When the organization’s team have a common sense of the goal that needs to be attained within the set time, it is their duty to make it happen by performing in their assigned responsibilities. It is therefore important to encourage a good understanding of the set goals and work towards achieving them. Teamwork is one way that the organization can encourage its employees to work together, it also helps in solving conflicts once they occur and maintains a peaceful coexistence within the organization that allows performance.
Collaboration among team members in any business or organization is important or essential in advancing the execution of the objectives and goals that have been set by the organization. The feeling of collaboration encourages the workers or staff in different departments of the organization to have an aggregate approach towards the obligations given to them by their leaders or departmental leaders. Moreover, teamwork in the organization encourages it to have a joint arrangement towards understanding the goals and objectives of the association. Besides, cooperating with one another brings individuals from various foundations together. By doing this, the workers and authoritative administration are united to contribute their thoughts towards the improvement of the association/organization, subsequently, helping it to accomplish the set destinations. 



Explain the role that communication plays in establishing a common sense of purpose (Min 300 words)

	Powerful communication is critical for the improvement of an association. It is something which encourages the administrators to play out the fundamental elements of administration Planning, Organizing, Motivating and Controlling. Relational abilities whether composed or oral shape the premise of any business action. Communication fills in as the establishment of each feature of a business.Thus, one might say that powerful communication is the building square of an association. A portion of the advantages of viable relational abilities are: 

– Communication keeps the establishment of inspiration. It causes the business to know how a vocation is being performed and to enhance execution on the off chance that it isn't up to the stamp. 

– Communication goes about as a wellspring of data and aides in the basic leadership process and aides in recognizing the elective game-plan. 

– Communication likewise helps in building individuals' disposition. An all around educated individual will dependably have preferable state of mind over a less educated individual. Diverse types of communication like magazines, diaries and gatherings will help the representatives to frame distinctive demeanors. 

– In the present business situation, no business can get by in seclusion. Mingling is imperative and communication is the instrument that aides in mingling. 

Communication accessible in any endeavor assumes a vital part towards guaranteeing that the association accomplishes the set targets. Initially, communication causes the representatives to welcome the work environment and feel focused on helping the association accomplish its destinations. Additionally, successful communication in an association encourages singular representatives to comprehend their obligations and duties inside the association, in this manner, playing out their parts viably. Besides, successful communication causes the workers to have a feeling of authoritative commitment, subsequently, guaranteeing that they play out their obligations adequately. Also, effective communication guarantees that the association has an aggregate approach towards hierarchical destinations, in this way, forestalling instances of representatives searching for their methods for taking care of issues inside the association. This approach, thusly, helps the representatives in an association to have a feeling of duty towards the association accordingly advancing its development and improvement.


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

	Late arrival to work
	Preparing myself early for work
	Arriving early in my office and improving on my performance

	Difficulty in finding parking space in the organization
	Arriving early ahead of my colleagues 
	Easy in finding ample parking space

	Lack of some skills to manage my department level
	Training on the good leadership skills
	Ability to lead and motivate others in my department 

	Difficult in solving conflicts  
	Involve everyone in finding a solution 
	Easy way to solve conflicts and engage every member of the department


2. Effective use of Leadership Style

Get into the habit of thinking about the leadership style you should use when dealing with others BEFORE you meet with them.  Try to find opportunities to effectively use all four styles and complete the chart below ready to share at the start of the next session.

Style – Direct 

	Situation: Describe the situation & why you chose this style 

I decided to assign my junior level team to go and meet a number of clients whom the organization was prospecting to supply. For example, I assigned one of the recently joined colleague the responsibility to approach the customers and close the business deal.

	Actual impact on Individual & Group Behaviour: Be specific in linking the cause & effect of the leadership style chosen on the situation & individual

The Direct Leadership style allowed the junior staff to perform his duty as recommended and this was great. This gave him the courage to do better and perform well in the organization.

	Describe the positive or negative effect on Individual/group behaviour: In hindsight, how would you modify your choice or do anything differently to further improve? 

The positive to the individual junior staff is that he was able to gain knowledge and skill to approach customers and sign business deals. This also opened a scenario that the team is motivated to perform and do it is a competitive way.


Style – Delegate

	Situation: Describe the situation & why you chose this style 

I decided to choose this style because it encourage the junior staff to be more active and dedicated in the responsibilities that are assigned to them.

	Actual impact on Individual & Group Behaviour: Be specific in linking the cause & effect of the leadership style chosen on the situation & individual

The junior staff was able to build his ability to communicate which is important in customer service. This was aimed at motivating him and making him feel recognized in the organization. He was able to perform well in his duties later.

	Describe the positive or negative effect on Individual/group behaviour: In hindsight, how would you modify your choice or do anything differently to further improve? 

I would modify this situation by going later to the customer and access the performance of the junior staff. This will give me the ability to recognize performance and seek to make the necessary correction.


Style – Involve
	Situation: Describe the situation & why you chose this style 

Involving the junior staff in the delegated work is important. It encourages them to do a good work and gain a network of professional that can help him to interact and grow in his career.


	Actual impact on Individual & Group Behaviour: Be specific in linking the cause & effect of the leadership style chosen on the situation & individual

Involving the junior staff and the customer is a win-win situation. Both the organization and the customer benefit. Above all, the junior staff is able toi commit himself to do best in the assigned duty.

	Describe the positive or negative effect on Individual/group behaviour: In hindsight, how would you modify your choice or do anything differently to further improve?

It would be better if I included Mouza and Ahmad as observers. It would have been a great opportunity for them to learn and improve their ability.


Style – Empower 

	Situation: Describe the situation & why you chose this style 

When the junior staff is empowers they become a good asset for the organization. A lot happens for them. For example, they gain a lot of knowledge that enables them to execute their duties very well and meet deadlines.


	Actual impact on Individual & Group Behaviour: Be specific in linking the cause & effect of the leadership style chosen on the situation & individual

The leadership style gives every member of the department a chance to demonstrate their unique capabilities they have e.g. eloquence and improve on those skills for the benefit of the organization.

	Describe the positive or negative effect on Individual/group behaviour: In hindsight, how would you modify your choice or do anything differently to further improve? 

It makes the staff feel important and valued by the organization when they are given different highly ranked responsibilities to do. In this case, they perform well and exemplary to impress the authority.


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

Managing New customer Service Requests

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

I believe that my junior staff has the ability to do good work. That is why I have delegated them the work to do. This will make them feel encouraged and motivated to do good work for the organization.

	Outcome: Evaluate the effectiveness of your choice and methodology

The delegation worked out very well.
He took the assignment seriously 
He was motivated
The junior staff did a great job.

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

As a leader I discovered the importance of encouraging my junior staff and assigning them jobs to do makes them more competent than before.


Example 2 

	What you Delegated

Meeting and discussing with clients

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

I have delegated this task to my subordinate junior staff Ken. Ken has high ability in himself and works hard to perform well in assigned work. Good work.

	Outcome: Evaluate the effectiveness of your choice and methodology

The job was well done. This methodology worked for the department and gave exemplary results.

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

I feel that I trust my junior staff and next time I will delegate the duties in groups so as to see the team work results.


 Example 3

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.

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)
	
	
	
	
	
	
	
	


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. 

	Further to answering excersise 1, I have found out that these are the top 3 Motivational Factors:

1. Good working conditions
2. Rewarding 
3. Respect in the company
In brief, this is how I am going to briefly address the above three motivational factors:

1. Rewarding 
Rewarding employees motivates them to work hard

2. Agreeable working conditions:

The working conditions ought to be ample. Working environments should have the necessary equipment
3. Being respected in the organization
Respect for one another encourages commitment.



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

Example 1

	Motivating Tactic: “Reward System”

In this case, I decided to motivate Ken by giving him a higher rank to work at. He was confirmed for a full remuneration in the organization. This has encouraged him very much


	Impact – how did the individual/team respond?

The team was happy for Ken and felt that there is hope in the organization. This encourages them to work hard.


	Explain the importance to you as a leader in applying these motivating tactics 

As a leader, rewarding employees gives them happiness and encourages competition. 


	In contrast, explain how a leader’s disregard of the importance of motivation could undermine the gaining of team or individual commitment to objectives

A leader who does not reward his employees risks failure. Motivation makes employees to work hard and this changes the activity of the organization and performance.



Example 2

	Motivating Tactic: Recognition

When employees are recognized, they tend to feel appreciated and this is one way to ensure that there is motivation in the organization.


	Impact – how did the individual/team respond?

When workers are motivated, they perform well and the organization can perform well. 


	Explain the importance to you as a leader in applying these motivating tactics 

The Recognition approach is very effective in many ways. E.g. in making the employees happy and involved in the business ambitions.  Therefore, leaders should take advantage to raise the level of motivation of their employees.



	In contrast, explain how a leader’s disregard of the importance of motivation could undermine the gaining of team or individual commitment to objectives

As leader who does not believe in motivating his team will end up with employees with a very low morale. Consequently, the employees’ productivity would be extremely low. This will eventually disrupt the department’s work/deliverables.



5. 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?

	Positive feedback

I started briefing the team and distributing the tasks so that every team member would be clear of his tasks. 

Ken is the most hardworking employee; therefore, I decided to delegate more projects to him. He has both the motivation and ability to successfully execute the projects.

 
	We usually carry out our appraisal process during December.

In order to make my positive feedback more timely and specific, I opted to meet with Ken in early November (prior to the annual appraisal) and I shared with him my appreciation of his professionalism and willingness to achieve his personal objectives and the department’s overall objectives.
	Ken was so happy and I could sense that his morale has improved.

This positive feedback provided Ken with the energy to go through the last two months of the year and to complete all of his pending tasks.
	I decided to give positive feedback to my team more often.




6. 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 Behaviour  

I have received a feedback from my juniors that I need to communicate more often with my team. The main obstacle is that my manager and team are located in France while my office is in New York. 



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

Since I’m a  leader communicating is not one of my best aspects. I have taken advantage of my coaching. I will have to increase the level of spontaneous phone calls to my employees on communication purposes on what actions need to be taken. 



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

My mangers advice has really helped me. I have improved in my communication to my juniors among other key areas. This has helped the organization in execution of job responsibilities towards meeting the organizational goals. 



Example 2

	Describe the Feedback Received on your Leadership Behaviour  

I have received a feedback from my junior staff Agnes that I need to identify some staff members who have stayed in the organization and they have never been rewarded e.g. in job positions.  



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

Out of the range of effective styles, I opted to choose the delegate style in this situation. I have delegated an important yet easy task for Ken and this has been applauded in the department as well as the organization. 



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

Prior to delegating this task to Ken, he had no motivation to work.

By delegating this task, I was able to increase his motivation and ability.





Example 3

7. 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. 


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 describes 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
_(_ Scatterbrained

39___ Revengeful
___ Restless

_(__ Reluctant

___ Rash

40_(__ Compromising ___ Critical

___ Crafty

___ Changeable

Scoring

Page A

	1
	___ Adventurous
	 ___ Animated
	__(_ Analytical

	___ Adaptable

	2
	___ Persuasive
	 ___ Playful

	___ Persistent
	__(_ Peaceful

	3
	___ Strong willed
	 ___ Sociable
	__(_ Self-sacrificing
	___ Submissive

	4
	___ Competitive
	 ___ Convincing
	__(_ Considerate
	___ Controlled

	5
	___ Resourceful
	 ___ Refreshing
	__(_ Respectful
	___ Reserved

	6
	__(_ Self-reliant
	 ___ Spirited
	___ Sensitive
	___ Satisfied

	7
	___ Positive
	 ___ Promoter
	_(__ Planner
	___ Patient

	8
	___ Sure
	 ___ Spontaneous
	_(__ Scheduled
	___ Shy

	9
	___ Outspoken
	__(_ Optimistic
	___ Orderly
	___ Obliging

	10
	___ Forceful
	___ Funny
	___ Faithful
	_(__ Friendly

	11
	___ Daring
	___ Delightful
	___ Detailed
	___( Diplomatic

	12
	___ Confident
	__(_ Cheerful
	___ Cultured
	___ Consistent

	13
	___ Independent
	___ Inspiring
	__(_ Idealistic
	___ Inoffensive

	14
	___ Decisive
	__(_ Affectionate
	___ Deep
	___ Dry Humour

	15
	___ Mover
	___ Mixes easily
	___ Musical
	__(_ Mediator

	16
	___ Determined
	___ Talker
	___ Thoughtful
	__(_ Tolerant

	17
	___ Leader
	___ Lively
	___ Loyal
	__(_ Listener

	18
	___ Chief
	___ Cute
	__(_ Chart maker
	___ Contented

	19
	_(__ Productive
	___ Popular
	___ Perfectionist
	___ Pleasant

	20
	___ Bold
	___ Bouncy
	___ Behaved
	__(_ Balanced

	Page A Total
	
	
	

	
	____2__
	___3___
	___8___
	___7___


Page B


	21
	___ Bossy
	___ Brassy
	___ Bashful
	_(__ Blank

	22
	___ Unsympathetic
	_(__ Undisciplined
	___ Unforgiving
	___ Unenthusiastic

	23
	__(_ Restrained
	___ Repetitious
	___ Resentful
	___ Inflexible

	24
	__(_ Frank
	___ Forgetful
	___ Fussy
	___ Fearful

	25
	___ Impatient
	___ Interruptive
	__(_ Insecure
	___ Indecisive

	26
	__(_ Unaffectionate
	___ Unpredictable
	___ Unpopular
	___ Uninvolved

	27
	___ Headstrong
	 ___ Haphazard
	___ Hard to please
	__(_ Hesitant

	28
	___ Proud

	__( Accommodating
	___ Pessimistic
	___ Plain

	29
	___ Argumentative
	___ Angered easily
	__(_ Alienated
	___ Aimless

	30
	___ No doubt
	 __(_Naive
	___ Negative attitude
	___ Laidback

	31
	___ Workaholic
	___ Wants credit
	___ Withdrawn
	_(__ Worrier

	32
	___ Thoughtless
	___ Talkative
	___ Too sensitive
	__(_ Timid

	33
	___ Domineering
	___ Disorganised
	__(_ Depressed
	___ Doubtful

	34
	___ Intolerant
	___ Inconsistent
	__(_ Introvert

	___ Indifferent

	35
	___ Manipulative
	___ Messy
	__(_ Moody
	___ Mumbles

	36
	_(__ Stubborn
	___ Show-off
	___ Sceptical
	___ Slow

	37
	___ Lord over others
	___ Loud
	___ Loner
	__(_ Lazy

	38
	___ Short-tempered
	__(_ Scatterbrained
	___ Suspicious  
	___ Sluggish

	39
	___ Rash
	___ Restless
	___ Revengeful
	_(__ Reluctant

	40
	___ Crafty
	___ Changeable
	___ Critical
	__( Compromising

	Page B Total
	
	
	

	
	____5__
	___5___
	___5___
	____7__

	Combined Totals
	
	
	

	
	___7___
	___7___
	___13___
	____14__


ILM Certificate Coaching Sessions 2017

Name:
	
	
	
	
	


Stage I First Coaching Hour: 2 January 2018

Second Coaching Hour:   6 February 2018

Coached by Consultant:    Nicole Caldwell

Job Title:  Customer service manager
 DOJ:  

Company name:  




Number of Staff:  (+971523555355)
	Issue

(what does the individual want 
to focus on)
	Summary of Performance

(what is their current performance/competency challenge that the coachee wants to focus on)
	Required action by Coachee

(What steps does the individual need to 
do to improve)
	Outcome of Coaching Action

(what progress did the individual make)

	Recognizing the Ability/Motivation Issue with Ken
 and coaching opportunity 


	Ken who is trying his best to be productive at the customer service. I have identified he has low ability and low motivation. 
Low Motivation – Ken lacks of motivation.  Retrospectively I understand I didn’t approach in the best way.
Ken needs to attend training courses.  
Circle of Influence

Ken is now happy with this opportunity and I can see his motivation and attitude has changed.  

Motivation and Ability. This training will boost his ability.


	To grow ken and his ability I will delegate my deputy to coach him.     

To ensure success of this coaching I will design a coaching plan for Ken to follow and spend time with my Deputy Lucy.
Empower Leadership Style to Ken.
	Completing the critical tasks assigned well
Motivating Ken through coaching

Outcome – Mouza Ability / from the coaching

Find out what motivates Ken

	Managing Upward
	Managing my boss who I feel is a squiggle and finds it difficult to make a decision when I need him to.
	Make an appointment so he understands the importance of the issue and follow the persuasion model as discussed in ILM
	

	Retaining Ken on my team.  High attrition rate.
	Be proactive. Find out what would motivate him to stay? For example, If financial motivation was viable for him.

	
	

	Training Courses for Ken
	Invite training consultant to train the entire staff on leadership.
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