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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

	Communication
	Communicate (by phone) at least once with Mouza, Ahmad and Nazar.
	For a month, I have allocated 30 minutes during my working day to contact Mouza, Ahmad and Nazar.

	SBIC Model
	To apply the model more often, starting with my team members.
	I will start by applying the model during the next three feedback meetings. I will make sure that I document the overall outcome of the SBIC model, and how it helped me provide a positive feedback to my team members.  

	Ability/ Motivation
	To understand the ability and motivation of my employees by assessing their performance. Accordingly, I would be able to understand how I would manage my team.
	I have designated 30 minutes for the next three days to monitor and document their ability and motivation.

	Planning & Time Management
	I have chosen a tool to help me in time management. The tool is the checklist. The checklist helps me in listing all of my tasks. It allows me to prioritize my tasks, in order to complete all tasks on time.
	I have started using the checklist tool, and I have shared it with my coach (Ms. Nicole)


	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

	Motivation Environments
	I have requested to implement the Danat recognition program on my team members.
	I have agreed to propose one of my team members to receive Danat card. This would happen at the end of each Quarter.

	Mentoring
	I planned to mentor Ahmad through his next project.  He approached me in request for tips on time management. I have offered him to use the checklist tool.
	Ahmad prepared a checklist that he shared with me. I have asked him to report to me with the advantages of using this tool.

	Leadership Styles
	I chose to implement the Delegate leadership style on Mouza, in order to improve this style.
	I’m planning to delegate the NSR CRM task to Mouza and reflect on how it improved Mouza. 
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Leadership Learning Log
	Name:
	Mubarak Al Dosari
	
	Manager:
	Sara Whyte


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)

	14 September 2014
	Managing and Measuring Work
	 Identified that Priya had not met her sales target for the last 2 months and so met with her to discuss.  She had no clear reason so provided SBI feedback helping her to understand how critical it is for her to achieve and that the team missed target this month due to her low result.
	Priya acknowledged the need to work harder and made a commitment to do so appreciating that she had let her colleagues down.

Next time I need to speak to her earlier (i.e. after the first month of missing target) to stress the importance – I recognise that leaving this for a month made her assume it was acceptable to miss target.


	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)

	3 September 2017
	Accountabilities of a Leader 
	Set and agree KPIs for the team
	The team were able to prioritise their tasks, and they have achieved their targets. Accordingly, our customer (the licensees) were happy since we have processed more PCRs.

	10 September 2017
	Accountabilities of a Leader 
	Organise the resources of the department to ensure that KPIs are achieved
	I have created an Annual Leave Plan for the team, in order to organize the team member’s availability during the year. It helped the department to achieve its objectives.

	17 September 2017
	Accountabilities of a Leader 
	Motivate the team so that morale is high and team members feel committed  through the issue of Danat Recognition Cards
	I have asked our Executive Director to issue Danat Recognition Cards to Nazar and Mouza, which in return improved their morale significantly.

	24 September 2017
	Accountabilities of a Leader 
	Control cost by implementing the SMART PCR System
	I have proposed to the top management to introduce a new system that would use Artificial Intelligence features to process the PCRs. The New system would free up resources working on the PCR (Nazar and Mouza). Top management got excited and agreed to implement the idea. 


	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 October 2017
	Accountabilities of a Leader 
	Manage and Implement projects, i.e. the pricing study, to ensure the TRA stays ahead of the sector
	The team (Nazar, Mouza and Myself) prepared the Pricing study where it covered the telecommunications sector in the UAE. The study’s results were presented to the top management.

	8 October 2017
	Circle of Concern/Influence
	Arriving early to the office by leaving home early, which helps me to avoid the traffic jam.
	My manager and the HR department were both pleased

	15 October 2017
	Circle of Concern/Influence
	In order to avoid the parking issue at the TRA, I started to come in early.
	I find parking lots next to the building, which helps me avoid walking long distance. This would help me to be in a good mood.

	22 October 2017
	Circle of Concern/Influence
	In order to draft a robust SMART PCR Request for Proposal (RFP), I have opted to issue a Request for Information (RFI)

	The potential bidder’s response helped me to draft specific requirements for the RFP.


	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)

	29 October 2017
	Effective Leadership Style
	I have delegated the NSR process to Mouza
	It has improved Mouza’s ability and motivation

	5 November 2017
	Encouraging Team Spirit
	Weekly Team Brunch Meetings
	Improved the one team spirit.

	12 November 2017
	How to provide feedback
	Applied the SBI model during the appraisal process with Nazar
	It helped me to justify the score given to Nazar and it made Nazar accept his appraisal’s rating.

	19 November 2017
	How to provide feedback
	Applied the SBI model during the appraisal process with Mouza
	It helped me to justify the score given to Mouza and it made Mouza accept his appraisal’s rating.


	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)

	26 November 2017
	Effective Leadership Style
	I have used the “Abdicate” style with regards to the PCR process and Nazar
	The leadership style and approach helped to build trust between Ahmad and me.

	4 December 2017
	Honesty 
	
	

	10 December 2017
	
	
	

	17 December 2017
	
	
	


	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)

	24 December 2017
	
	
	

	3 January 2018
	
	
	

	7 January 2018
	
	
	

	14 January 2018
	
	
	


	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)

	21 January 2018
	
	
	

	28 January 2018
	
	
	

	4 February 2018
	
	
	

	11 February 2018
	
	
	


	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)

	18 February 2018
	
	
	

	25 February 2018
	
	
	

	4 March 2018
	
	
	

	11 March 2018
	Effective Leadership Style
	I have used the “Direct” approach by directing Ahmad through a task “the future outlook event”
	The leadership style and approach has improved Ahmad’s ability and motivation.


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

	

	Explain the responsibilities of an individual within an action learning set or group including confidentiality and respect for others

	

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

Miscellaneous

	


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) 

	Leadership style available in any enterprise plays an essential role in determining the growth and development of the business. Good leadership results in growth and development of an organization, therefore, giving it a competitive advantage. Additionally, competent leaders have intelligence skills which are necessary for the development of an organization. Factors which influence the type f leadership in an organization include the competence of the leaders. This point means that competent leaders have a significant influence on the type of leadership. Additionally, employees are motivated to work hard when there is responsible leadership guiding them in order to ensure objectives of the organization are realized. Also, the work environment also influences the type of leadership which is embraced in an organization. With a positive working environment, the employees are encouraged to work hard due to the available working environment which gives them a chance to challenge themselves and push to the limits. This approach leads to the development of an organization since the employees are given a chance to work at their best. Also, acceptance of the leaders in an organization influences the type of leadership in an organization. Many leaders use the democratic form of leadership where the employees have fully accepted then to encourage the employee contribution to development.



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 available in any enterprise have both the positive and negative results to an individual or an organization. Some of the organization styles can negatively influence an individual or organization due to lack of satisfaction by the employees. Moreover, the style of leadership embraced by an organization can positively influence the behaviour of an organization due to the employee satisfaction. This results in growth and development of the organization. A democratic style of leadership is encouraged in an organization in order to motivate individual employees to work hard in an organization. At the individual level, democratic type of leadership fosters employees who feel part of the working team in the organization, therefore, warming carefully towards ensuring the goals of the organization are realized. Moreover, in a group set up the employees working as a group are given a chance to work collectively with passion, therefore, helping the organization to achieve its objectives. On the same note, autocratic type of leadership can negatively influence an individual or a group negatively. This is because in this type of leadership the leaders have full control and authority over the employees. This results in lack of motivation among individuals or groups of people because in most cases their views are not encouraged in this type of leadership.


Describe the main motivational factors in a work context and how these may apply to different work situations, teams and individuals (Min 200)
	The main motivational factor in a workplace includes the teamwork among the employees. Teamwork ensures that the employees have a collective approach towards the work, therefore, ensuring that the organization achieves their objectives resulting in growth. Teamwork applies in all the organizations. The use of partnership helps different departments in an organization to work together. Additionally, individual feel motivated to work in a team. Moreover, the efficient style of leadership motivates the teams and individuals in an organization. Performance management and rewarding also motivate individual or groups in an organization. This encourages them to work hard in order to achieve their objectives.


Explain the importance of a leader being able to motivate teams and individuals and gain their commitment to objectives (Min 300)         
	A leader available in any enterprise has a significant role to play in an organization in order to ensure that workers are motivated to work hard in that organization. The ability to drive employees by a leader helps them to have the confidence in leadership, therefore, work hard to help the organization achieve their objectives. This is because the employees have a trust in their leaders, therefore, work together either individually or as a team. Additionally, the ability of a leader to motivate the employees in an organization encourage them to contribute their views towards the development of an organization. The employees feel comfortable to give their views on how to improve the organizations thereby resulting in growth and development of the organization.


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) 

	Teamwork available in any enterprise a vital importance in promoting the performance of the organization. The sense of teamwork helps the employees to have a collective approach towards the responsibilities given to an organization. Additionally, the common sense of purpose helps the organization to have a joint plan towards realizing the objectives of the organization. Furthermore, teamwork brings people from diverse backgrounds together. By doing this, the employees and organizational management are brought together to contribute their ideas towards the development of the organization, therefore, helping it to achieve the objectives. Also, working as a team make the operations of the organization easier.



Explain the role that communication plays in establishing a common sense of purpose (Min 300 words)
	Communication available in any enterprise plays an important role towards ensuring that the organization achieves the set objectives. Firstly, communication helps the employees to appreciate the workplace and feel committed to helping the organization achieve its objectives. Also, effective communication in an organization helps individual employees to understand their duties and responsibilities within the organization, therefore, performing their roles effectively. Moreover, effective communication helps the employees to have a sense of organizational engagement, therefore, ensuring that they perform their duties effectively. Additionally, efficient communication ensures that the organization has a collective approach towards organizational objectives, therefore, preventing cases of employees looking for their ways of solving problems within the organization. This approach, therefore, helps the employees in an organization to have a sense of commitment towards the organization thereby promoting its growth and development.


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

	Occasionally arriving late to work
	I moved it form my circle of concern to circle of influence by leaving home early
	My line manager is pleased with my attendance record and I currently have no attendance violation recorded by the HR

	Facing difficulty to find a parking space in front of the office
	Arriving early ahead of my colleagues 
	Ease of finding a parking space makes me avoid the tension of wasting time looking for a parking space

	Difficulty in assessing a Price Control Request (PCR) usually submitted by an operator
	Training course related to tariff approval
	Now I am more competent and ready to embark on the assessment

	Face a challenge to get hold of all the stakeholders involved in the process of approving a New Service Requests (NSR).  
	The Automation of the NSR process (NSR CRM Project)
	It made my job easier to monitor and follow up on submitted NSRs

	
	
	


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 
UAE Telecom Future Outlook Summit 2018

I have assigned this task to Ahmad Aman, a fresh graduate who has joined the TRA in January 2018. Ahmad has low ability and high motivation, therefore I assumed that this task would increase his ability.

I chose this style with Ahmed as I wanted to have a high degree of control on the decisions. I also prepared a checklist to Ahmad, and I kept monitoring him step by step.

	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 Ahmad to get some exposure. It allowed me to teach him to use some tools (checklist). 

	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? 
On a group level, Ahmad might have slowed the work of the group. As he faced some challenges, i.e. he struggled to contact key stakeholders etc.. However, it had positive impact on Ahmad as he gained experience and improved his ability.


Style – Delegate

	Situation: Describe the situation & why you chose this style 

I have delegated the New Service Request (NSR) process to Mouza. Where she now has the necessary authority to perform the required actions. However, Mouza requires a final review of the approval letters before it is issued to the operators.

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

Mouza has built up her ability during the past two years at the TRA. She currently has the experience to perform important tasks. However, I have noticed that her motivation is low. Accordingly, I opted to delegate this task to Mouza. Mouza felt important by being responsible of the NSR process. Accordingly her motivation has increased.

	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 believe that it is a WIN/WIN situation. Where I have delegated this task to Mouza, and I have extra free time to concentrate on other tasks. At the same time, delegating the task to Mouza has increased her motivation.


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

We have received a complaint from one of the operators. The dispute is complicated and it has a long history. In order to solve the issue I opted to choose the involve leadership style. Where I have requested Nazar, the most senior team member, for his advice. I also shared with Nazar on the approach that we used to follow at the utilities regulator (my previous job).



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

Nazar felt satisfied for involving him in the dispute process. I also benefited from Nazar’s experience, by involving him in solving the dispute.

	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 

The Review of Etisalat’s Regulatory Accounts is an extremely critical project. We conduct the review on an annual basis. It is complicated and requires an expert in Accounting, Finance and Telecom to perform this review. Accordingly, I have empowered Nazar to manage this project. He has the necessary experience and knowledge.

Nazar had a high degree of control and I made it clear to him that he would be held accountable for the success/failure of the project.



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

Nazar likes to work with a high degree of freedom. As he has performed most of the projects and tasks several times during his 10 years tenure at the TRA.

I also benefit from having spare time to concentrate on other critical projects.

	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? 
As an individual, empowering your staff makes your team members feel important. It also provides me with spare time to sit with our fresh grads.


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 Service Requests

	To Whom: Describe whether they have high or low ability and motivation
I have delegated this important task to my subordinate. I always believed in Mouza that she has the necessary skills to complete the task.

However, Mouza was not motivated to take lead. Accordingly, I thought that it would be useful to delegate this task to Mouza in order to motivate her.

	Outcome: Evaluate the effectiveness of your choice and methodology
I did not expect the outcome of delegating this important to task to Mouza.

I have met Mouza before delegating the task. I briefed her with the task, and I explained to her the importance of this task.

Mouza became very motivated by the end of completing the first New Service Request. 

After the task was completed, I met her and I expressed my gratitude as she have done a great job.

	Reflection: What impact did this have on you as a leader & what would you do differently next time? 
It made me understand my employees. It is not easy to motivate an employee, but delegating important task to the employees and showing them that they’re valuable to the organisation increases their motivation and hence their productivity.


Example 2 

	What you Delegated
Draft a response letter to TDA Department regarding VAT

	To Whom: Describe whether they have high or low ability and motivation
I have delegated this task to my subordinate Nazar. I could describe Nazar as high ability and low motivation employee. He is a hard worker and he has the experience and knowledge to complete any task.

	Outcome: Evaluate the effectiveness of your choice and methodology
When I briefed Nazar, he was happy with the task being delegated to him instead than any other employee. Accordingly, he worked hard to complete the task on time and in the best quality.

I called Nazar for a meeting to discuss the draft letter, and I expressed my gratitude to Nazar and I got a good feedback from him.

	Reflection: What impact did this have on you as a leader & what would you do differently next time? 
I feel by now that I am confident in delegating almost all of my tasks to my subordinates. I just need to manage the people rather than the tasks themselves.

Engaging my staff makes them feel satisfied and motivates them to work harder.


 Example 3
	What you Delegated
Managing Price Control Requests

	To Whom: Describe whether they have high or low ability and motivation
I have delegated this task to my subordinates Nazar and Mouza. 

I could describe Nazar as high ability and low motivation employee. He is a hard worker and he has the experience and knowledge to complete any task.

On the other hand, Mouza was not motivated to take lead. Accordingly, I thought that it would be useful to delegate this task to Mouza in order to motivate her.


	Outcome: Evaluate the effectiveness of your choice and methodology
The task was originally a responsibility of the Manager of Regulatory Economics.

My predecessor used to perform the task autonomously.

However, I decided to involve Nazar and Mouza in the Process.

Nazar performed the sophisticated part of the process, which included the Socio-Economic Assessments.

On the other hand, I asked Mouza to deal with the admin part of the PCR.

Both of them handled their tasks in a great manner.

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

I feel by now that I am confident in delegating almost all of my tasks to my subordinates. I just need to manage the people rather than the tasks themselves.

Engaging my staff makes them feel satisfied and motivates them to work harder.


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. Getting as much free time as possible;

2. Agreeable working conditions; and

3. Being respected within the company.

In brief, this is how I am going to briefly address the above three motivational factors:

1. Getting as much free time as possible:

I’m planning to offer my team free time as long as they deliver their tasks on time and with the best quality. However, they should use their free time in developing themselves.

2. Agreeable working conditions:

I find that the working conditions are agreeable, however, it would be better to seek my subordinates perception of agreeable working conditions as a starting point. Accordingly, I would be able to meet their needs, as much as possible. Hopefully this would result in motivating them.

3. Being respected within the company:

That is the most easiest factor. It could be easily achievable and thus it would result in improving the motivation of the employees.



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

Example 1

	Motivating Tactic: “Danat Reward System”
Based on the previous assessment, I have found that Nazar could be motivated by Reward. Therefore I opted to initiate the Danat Reward System at the TRA. Danat is a Reward System applied at the TRA where the Manager is able to nominate one of his staff to receive a monetary award as an incentive to increase the employee’s motivation and productivity.


	Impact – how did the individual/team respond?

Nazar was so happy and grateful. He has contacted me directly after receiving the Danat card. He Thanked me for this gift and I have felt that he got energised and encouraged to perform better.


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

It is extremely important for a manager to apply such motivational tactic. The Reward System serves as an excellent tool to increase the competition between the employees. Specially employees who are driven by monetary rewards.


	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.


Example 2

	Motivating Tactic: Recognition
For some employees, the act of recognising that they have done a great job serves as a very effective motivational tool. At the TRA, Managers are able to write recognition cards to their employees in recognition for their great job. Such tactic is effective and has no costs (compared to the reward system). Some employees prefer the recognition letter on the reward system.


	Impact – how did the individual/team respond?

I have written a recognition card to Mouza, as she has improved a lot recently. Mouza’s response was exceptional. Her performance has even further improved.  


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

The Recognition approach is very effective and has no cost. Therefore, I believe that all managers should take advantage of this tool in raising 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
2017 was a very busy year. The Regulatory Affairs department had been assigned additional projects to execute. Accordingly, some of these projects has been cascaded down to my section. I have called for a team meeting, where Mouza, Nazar and Ahmad has all joined.

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

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

I knew that for a limited period during 2017, Nazar would be overloaded with his objectives in addition to tasks/projects that would be assigned to him on ad-hoc basis.

Therefore, I decided to warn him of the challenges that he would face.

By the end of 2017, Nazar has delivered all of his projects on time.  
	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 Nazar 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.
	Nazar was so happy and I could sense that his morale has improved.

This positive feedback provided Nazar 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.



	Piece of improvement feedback

Mouza did not show up at work, without notifying me and with no reason. On the same day, I was out of the office (attending a training course) and the Executive Director for Regulatory Affairs wanted to get a piece of information related to a New Service Request (NSR). Usually, when a telecom operator decides to launch a new service for the telecom customers, the operator applies for a clearance through the NSR process. Mouza handles the NSR process with my support. With Mouza and I out of the office, this created a big challenge for our colleagues to address the Executive Director’s request. 
	I have used the SBI model as an approach to provide Mouza with my feedback. I started by explaining the situation that Mouza caused by not showing up on that day. How did she effect the image of the Executive Director by having no clue of the status of that specific NSR. Later on, I started to discuss her behaviour by not showing any kind of responsibility. As she had to inform me that she was not able to show up on that day. Finally, I described to her the impact of her behaviour on the Team and the work.

I have requested Mouza to develop a sense of responsibility towards her tasks. That was my main feedback.

Mouza has welcomed my feedback and noted it as an Area for Improvement.

Currently, It is obvious how Mouza has improved her attendance and sense of responsibility towards her tasks.
	Mouza has realised her mistake and the consequences of her action. She were grateful that I did not escalate this issue and that we have solved it with in our team. 

Mouza now realises the importance of her tasks. She has been proactive by suggesting a mechanism (the NSR CRM) that would help us avoid such situations in the Future.
	I believe that I should have communicated to Mouza the importance of her job to the department and the TRA. As I have noticed that she did not recognise how important is her job to the TRA and the Telecom Sector.

Ms Nicole has pointed out this disadvantage, and since I have been working on improving my communication with the Team.


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 manager, Sara Whyte, which I need to communicate more often with her and the team. The main obstacle is that my manager and team are located in Abu Dhabi, while my office is in Dubai. For most of the week (3 days) I work from my office in Dubai. The other two days I spend it in Abu Dhabi.


	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 box, communicating is not one of my best aspects. I have taken advantage of my coaching session that I had with Ms. Nicole. I have explained to Ms. Nicole the co-location challenge. She has advised me to increase the level of communication by making spontaneous phone calls. She has also asked me to use the video conference facility that we have at the TRA.


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

Ms. Nicole’s advice helped me so much. I started calling Sara, my line manager, at least once a day. I brief her and ask for her advice on work related tasks and activities.

I have also started calling Mouza and Nazar more often. More than one call a day. It has also helped building trust and get rid of the barriers caused by the co-location.



Example 2

	Describe the Feedback Received on your Leadership Behaviour  

I have received a feedback from Mouza that she needs to be more involved at our section. Mouza has joined the TRA one year prior to my appointment. She has recently completed her graduate training program. I have noticed that she has been neglected by the previous manager. 


	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 Mouza. 



	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 Mouza, she had no motivation to work.
By delegating this task, I was able to increase her motivation and ability.




Example 3

	Describe the Feedback Received on your Leadership Behaviour  

I have received a feedback from my line manager, Sara Whyte, to avoid showing up late at work.



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

· Transactional Analysis: when I received the feedback from Sara, I tried to stay at the Adult status. Instead of complaining of the traffic, I accepted her feedback.

· Circle of Influence: It is obvious that I will not be able to improve traffic. However, I realized that if I left early from my house, I would be able to avoid the traffic and reach the office with ease and comfort.


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

Sara was very pleased with my action and how I dealt with her negative feedback.

I have also managed to avoid all late violations issued by the HR.



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. 

[image: image2.jpg]



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
	
	
	

	
	____4__
	___4___
	___5___
	____7__

	Combined Totals
	
	
	

	
	___6___
	___7___
	___13___
	____14__


ILM Certificate Coaching Sessions 2017

Name: Mubarak Al Dosari
	
	
	
	
	


Stage I First Coaching Hour: 22 November 2017

Second Coaching Hour:   6 February 2018
Coached by Consultant:    Nicole Caldwell
Job Title:  Manager Regulatory Economics
 DOJ:  

Company name:  TRA 




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)

	Identifying Ability/Motivation Issue with Mouza

 and coaching opportunity for Nazar


	Mouza, a fresh graduate, who is trying her best to be productive at the Regulatory Affairs Department. However I have identified she has low ability and low motivation. She report to Nazar and has done so for the past 12 months. 

Low Motivation – I have spoken to her in January.  But I couldn’t get a clear understanding for the reason of her lack of motivation.  Retrospectively I understand I didn’t approach in the best way and would now in the same situation use the SBIC Model.  I was asking Why? Why? And this wasn’t beneficial in understanding her situation.

If you want to excel in TRA, you need to attend training courses.  Most training courses are in the UK, Mouza resists these training courses, which are outside of Abu Dhabi –as culturally this is difficult for her, she cannot travel.

Circle of Influence

Following a discussion with my manager, we have decided to conduct a training course within Abu Dhabi by bringing a Trainer from the UK. This is a Win/Win Situation for both our team and Mouza.

Mouza is now happy with this opportunity and I can see her motivation and attitude has changed.  She is open and has moved to high motivation but is still in low ability.  

Motivation and Ability

This training will boost her ability.

There has been an incremental change in her confidence and she has tasked for tasks – I have given her critical tasks which are sensitive.  Although they are not complex and within her ability level.  Mainly administrative tasks.  

Leadership style – Delegate to Mouza.

Check list.  Provide support, help.


	To grow Mouza her ability I will delegate Nazar the responsibility to Coach Mouza.     

To ensure success of this coaching I will design a coaching plan for Nazar to follow and spend time with Nazar; mentoring him to Coach Mouza.      I will share coaching styles and other techniques I have learnt during ILM – SBIC 

Coaching – Coaching – ask the right questions – open style 

TED   Tell me, Explain to me,   Describe to me

Pull to start to find out what she knows then push to teach etc.   Go through the manual to ensure clear coaching style.

Empower Leadership Style to Nazar and give him 51% ownership.  Step back.

.


	Outcome of her completing the critical tasks

Outcome Monitoring Nazar

Outcome – Mouza Motivation / from the coaching

Outcome – Mouza Ability / from the coaching

One to One – to see how Mouza is going?    

Find out what motivates Mouza

Also find out what motivates Nazar

Raise or promotion – circle of influence – what can you influence – performance appraisal.   Feedback he will receive.

SBIC Model feedback.



	Using and implementing the knowledge I have learnt in ILM
	How can I apply these new learnings in real life without falling back into old habits.  I feel there is too much information.

Discussed reading 

Tiny habits.com

BJ Fogg

Main Focus:   I have a weakness in lack of communication :  I do not communicate frequently enough with my team.

Aware I am a Box Shape – not sociable but I am task focussed. 

  
	Tiny Habits.com

BJ Fogg

To change behaviour takes 30 days.   So focus on the one big thing 

Focus on Connecting with my Team more Often.

Casual phone call to catch up / check in

Create Motivational Environment:   

SBIC – Positive Feedback 

Ask people what are they working on – any stucks they might be having.

Have weekly breakfast / meeting / happiness messages

One to Ones 

Identify staff member shapes 

Understanding importance of phone calls / tone / body language etc and the impact on the staff.

Does the message get lost?

Sharing information when I go to Abu Dhabi office

On a personal level – call my wife everyday.

 
	Learnings from Tiny Habits.



	Used to be proactive – plan ahead.  I would anticipate problems.  Now I feel I am in fire fighting mode a lot.
	Now I am finding I am in fire fighting mode so I am reacting to adhoc projects.  I find I am in  Time Management Matrix Quadrant 1

Understand I need to be in Quadrant 2 – to do this I need to plan, anticipate and be proactive.

Ad-hoc projects which used to be irregular are now quite regular and therefore no longer  ad-hoc.   So expect the unexpected.  


	Formalise and stick to a Task List  – start to prioritize.

Allocate time in my task list for adhoc projects.

Communicate my  task list with my team to see if what they are doing will impact on my prioritisation of task.


	

	Coaching 6 February 2018


	
	
	

	Follow up Nazar & Mouza re coaching results 
	
	
	

	Goals – 12 months
	Completed your diploma

Complete ILM and received certificate 

Start my PHd


	
	

	
	Team: Increase delegation to my team to free up time for AI and also Leadership Role.

Create Motivational Environment – have an event with my team every three months in Abu Dhabi i.e.lunch.   Schedule into calendar.   Builds trust and improves relationship and Personal Leadership Style

Send team on team building activity or team building with other departments.

Continue using SBI Model for both positive and improvement feedback – focusing on the impact.

Using shapes to identify team members and keeping shapes in mind when dealing with them and involving them in projects.

Circle of Influence – focus on keeping in mind what I can influence


	
	

	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 Nazar on my team.  High attrition rate.
	Be proactive.   Find out what would motivate him to stay?  If financial motivation was viable for TRA?

Even working the in the same department we work in silos.
	
	

	Training Courses to attend for Mouza
	Invite training company to come to UAE to conduct training for TRA.   Meet and persuade my Boss to arrange rather than sending my team to Brussels.
	
	

	
	
	
	

	
	
	
	


All writing below this area is to be deleted when submitting the assignment/ portfolio re coaching:
You agreed to email instructor update by xxx regarding the assignments.

	

	You mentioned the main area I want to work on: 

1) Communication, SBIC Model, Abilty / Motivation, Planning & Time Management,  Motivation Environments,  Coaching, Mentoring, Push and Pull, Leadership Styles, Tiny Habits.com.  Focus on one big thing – 30 days.   

The main thing I gained so far from the Stage I & II:

Instructors comments 
Instructor was impressed with Mubarak being open about his weaknesses and identifying that being a box he is not comfortable with communicating with not only his team but also his friends and family.   He is open to try and implement the communication styles as discussed.     

Very impressed with Mubarak and how he has implemented the ideas and goals from our first coaching session.  He has made a concerted effort to work on his communication skills and build a motivational environment with his team.   His wife is also holding him accountable when it comes to calling her on a regular basis, keeping the lines of communication open.




Module 1 Roles and Responsibilities of an Effective Manager/Leader: 
1) Circle Influence: 

2) Leadership styles: 

Module 2 Motivation:

1) Motivation Chart: 

2) Motivating Tactics: 

3) SBI feedback- gave +ve and development feedback: 

4) Feedback received: 

5) Shape Talk Result:- 

Triangle:   Squiggle:   Box:    Circle: 

Module 3 Interpersonal Skills:
1) Adult mode Stress: 

2) win-lose to  win-win:

3) CEO Presentation Summary:

Module 4 Delegation: 
1) Delegation Examples: 

2) Feedback from Line Manager: 

3) Time Log:

Module 5 Planning + Organising: 

1 Time robbers: 

2 Reduce Quad 3 + 4 – e.g. :

3) Quad 1 to 2: 

4) Meetings: 

Module 6 Leading Change:

1) Commitment Curve:

2) Mindset:

Module 8 Managing Performance :
1) Performance Appraisal Preparation:

2 Performance Discussions: 

STAGE 2 Assignments:

Learning Sets:
Leadership Learning Log Entries:
1) 
Leadership Action Plan:
1) 
Module 1 Leadership from Within
1) Anti Hijack: 

2) Team and Individual Triggers:

3) EBA Deposits:

4) Red Light Competencies:

Module 2 Leading Your Team:

1) Practise Coaching:

2) Team Working - Belbin Questionnaire:

3) Team Objective:

Module 4 Leading for Continuous Improvement:

1) Manager EBA Deposits: 

2) Four Steps to Persuasion:

Module – ‘Leadership from Within’ Assignments

1. Use the tools on your anti hijack plan and report back on results using the table below.

	What Anti Hijack tools did you use?
	What result did this bring you?

 (also describe what was effective and what was less effective)
	What would you do to improve these results next time?

	Mindfulness

After having a long drive to the office and just before I start my day, I offer myself a 5 minutes of silence and peacefulness. Within these 5 minutes, I try to think of things that would make me feel happy.
	This tool helped me a lot in releasing the stress and tension that might accumulate from the long and stressful drive to work. It also helps me to get rid of the negative sentiments (if any) of the day before.
	I’m thinking of adding two more sessions. One session at the middle of the business day and one at the end.

	Identifying Triggers
Following my meeting with my Coach (Ms. Nicole), we have agreed on identifying triggers that might make me upset or frustrated. By the end of the session, I was able to identify couple of triggers (mentioned below)
	Identifying triggers and trying to avoid them sounds easy, but it’s not. It is extremely difficult to instantly think of triggers that upset or frustrates you at work. It is even harder to avoid such triggers or mitigate their effect on you. In my case, once I have identified those triggers, I started to practice avoiding them and it eventually worked (most of the time).
	I will start to identify triggers that makes me happy.

	· Putting on the Brakes
It is very useful to put on the brakes when a trigger appears. You could pause for couple of seconds, take a deep breath, and think about the situation from a different perspective while bearing in mind the consequences of your action.
	This tool has helped me to avoid many embarrassing situations. It even helped me sometimes to turn a negative situation into a positive one.
	I should do it more often. By practicing it, this tool becomes natural and it takes you less time (while you are on the putting on the brakes mode).


2. Discuss your triggers with your team and get them to share their triggers with you

   Your Triggers

	· Too much details: during a conversation, some of my colleagues tend to speak a lot and offer unnecessary details; and

· Interruptions: when someone frequently interrupts me while I am talking, even if it was done with good intentions.

	


   Your Team’s Triggers

	· Vague instructions; and 

· Lack of communication.

	


   What you will do with the information you have gathered

	· First I would need to be mentally present when such trigger occurs;

· I would need to assess the best tool to use in order to overcome this trigger; and

· As for my team triggers, I try to avoid teams’ triggers. In case unintentionally one of the triggers occurred, then I would need to rectify my action using the tools (putting the brakes on and solving/improving the issue/situation).

	


3. Put deposits in the EBA of someone you need to build more trust with.

	Deposit Made
	Outcome

(also describe what was effective and what was less effective)
	How would you improve the outcome next time?

	Understanding Mouza’s cultural boundaries was the first deposit that I made. I have acknowledged the obstacles that she faces in travelling outside of Abu Dhabi (even if the trip was to Dubai). Such obstacle would stop Mouza from attending training courses/ workshops/ meetings. Therefore, I assured her that this would not affect her appraisal and that we will always find a solution to keep her present and up to date.
	The obvious outcome is that Mouza now trusts me more than ever. She is willing to sacrifice for the TRA with her time and effort.
	-

	Ahmad Aman is a fresh graduate that has recently joined my team. He is an introvert person and it is so hard to earn his trust. Therefore, I opted to dedicate an hour of my time to sit and chat with him. Later on, these sessions started to include some stuff related to work. 
	I have noticed that this session made Ahmad more social and friendly with me and other team members. It has also built trust between us.
	I might start invite Mouza to this session, once Ahmad becomes fine with sharing his thoughts in front of others.


4. Work on your identified Red Light competencies to strengthen these.

With your heightened focus on these competencies what progress have you made to strengthen it?

Example 1 

	Describe the Red Light Competency 

Building Positive Relationships

When I first joined the TRA, I have noticed that there are bad relationships between my team members in the section and on the departmental level.

	Explain the actions taken & progress made 

It extremely difficult to move improve relationships unless you build trust. I have communicated this to our Executive Director. I started by talking to my team members and spreading positive words between them. I have always stressed on the fact that we are one team working towards one goal. It took time to achieve my objective. After spreading the positive vibes at the section, the Executive Director started to do the same on a Department Level. These were the actions taken to build positive relationships:

· Team meetings on a section and departmental level;

· Team building exercises; and

· Having weekly team breakfast (every Thursday).


	Describe the outcomes / results of those actions

· The employee’s relationship has improved exponentially;

· It has built trust and improved productivity; and

· It has created a positive environment.


	What do you need to do to continue improving your leadership 

(Be specific in linking your answer to a particular Leadership Model)
· Create motivational environment.

Part of being a leader is creating a motivational environment for your team members.

As a result, positive relationships would be built between the team members.


Example 2 

	Describe the Red Light Competency 

Leadership + Facilitating Change

People tend to resist change. I have noticed the similar behavior at my workplace. It is tough especially when you face resistance from your manager. It happened when I suggested to automate a process currently undertaken by Nazar, who reports directly to me. Part of the change is to introduce some Artificial Intelligence element to the automation process. The new system is called the SMART PCR. It is also worth to mention that Nazar also resisted this idea/change. 

	Explain the actions taken & progress made 

So I decided to get the buy in of the top management (Sara my line manager and Mohamed our Executive Director, in addition to the DG and DDG). I prepared a presentation with the pros and cons. The DG, DDG and Executive Director loved the idea and gave me the full support to implement it. Consequently, Sara was convinced. This approval and support has been cascaded downwards to all employees at the Department.



	Describe the outcomes / results of those actions

The outcome of this approach is that all employees at our department now tend to embrace change. They have noticed the positive aspects of change.


	What do you need to do to continue improving your leadership 

(Be specific in linking your answer to a particular Leadership Model)  

· Effective Communication; and

· Emotional Intelligence.

The above two leadership characteristics are very important to spread your message across.



Example 3

	Describe the Red Light Competency 

Managing Performance

Currently at the TRA, managing performance is being handled through the annual appraisal process. Accordingly, objectives are set at the beginning of the year (the deadline for setting objectives is February). By the end of the year, the manager evaluates his team’s performance based on the agreed objectives. A Mid-year review is optional, usually undertaken during the month of July.


	Explain the actions taken & progress made 

The TRA recognizes the importance and benefits of performance management. However, I believe that it should be performance management should be conducted more frequently. Accordingly, I decided to have the performance review with my team on a Quarterly Basis.

	Describe the outcomes / results of those actions

Having more frequent feedback would allow the manager to provide timely feedback for his employees. Both managers and employees would have fresh memory of recent events. Consequently, it helped me and my team to face our challenges and overcome these challenges more effectively. 


	What do you need to do to continue improving your leadership 

(Be specific in linking your answer to a particular Leadership Model)  

I believe that I need to conduct such sessions on bi-weekly basis, if it is convenient (based on our busy schedules).

The sessions should not be too long, all topics could be covered during a 30 minutes meeting.



5. Team Role Preferences

Directions: For each section, distribute a total of ten points among the sentences, which you think, best describe your behaviour.  These points may be distributed among several sentences: in extreme cases they might be spread among all the sentences or ten points may be given to a single sentence.  Enter the points in the table provided at the end.

Section 1

What I believe I can contribute to the team:

a) I think I can quickly see and take advantage of new opportunities. 4
b) I can work well with a very wide range of people. 3
c) Producing ideas is one of my natural assets. 1
d) My ability rests in being able to draw people out whenever I detect they have something of value to contribute to group objectives. 1
e) My capacity to follow through has much to do with my personal effectiveness.

f) I am ready to face temporary unpopularity if it leads to worthwhile results in the end.

g) I am quick to sense what is likely to work in a situation with which I am familiar.

h) I can offer a reasoned case for alternative courses of action without introducing bias or prejudice. 1
Section 2

If I have a shortcoming in teamwork, it could be that:

a) I am not at ease unless meetings are well structured and controlled and generally well conducted. 4
b) I am inclined to be too generous towards others who have a valid viewpoint that has not been given a proper airing.

c) I have a tendency to talk a lot once the group gets on to new ideas.

d) My objective outlook makes it difficult for me to join in readily and enthusiastically with colleagues. 2
e) I am sometimes seen as forceful and authoritarian if there is a need to get something done. 

f) I find it difficult to lead from the front, perhaps because I am over responsive to group atmosphere. 2
g) I am apt to get too caught up in ideas that occur to me and so lose track of what is happening. 1
h) My colleagues tend to see me as worrying unnecessarily over detail and the possibility that things may go wrong. 1
Section 3

When involved in a project with other people:

a) I have an aptitude for influencing people without pressuring them. 3
b) My general vigilance prevents careless mistakes and omissions being made.

c) I am ready to press for actions to make sure that the meeting does not waste time or lose sight of the main objectives. 2
d) I can be counted on to contribute something original.

e) I am always ready to back a good suggestion in the common interest. 2
f) I am keen to look for the latest in new ideas and developments.

g) I believe my capacity for cool judgment is appreciated by others.

h) I can be relied upon to see that all essential work is organised.  5
Section 4

My characteristic approach to group work is that:

a) I have a quiet interest in getting to know colleagues better. 2
b) I am not reluctant to challenge the views of others or to hold a minority view myself. 

c) I can usually find a line of argument to refute unsound propositions. 3
d) I think I have a talent for making things work once a plan has to be put into operation.

e) I have a tendency to avoid the obvious and to come out with the unexpected.

f) I bring a touch of perfectionism to any team job I undertake. 1
g) I am ready to make use of contacts outside the group itself. 2
h) While I am interested in all views, I have no hesitation in making up my mind once a decision has to be made. 2
Section 5

I gain satisfaction in a job because:

a) I enjoy analysing situations and weighing up all the possible choices. 2
b) I am interested in finding practical solutions to problems. 3
c) I like to feel I am fostering good working relationships.

d) I can exert a strong influence on decisions.

e) I can meet people who may have something to offer. 1
f) I can get people to agree on a necessary course of action.

g) I feel in my element when I can give my task my full attention. 2
h) I like to find a field that stretches my imagination. 2
Section 6

If I am suddenly given a difficult task with limited time and unfamiliar people:

a) I would feel like retiring to a corner to devise a way out of the impasse before developing a line.

b) I would be ready to work with the person who showed the most positive approach however difficult he might be. 4
c) I would find some way of reducing the size of the task by establishing what different individuals might best contribute.

d) My natural sense of urgency would help to ensure that we did not fall behind schedule. 2
e) I believe I would keep cool and maintain my capacity to think straight. 1
f) I would retain a steadiness of purpose in spite of the pressures. 3
g) I would be prepared to take a positive lead if I felt the group was making no progress.

h) I would open discussions with a view to stimulating new thoughts and getting something moving.

Section 7

With reference to the problems to which I am subject in working in groups:

a) I am apt to show my impatience with those who are obstructing progress. 1
b) Others may criticise me for being too analytical insufficiently intuitive. 3
c) My desire to ensure that work is properly done can hold up proceedings. 1
d) I tend to get bored rather easily and rely on one or two stimulating members to spark me off. 2
e) I find it difficult to get started unless the goals are clear. 1
f) I am sometimes poor at explaining and clarifying complex points that occur to me.

g) I am conscious of demanding from others the things I cannot do myself. 1
h) I hesitate to get my points across when I run up against real opposition. 1
Team Role Preferences: Analysis Sheet

Directions: Enter the scores, section by section, in the table below. Then add up the points in each column to give a team-role distribution score. The column with the highest score is your Team Role Preference.

	Section
	
	CW
	
	CH
	
	SH
	
	PL
	
	RI
	
	ME
	
	TW
	
	CF

	1
	g
	
	d
	1
	f
	
	c
	1
	a
	4
	h
	1
	b
	3
	e
	

	2
	a
	4
	b
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	1
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	f
	2
	h
	1

	3
	h
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	a
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	c
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	e
	2
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	b
	
	e
	
	g
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	c
	3
	a
	2
	f
	1

	5
	b
	3
	f
	
	d
	
	h
	2
	e
	1
	a
	2
	c
	
	g
	2

	6
	f
	3
	c
	
	g
	
	a
	
	h
	
	e
	1
	b
	4
	d
	2

	7
	e
	1
	g
	1
	a
	1
	f
	
	d
	2
	b
	3
	h
	1
	c
	1

	Total
	
	16
	
	7
	
	3
	
	4
	
	9
	
	12
	
	14
	
	7


For the purpose of this exercise look for your top two scores and read about your top two preferences. Then read through the other descriptions.

Description of Team Roles

Company Worker (CW)

Traits:
  Stable and controlled.  The Company Worker is the practical organiser.  He is the one who turns decisions and strategies into defined and manageable tasks that people can actually get on with.  He is concerned with what is feasible, and his chief contribution is to convert the team's plans into a feasible form.  He sorts out objectives and pursues them logically.

Like the Chairman, he too has the strength of character and a disciplined approach.   He is notable for his sincerity, his integrity and his trust of his colleagues, and he is not easily deflated or discouraged; it is only a sudden change of plan that is likely to upset him, because he is liable to flounder in unstable, quickly changing situations.

Because he needs stable structures, he is always trying to build them.  Give him a decision and he will produce an organisation chart.  He works efficiently, systematically and methodically, but he is sometimes a little inflexible and unresponsive to speculative, 'airy-fairy' ideas that do not have visible immediate bearing on the task in hand.  At the same time he is usually perfectly willing to trim and adapt his schedules and proposals to fit into agreed plans and established systems.  The Company Worker can be over-competitive for team status, which can be damaging, if it expresses itself in the form of negative non-constructive criticism of suggestions put forward by other members of the team.  Normally, however, he is close to the team's point of balance.  If anyone does not know what on earth has been decided and what he is supposed to be doing he will go to the Company Worker first to find out.

Chairman (CH)

Traits:
  Stable, dominant, extrovert.  'Chairman' is one of those slightly misleading titles, since he may well not be the leader of his team: nevertheless, it is team leadership that he is best fitted for.

He is one who presides over the team and co-ordinates its efforts to meet external goals and targets.  He is distinguished by his preoccupation with objectives.  You would expect him to be at least normally intelligent, but not in any sense brilliant, and not an outstanding creative thinker; it is rare for any of the good ideas to originate from him.  He is much more remarkable for what used to be called 'character'; his approach is disciplined, and it is founded on self-discipline.  He often has what is called 'charisma', but it is perhaps easier to think of it as authority.  He is dominant, but in a relaxed and unassertive way - he is not domineering.  He has an instinct to trust people unless there is very strong evidence that they are untrustworthy and is singularly free from jealousy.

He sees most clearly which of the team is strong or weak in each area of the team's function and he focuses on what they do best.  He is conscious of the need to use the team's combined human resources as effectively as possible.  This means he is the one who establishes the role and work-boundaries of the others and also who sees gaps and takes steps to fill them.

He talks easily and is easy to talk to; a good communicator in the two way sense, neither a compulsive talker, nor a 'man of few words' but certainly a good listener.

It is the Chairman who clarifies the group's objectives and sets its agenda; he selects the problems for the team's consideration and establishes priorities, but does not attempt to dominate the discussion.  His own early contributions are more likely to take the form of questions than assertions or proposals.  He listens, he sums up group feelings and articulates group verdicts, and if a decision has to be taken, he takes it firmly after everyone has had their say.

Shaper (SH)

Traits:
  Anxious, dominating, extrovert.  Some observers of a team in action have suggested that the team needs a 'social' leader, who is the permanent head of the group, and a separate 'task' leader who is in charge of a specific and defined project - much in the way that a nation needs both a Head of State, who is permanent, and a Head of Government, with a specific job to do.  If so, the Shaper is the task leader and the Chairman is the social leader.  The Shaper is the most likely to be the actual leader of a team in both cases where there is no Chairman, or where the Chairman is not, in fact, the leader.

The Shaper is full of nervous energy, he is outgoing and emotional, impulsive and impatient, sometimes edgy and easily frustrated.  He is quick to challenge, and quick to respond to a challenge (which he enjoys and welcomes).  He often has rows, but they are quickly over and he does not harbour grudges.  Of all the team, he is the most prone to paranoia, quick to sense a slight problem and first to feel that there is a conspiracy afoot and he is the object or the victim of it.

The principal function of the Shaper is to give a shape to the application of the team's efforts, often supplying more of his own personal input than the Chairman does.  He is always looking for a pattern in discussions, and trying to unite ideas, objectives and practical considerations into a single feasible project, which he seeks to push forward urgently to decision and action.

The Shaper exudes self-confidence, which often belies strong self-doubts.  Only results can reassure him.  His drive, which has a compulsive quality, is always directed at this objective.  They are usually the team's objectives too, but then the Shaper, much more than the Chairman, sees the team as an extension of his own ego.  He wants action and he wants it now.  He is personally competitive, intolerant of woolliness, vagueness and muddled thinking, and people outside the team are likely to describe him as arrogant and abrasive.  Even people inside the team are in danger of being steam-rolled by him on occasions, and he can make the team uncomfortable; but he makes things happen.

Plant (PL)

Traits:
  Dominant, very high IQ, introvert.  The Plant originally received his name when it was found that one of the best ways to improve the performance of an ineffective and uninspired team was to 'plant' one of this team type in it.  But you can also think of the Plant as the one who scattered the seeds which the others nourish until they bear fruit.

The Plant is the team's source of original ideas, suggestions and proposals; he is the ideas man.  Of course others have ideas too; what distinguishes the Plant's ideas is their originality and the radical-minded approach he brings to problems and obstacles.  He is the most imaginative as well as the most intelligent member of the team and the most likely to start searching for a completely new approach to a problem if the team starts getting bogged down.  He is as much concerned with major issues and fundamentals than with details and indeed, he is liable to miss out on details and make careless mistakes.

He is trustful and uninhibited in a way that is fairly uncharacteristic of an introvert.   He can also be prickly and cause offence to other members of the team, particularly when criticising their ideas.  His criticisms are usually designed to clear the ground for his ideas and are usually followed by his counter-proposals.

The downfall of the Plant is that he will devote too much of his creative energy to ideas which may catch his fancy but not fall in with the team's needs and contribute to its objectives.  He may be bad at accepting criticism of his own ideas and quick to take offence and sulk if his ideas are dissected or rejected; indeed, he may switch off and refuse to make any further contribution.  It can take quite a lot of careful handling and judicious flattery (usually by the Chairman) to get the best out of him.  But for all his faults, it is the Plant who provides the vital spark.

Resource Investigator (RI)

Traits:
  Stable, dominant, extrovert.  The Resource Investigator is probably the most immediately likeable member of the team.  He is relaxed, sociable and gregarious, with an interest that is easily aroused.  His responses tend to be positive and enthusiastic, though he is prone to put things down as quickly as he takes them up.

The Resource Investigator is the member of the team who goes outside the group and brings information, ideas and has masses of outside contacts.  He is rarely in his office, and when he is, he's probably on the phone.  He is the salesman, the diplomat, the liaison officer, always exploring new possibilities in the wider world outside.  His ability to stimulate ideas and encourage innovation by his activity would lead most people to mistake him for an ideas man, but he does not have the radical originality that distinguishes the Plant; for all that, he is quick to see the relevance of new ideas.

Without the stimulus of others, for example in a solitary job, the Resource Investigator can easily become bored, demoralised and ineffective.  Within the team, however, he is a good improviser active under pressure, but can over relax when it eases.  He can fail to follow-up tasks he undertook in one of his frequent bursts of short-lived enthusiasm.  His range and variety of outside interests can lead him, like the Plant, to spend too much time on irrelevancies that interest him; nevertheless, his is the most important team role to preserve the team from stagnation, fossilisation and losing touch with reality.

Monitor Evaluator (ME)

Traits:
  High IQ, stable, introvert.  In a balanced team it is only the Plant and the Monitor Evaluator who need a high IQ, but by contrast with the Plant, the Monitor Evaluator is a bit of a cold fish.  By temperament he is likely to be serious and not very exciting.  His contribution lies in measured and dispassionate analysis rather than creative ideas, and while he is unlikely to come up with an original proposal, he is the most likely to stop the team from committing itself to a misguided project.

Although he is by nature a critic rather than a creator, he does not usually criticise just for the sake of it, but only if he can see a flaw in the plan or the argument.   Curiously enough, he is the least highly motivated of the team, enthusiasm and euphoria are simply not part of his make-up.  This, however, has the compensating advantage that ego involvement does not cloud or distort his judgment.  He is slow to make up his mind and likes to be given time to mull things over, but he is the most objective mind in the team.

Some of his valuable skills are in assimilating, interpreting and evaluating large amounts of complex written material, analysing problems and assessing the judgments and contributions of the others.  Sometimes he can do this tactlessly and disparagingly, which does not raise his popularity and he can lower the team's morale by being too much of a damper at the wrong time.  Although he is unambitious and has low drive, he can be competitive, especially with those whose skills overlap with his own, which means in most cases the Chairman or the Plant.

It is important for the Monitor Evaluator to be fair-minded and open to change; there is a danger that he will turn depressingly negative and allow his critical powers to outweigh his receptiveness to new ideas.

Although he is solid and dependable, he lacks jollity, warmth, imagination and spontaneity.  Nevertheless, he has one quality which makes him indispensable to the team; his judgment is hardly ever wrong.

Team Worker (TW)

Traits:
 Stable, extrovert, low in dominance.  The Team Worker is the most sensitive of the team - he is the most aware of an individual's needs and worries and the one who perceives most clearly, the emotional undercurrents with the group.  He also knows the most about the private lives and family affairs of the rest of the team.  He is the most active internal communicator, likeable, popular, unassertive, the cement of the team.  He is loyal to the team as a unit (though this does not mean he cannot take sides when there is a split) and supports all the others.  If someone produces an idea, his instinct is to build on it, rather than demolish it to produce rival ideas.

He is a good and willing listener, communicates freely and well within the team, and also helps and encourages others to do the same.  As a promoter of unity and harmony, he counterbalances the friction and discord that can be caused by the Shaper and the Plant, and occasionally by the Monitor Evaluator.  He particularly dislikes personal confrontation and tends to try and avoid it himself and cool it down in others.  When the team is under pressure or in difficulties, the Team Worker's sympathy, understanding, loyalty and support are especially valued. 

His dislike of competitiveness and dislike of friction may make him seem a bit soft and indecisive, but they also make him a permanent force operating against division and disruption in the team.  He is an exemplary team member and though in normal times the value of this individual contribution may not be as immediately visible as most of the other team roles, the effect is very noticeable indeed when he is not there, especially in times of stress and pressure.

Completer/Finisher (CF)

Traits:
Anxious, introvert.  The Finisher worries about what might go wrong.  He is never at ease until he has personally checked every detail and made sure that everything has been done and nothing has been overlooked.  It is not that he is overtly or irritatingly fussy - his obsession is an expression of anxiety.

The Finisher is not an assertive member of the team, but he maintains a permanent sense of urgency, which he communicates to others to galvanise them into activity.   He has self-control and strength of character, and is impatient of and intolerant towards the more casual and slap-happy members of the team.

If the Finisher has one major preoccupation, it is order; he is a compulsive meeter of deadlines and fulfiller of schedules.

If he is not careful he can be a morale-lowering worrier with a depressing effect on the rest of the team and he can too easily lose sight of the overall objectives by getting bogged down in small details.  Nevertheless, his relentless follow-through is an important asset.

Module – ‘Leading Your Team’ Assignments

Documented evidence of these work based assignments is mandatory in order to gain your ILM qualification.

Below are the assignments that are required for you to complete and provide outcomes to at the start of Module – ‘Leading for Continuous Improvement’.

1. Practicing Coaching

Example 1 

	Individual Situation: Outline the coaching needed
Ahmad Aman, a fresh graduate, joined the TRA three months ago. He holds a Bachelor’s Degree in Economics. Since Ahmad joined, he has never started a conversation with any of his colleagues. I have noticed part of Ahmad is an introvert and shy person.


	Approach Taken: Describe how you attacked the need together with the coaching style chosen & why
I opted to choose the pull style with Ahmad, where I have asked him to provide me with suggestions to make him more extrovert. I have listened to him and he suggested that the most suitable way might be through offering his colleagues presentations about topics related to Microeconomics, a subject that Ahmad knows well and enjoys.


	Impact: Record what happened as a result of the coaching both during the session (how the individual responded) and after (what change was seen)

Ahmad made a series of short presentations. The first presentation was some how tough on Ahmed. However, we have all noticed how Ahmad excelled later while presenting.

This has also solved Ahmad’s problem. Everyone has felt the change. Ahmad has become more social and friendly with his colleagues. 

	Reflection: What would you do differently next time to further improve your impact as a leader?

It could be that I use a different coaching style, for instance the push coaching style. 




Example 2

	Individual Situation: Outline the coaching needed
Mouza has joined the TRA two years ago. The previous manage has neglected Mouza, and her motivation has become low. Her ability to complete her tasks is also low. Therefore, I decided by delegating tasks to Mouza. I have been delegating easy tasks that she could successfully complete. Her motivation and ability improved. Therefore, I started delegating more tasks to Mouza. I have then noticed that Mouza had missed couple of deadlines.

	Approach Taken: Describe how you attacked the need together with the coaching style chosen & why
In this situation, I opted to choose the Push coaching style. Where I have asked Mouza to use a very helpful tool. I asked her to prepare a checklist that includes all of her tasks. The checklist would also include all deadlines. Accordingly, the checklist would help Mouza to keep track of her projects and to prioritize her tasks.

	Impact: Record what happened as a result of the coaching both during the session (how the individual responded) and after (what change was seen)

Mouza has mastered the checklist technique. She cannot start her day without her checklist. As a result, Mouza has all of her tasks submitted on time. In addition, it was easy for her to flag tasks that might be subject to delays. In such cases, she used to escalate this issue to me.

	Reflection: What would you do differently next time to further improve your impact as a leader?

It might be useful to use the transition coaching style with Mouza, where I might ask Mouza for her opinion in improving the situation and might help her to come up with the best solution.


2. Team Working

	How might your own Belbin role preference affect your leadership interaction with people who have different preferences and what can you do about this?
As a Company Worker (CW), I tend to be over-competitive for team status. This might have a negative effect on my peers working with me on the same project team. 

Having said that, it is also worth to mention that I have a very high EQ. My Emotional Intelligence allows me to detect my current status. If I have turned to an over-competitive mode, I would still be able to identify this status and withdraw from it. 

	

	What is the predominant Belbin role preference in your team & how do you plan on managing this?
Shaper (SH) is the predominant Belbin role preference in my team. Nazar (SH) has most of the characteristics of a Shaper. He is anxious, dominant, impulsive and impatient.

My approach in managing Nazar mainly depends on the situation. Mostly I tend to incentivise him towards a specific goal, or sometimes I might create a Win/Win situation in order to achieve the team’s objective.

	

	What Belbin role preferences do not exist in your team and how do you plan of managing this?
Plant (PL), it would be very exciting to work alongside with a Plant. Since he has a very high IQ, the plant would be able to complete all complex tasks (i.e. financial models etc...). Having said that, managing a Plant might be challenging. Since a person with a Plant (PL) characteristics might not accept criticism so easily, and this might create a problem for the team.


3. Set a team objective and get them energised into working together and record here what you have done and how they responded.

Example 1 

	Describe the Team Objective

The Development of a Smart PCR and Statistics Platform

In order to reduce the development costs of creating a SMART PCR and SMART Statistics systems, we have decided to combine both systems in one platform. This required the buy in of all stakeholders (Economic Regulation section and Statistics Section).

	Explain the impact of appropriate vs. inappropriate communication on achieving this objective

Appropriate communication: Meeting, circulated the minutes of meeting via email and finally issuing a Project Charter signed by all stakeholders

Inappropriate communication: Verbal communication through phone calls or emails alone

	How did you communicate it and get them team energised?

I have called for a meeting, with the support of our Executive Director. During the meeting I started by reminding the team members of the two sections of the importance of working as team to achieve one goal (the department’s goals). Later on I started by listing the facts of the advantages of having one platform. Finally I shared with the team the responsibility of the project’s team members

	How did the team respond/perform?

They were excited to be part of a bigger project that would attract the attention of the TRA’s board of directors and the sector (operators etc...)

	Describe what was effective and what was less effective, and how you will improve next time

The meeting was an extremely effective channel of communication.


Example 2 

	Describe the Team Objective

Compiling GCC Roaming Data

I have received a request by the GCC Roaming Committee to compile a very important set of data to be reviewed by the committee. The data was supposed to be compiled by Nazar and Ahmad. Unfortunately, I was out of the country for two weeks and the Data had to be submitted during three days. 

	Explain the impact of appropriate vs. inappropriate communication on achieving this objective

Appropriate communication: Meeting (with MoM to document the reposonsibilitis of my team) and email to circulate the requirements.

Inappropriate: verbal communication (phone call), email (only)


	How did you communicate it and get them team energised?

I was forced to use phone calls and emails only, and whatsapp occasionally. So it was difficult to energise the team. However, I had to increase the number of calls in order to make sure that the team will deliver the data on time. I even promised them that I will get them souvenirs ( 


	How did the team respond/perform?

They were extremely professional, even though they have received this task on ad-hoc and with short notice. 


	Describe what was effective and what was less effective, and how you will improve next time

In a normal situation, I would start to by meeting both Ahmad and Nazar (face to face communication).



Example 3 

	Describe the Team Objective 
Annual Leave Plan
The TRA’s HR department request all head of sections to prepare a the annual leave plan for all departments/sections/units. Sara my manager and head of our section, delegated this task to me. Accordingly, I have prepared an excel template where every employee indicates his annual leaves. It would automatically calculate the remaining annual leaves the employee has and it would alert the employee if he can’t apply for an annual leave since he’s substitute is away on the same day.



	Explain the impact of appropriate vs. inappropriate communication on achieving this objective

Appropriate: One to One meetings and email

Inappropriate: meeting


	How did you communicate it and get them team energised?

I had a system in place where all employees would be treated equally in applying for the leaves.


	How did the team respond/perform?

They were all satisfied as they thought the annual leave template to be very transparent and easy to understand and use.


	Describe what was effective and what was less effective, and how you will improve next time

Using a meeting was ineffective, as it would waste the employee’s time. 



Module – ‘Leading for Continuous Improvement’ Assignments

Documented evidence of these work based assignments is mandatory in order to gain your ILM qualification.

Below are the assignments that are required for you to complete and provide outcomes to following Module – ‘Leading for Continuous Improvement’.

1. Work on building positive credits with your manager in his or her Emotional Bank Account in line with what you have identified as important/a priority to the boss.  Note down impact using the table below:

	Deposit
	Why is this important to the boss?
	Impact the deposit had on the relationship
	What do you need to do differently going forward to maintain this impact

	Competing an important study, which was not part of the operational plan. We had to put extra effort in order to successfully complete the study.
	The TRA’s Board of Director requested our Executive Director to produce a report to assess the Telecom Market in the UAE. The Executive Director delegated this task to Sarah, My manger. Sara delegated this task to me. That is mainly why this task was so critical and it had to be delivered with the required quality and on time.
	Sara has appreciated the hard effort made by the team and me to complete the study. As we had to stay late at the office to complete our day to day tasks in addition to the study.
	I need to take into account that there will be such on ad-hoc projects. This might help the team to cope with such sudden requests.

	The appraisal process is my manager’s nightmare, since she has a quota of only one employee whom he could get a 5/5 and two employees of 4/5 and the rest should be 3/5.

My manager asked me to accept a 3/5 in order to give my spot for an employee whom also deserved a 4. The employee wanted the 4 more than me for financial reasons. 

I have acknowledged her request and justification. Accordingly I decided to accept my appraisal of 3.
	It was extremely important. Since it is hard to satisfy everyone.

I have helped her in achieving her objective by concluding the appraisal process with few objections.
	My manager appreciated my gesture.
	Introduce a transparent mechanism to distribute the scores.

	Our department has a budget for employees commuting between Dubai and Abu Dhabi. Unfortunately, we have consumed this budget in October. Accordingly, My manager requested me to complete my tasks from Dubai. I have instantly accepted her request. 
	This helped her to save the remaining travel allowance budget for other team members who had to travel abroad.
	My manager appreciated my gesture.
	None.


2. Using the 4 steps to persuasion, plan out in writing how to persuade your boss to approve an important matter for you or buy into an action/ suggestion you need approval for.
I have requested approval to automate the Price Control Request (PCR) process while adding some AI features to it. The automation process is too complicated and requires big investment.
	1.  Build Credibility
	2.  Establish Common Ground

	Describe what you did

I have shared with my manager a copy of the feasibility study for the project. The feasibility study described the man-hours that we will save by implementing the system, in addition to the additional number of PCRs that the system will process during a business day.
	Describe what you did

I communicated to my manager how the project help the department would achieve its objectives (by exceeding the target of the #of processed PCRs).

	How effective was this

It was so effective, that I have directly got his attention and he was interested in learning more about the project.
	How effective was this

It is extremely important for all departments to achieve their targets as per to the agreed KPIs.

	3.  Provide Evidence
	4.  Connect Emotionally

	Describe what you did

In order to present solid evidence to my manager, I opted to issue a RFI to the interested bidders. Their proposals helped me in creating a business case for the project that I have shared with my manager.
	Describe what you did

The PCR ultimately effects the customer. The more efficient the TRA in processing PCRs, the more offers/packages the customers will receive from the operators.

	How effective was this
This step made my manager confident in the project.
	How effective was this

One of the TRA’s vision is to increase consumer welfare; this project would definitely help the TRA achieve its vision.

	Having completed this exercise, on reflection, what would you do differently to improve the impact you had?

I would experiment persuading myself, as a rehearsal. It might be a good idea, since I would be able to create a different scenario for each step.


End of Programme ILM Assignments Checklist

Complete the ILM Assignment described in your manual under the Intro session.

Leadership Learning Log

Ensure that you continue to track your own progress using the log weekly and regularly sharing this with your manager

Leadership Action Plan

Reflect on your strengths and limitations recording specific action plans to continuously improve your effectiveness as a leader


Coaching Sessions

Complete the all 6 hours of coaching and ensure that for each session the coaching form is completed.

Learning Sets

Ensure that you have done a total of 6 learning sets in the format taught and complete the learning set form.

� Meredith Belbin, Management Teams, 1981
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