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Email to Manager
Dear Sir/Madam,
            Re: Report on an Injury Incident of Gary King, a maintenance technician
Following the incident of Mr Gary King, a maintenance technician at MacVille, He reports that he has had a chronic low back condition for over 25 years, but he had learned to live with it. He used a range of strategies to manage it while maintaining and servicing the expresso machines.
“I usually follow a self-pacing approach, vary my work tasks, take short rest breaks and change my posture and position as required. I must have just pushed it a bit hard on the day of the incident”. He also reports that the two persons lift rule has not been followed due to many staff going for customer visits. The bench where he works on is too high for him to work easily, repair tools are stored under the bench making it hard for them to be reached easily. The seat in the repair van is uncomfortable to sit in for a long period.
Macville needs to ensure all its occupational health and safety statement/policy is followed. The two- persons rule should be beefed up and the company should ensure that it is strictly followed even if it means employing more staff. Repairs should be done to seat in repair van to make it comfortable, tools should be stored in an easily reachable place, and repair bench should be made of average height so that technicians do not strain too much when working from it.
Thank you.



Recommendations
The occupational health and safety program in Macville might have been established long time ago when the company had not grown much. It is the high time for the company to revise its OHS program to make sure it also captures the individual responsibilities of everyone in the organization. A campaign on OHS must be run making people know that Health and Safety is the joint responsibility of management and workers. Management should be accountable for any non- compliance to health and safety legislation.
Responsibility may be defined as an individual's obligation to carry out assigned duties. Authority implies the right to make decisions and the power to direct others. Responsibility and authority can be delegated to subordinates, giving them the right to act for superiors. It is important to note that, while some responsibilities can be delegated, the superior remains accountable for seeing that they are carried out.
Individual responsibilities apply to every employee in the workplace, including the Chief Executive Officer. All employees will then know exactly what is expected of everyone in health and safety terms.
To fulfil the individual responsibilities, people must know what these responsibilities are, that is, communication must be there. There must be enough authority to carry them out (organizational issue) and lastly the required ability and competence has to be there (training or certification required).
Once all these criteria have been met, safety performance can be assessed by everyone’s supervisor on an equal basis with other key job elements. Health and safety are not just an extra part of an employee's job: it is an integral, full-time component of each individual's responsibilities.
                Responsibilities of workers
Examples of responsibilities of workers include:
· Using personal protection and safety equipment as required by the employer.
· Following safe work procedures.
· Knowing and complying with all regulations.
· Reporting any injury or illness immediately.
· Reporting unsafe acts and unsafe conditions.
· Participating in joint health and safety committees or as the representative.

              Responsibilities of supervisors
Examples of responsibilities of first-line supervisors include:
· Instructing workers to follow safe work practices.
· Enforcing health and safety regulations.
· Correcting unsafe acts and unsafe conditions.
· Ensuring that only authorized, adequately trained workers operate equipment.
· Reporting and investigating all accidents/incidents.
· Inspecting own area and taking remedial action to minimize or eliminate hazards.
· Ensuring equipment is properly maintained.
· Promoting safety awareness in workers.

                 Responsibilities of management
Examples of responsibilities of management include:
· Providing a safe and healthful workplace.
· Establishing and maintaining a health and safety program.
· Ensuring workers are trained or certified, as required.
· Reporting accidents/incidents and cases of occupational disease to the appropriate authority.
· Providing medical and first aid facilities.
· Ensuring personal protective equipment is available.
· Providing workers with health and safety information.
· Supporting supervisors in their health and safety activities.
· Evaluating health and safety performance of supervisors.

                         Responsibilities of safety coordinators
Examples of responsibilities of safety coordinators include:
· Advising employees on health and safety matters.
· Coordinating inter-departmental health and safety activities.
· Collecting and analysing health and safety statistics.
· Providing health and safety training.
· Conducting research on special problems.
· Attending joint health and safety committee meetings as a resource person.

               purpose of a joint health and safety committee
An effective safety program needs the cooperative involvement of all employees. A joint health and safety committee is a forum for cooperative involvement of employees representing both labour and management. Such committees are statutory requirements for organizations of a specified minimum size in most Australian jurisdictions. The responsibilities of members are generally spelled out in the health and safety legislation.
A joint health and safety committee brings together labour's in-depth, practical knowledge of specific jobs and management's larger overview of job interrelationships, general company policies and procedures.
To function properly, the committee needs an appropriate structure, a clear statement of purpose and duties, and standard procedures for meetings. An employer does this by establishing terms of reference for the committee and by allocating adequate resources.
The employer must establish a committee organized and operates in compliance with the law, is effective, involves the widest range of employees, and provides resources (e.g., time, money, meeting rooms) so the committee can do its work. These requirements are known as "terms of reference". Common terms of reference include:
· Stating senior management's commitment to act on the committee's recommendations.
· Defining how long a person will serve on the committee (if not specified by legislation).
· Establishing how a committee member will be chosen, etc.
Each organization should set up their own terms of reference. 
Once the committee members have been chosen, the committee should participate in decisions on the details of its structure, duties, and procedures.
Establish a reporting structure. In a general sense, each committee member is responsible to the chairperson(s), and the committee as a whole to all employees for fulfilling their duties. However, if prompt follow-up to recommendations is to be expected, one individual should be named as a person in authority. The best choice is usually a member of senior management. This individual should have enough authority to be able to take or expedite direct action as required.
The joint health and safety committee members should be active participants in the development, implementation, and monitoring of all phases of the health and safety program.
OHS 1995
OHS 1995 was a research done in Australia on the workplace health and safety.
A pertinent comment made by Morehead, Steele and Alexander (1994) was that “there is probably a need to formulate a more targeted publicity campaign to get the AWIRS 95 results more widely known at the workplace level. There could also be some benefit in producing material that is specifically aimed at showing workplace managers and employee representatives how to use the data to better their industrial relations practices.”  It has contributed a lot in the section of work place health and safety. It also showed that many small-scale businesses used traditional methods.
Occupational Health and Safety (OHS) is a multidisciplinary field concerned with safety, health, and the welfare of people at work. It is commonly referred to as Occupational Health and Safety OHS) or the Work place Health and safety.
The goal of occupational safety and health programs is to foster a safe and healthy work environment. OHS may also protect co-workers, family members, employers, customers, and many others who might be affected by the workplace environment. In the United States, the term occupational health and safety is referred to as occupational health and occupational and non-occupational safety and includes safety for activities outside of work. 
In common-law jurisdictions, employers have a common law duty to take reasonable care of the safety of their employees. Statute law may in addition impose other general duties, introduce specific duties, and create government bodies with powers to regulate workplace safety issues: details of this vary from jurisdiction to jurisdiction.
Under Australian WHS laws your business must ensure the health and safety of your workers and not put the health and safety of other people at risk. To do this you must: provide a safe work environment. provide and maintain safe machinery and structures.
Safe work Australia is the national work health and safety policy agency. In Australia work health and safety is regulated by states and territories rather than by the Commonwealth of Australia. The Commonwealth regulates health and safety for its own employees. Each jurisdiction has its own regulatory body.







CASE STUDY 2
MacVille
Board Meeting Minutes: February,4 2020
4.00 pm Board Room, Brisbane
Board Members:
           Present: 	Patricia Mees (Chair), Jenny Ng, Olga Hartwick (Secretary, James Laird
Absent: 	George Saldais, John Brennen
Quorum present? 	Yes
Others Present:
CEO: 	Patricia Mees
HR Manager: 	Craig Jenkins
Consultant Lawyer: 	Joan Shohat
Proceedings:
The chairman, Patricia Mees, called the meeting to order at 4.30 pm. She explained that this was a special meeting called to communicate some coming changes in the organization which are about to happen.
Previous meeting minutes were amended and approved.
News about organisation’s expansion provided by CEO, Patricia Mees.
· The Chair broke the news that the organization was expanding its operations and was planning to have a new venture in Sydney. The venture was aligned with the overall objective and mission of the organisation which is to provide espresso coffee machines that meet the efficiency, reliability and sustainability needs of the cafe/restaurant clients who in turn will reward us with profits so that our stakeholders and the communities in which we operate are able to prosper.
· The Chair explained that the establishment of the new business centre would move the bulk of the organisation’s import/export base to Sydney. She explained that the move was in line with the overall direction for the organisation of growth in both profits and market share. In doing so, management are committed to increasing long term shareholder value.
· The chair gave a presentation that identified the specific expected outcomes relating to the new venture and the way in which it aligned with the strategic objectives of the organisation. She explained that this development would help secure the three- year objective of being the number one volume importer in the market for imported espresso coffee machines. The largest market for this product in Australia is the Sydney market.
· The chair also explained that with the savings on transport costs, bulk purchasing and the efficiencies in client machine maintenance would also assist the organisation in achieving the strategic objective of profit margin growth of 5% in the next three years. The CEO explained the increasing profit was a key value of the organisation because MacVille earns profits every day through voluntary exchange with our customers and recognizes that profits are essential to creating capital for growth, prosperity, opportunity and job satisfaction and security.
· Further explanation was provided by the CEO in that the innovative energy efficiencies in the imported machines, together with the need for less interstate transport costs for staff and machines, would assist the organisation in achieving its environmental objective of a reduction in its carbon footprint by 10% within the next three years. MacVille, she explained, supports wise environmental practices and respects the environment. “We will recycle, reuse, and reduce our waste and choose energy efficiency wherever and whenever we can”.
New staff will have to be recruited for the new operations in Sydney which will be the current headquarters for MacVille company and only business centre will be in Brisbane. The targeted group are the recent graduates who are looking for employment and the undergraduates who are looking for hands on experience. MacVille staff who are seeking a transfer or promotion can be included too.
Risk management refers to the practice of identifying potential risks in advance, analysing them and taking precautionary steps and measures to mitigate them.
Implementing a risk management process is vital for any organization. Good risk management does not have to be resource intensive or difficult for an organization to undertake. With a little formalization, structure, and a strong understanding of the organization, the risk management process can be rewarding.
Risk management does require some investment of time and money, but it does not need to be substantial to be effective. In fact, it will be more likely to be employed and maintained if it is implemented gradually over time. 
Risk management has the following steps.
1. Potential Risk Identification
An organization must be able to identify the risks it is exposed to. This can be done through experience and internal history, consulting with industry experts and research works done. As Macville is expanding, the expansion will also come with some degree of risk. The management must be aware of the risks they are exposed to if the overall objective is to be achieved.
2. Frequency measure and severity
This is whereby an organization asks itself what the chance of a risk is happening, and if it did, what would be the impact. Many organizations will use the heat map scale to measure their risks. Risk map is a visual tool that details which risks are frequent and which are severe and therefore needing the most resources.
This will enable MacVilles’ management know where to spend much resources. This knowledge is very vital as it will allow the organization to prioritize their resources.

3. Examine alternative solutions
What are the potential ways to treat the risk and of these, which strikes the best balance between being affordable and effective? Organizations usually have the options to accept, avoid, control, or transfer a risk.
Accepting the risk means deciding that some risks are inherent in doing business and that the benefits of an activity outweigh the potential risks.
To avoid a risk, the organization simply must not participate in that activity.
Risk control involves prevention that is, reducing the likelihood that the risk will occur or mitigation, which is reducing the impact it will have if it does occur.
Risk transfer involves giving responsibility for any negative outcomes to another party, as is the case when an organization purchases insurance. 
Incase of any risks that could be facing MacVille, the management can consider insuring such risks. In the event of either occurring, the insurance company will compensate the company.
4. Decide which solution to use and implement it
Once all reasonable potential solutions are listed, pick the one that is most likely to achieve desired outcomes.
Find the needed resources, such as personnel and funding, and get the necessary buy-in. Senior management will likely have to approve the plan, and team members will have to be informed and trained if necessary.
A formal process needs to be set up to implement the solution logically and consistently across the organization and encourage employees every step of the way.
5. Monitor Results
Risk management is a process, not a project that can be “finished” and then forgotten about. The organization, its environment, and its risks are constantly changing, so the process should be consistently revisited.
Determine whether the initiatives are effective and whether changes or updates are required. Sometimes, the team may have to start over with a new process if the implemented strategy is not effective. 
If an organization gradually formalizes its risk management process and develops a risk culture, it will become more resilient and adaptable in the face of change. This will also mean making more informed decisions based on a complete picture of the organization’s operating environment and creating a stronger bottom line over the long-term.
Clear Risk's cloud-based Claims, Incident, and Risk management system allows organizations to better control their risk management activities. 
The employees received the news with great happiness. They were happy that their organization will be expanding. Some who needed promotions were willing to be transferred to Sidney.
Recommendations
The expansion plan was highly applauded. It is a way where the company is experiencing growth. Staff members will be growing career wise. Organization will witness profits. Shareholders will earn increased dividends. Thus, the idea of expanding is not only beneficial to the organization but also to the community at large.
There being no other business, the meeting adjourned at 7.00PM. The next meeting was scheduled to take place on 10 March 2020.

Summary
The change that is about to occur in PURA is a positive one. The board decided to separate off the software unit from the rest of PURA engineering firm. PURA-IT will be a branch to PURA. It will be independent of the PURA firm. This is one way of creating company branches. The overall PURA engineering firm will increase its revenue due to this activity. The staff will be happy as their hard work has been recognized by the management. This move will give them time to concentrate on the software creation work, this might result to increased production translating to high sales and more revenue earned.
Groups affected
The staff who will be moved to the new working environment will be affected. The new working environment. Many staff will be new in their new office location and this might affect their performance.
Administration will be handled by some staffs from PURA engineering firm. This can be quite challenging and more so if there is supremacy battle from staff who were not engaging in software development. PURA engineering has promised to offer an administrative support to PURA-IT to ensure it stands on its feet.
Risk Management
As pointed out earlier, risk management is the the practice of identifying potential risks in advance, analysing them and taking precautionary steps and measures to mitigate them.
Every business is face by risk from either internal or external factors. A good risk analysis needs to be carried out and especially for this new unit that will be established in new Brisbane City Council Green Square. Although, risk cannot be completely done a way with, it can be reduced to the bare minimum. It can also be transferred to a third party often an insurance firm which will offer compensation in case of any risk occurrence.
Recommendations
The ideas brought forward are good. If implemented effectively, they will lead to PURA-IT growing and at some point, it might be incorporated as a company on its own. The recommendations of having touch screen, plugin and tune out is worth. As a software development unit, modern technology needs to be availed to them so that they catch up with the current technology.
The management of PURA-IT will be the same management for PURA engineering firm. The directors of the two firms will remain the same. Therefore, PURA-IT will be more of a satellite office and not a separate entity. A separate entity means that the firm is independent and not relying on any other for anything. It has the right to sue or be sued and that is why it is referred to as a separate entity. Satellite office on the other hand, is an office of an organization set up in a different location from where the main office is situated. All instructions are received from head office, and the staff at the satellite office are answerable to the head office management.


Email Draft
Dear all,
Re: Satellite office for PURA-IT located in Brisbane City Council Green Square
The above subject refers.
I trust this email finds you in good health.
I write to notify all our clientele and the PURA engineering staff of the proposed satellite office for the software team. The team will operate under a name PURA-IT which will be a branch of PURA.
It will be offering engineering software development. In the recent past like 5 years ago, the software development unit has witnessed a tremendous growth. This led to the management thinking of separating the unit from the engineering firm. This move will ensure the unit concentrates in its work without interruption from any other staff. This will lead to them creating high quality and efficient software.
We appeal to all of you to accord PURA-IT all the support they need in their operations.
In the spirit of togetherness, we wish PURA-IT the best of luck in their endeavors.
God bless PURA engineering and PURA-IT fraternity.
Thank you all.

CASE STUDY 3
Credit Cards
 This is a payment card issued to users (cardholders) to enable the cardholder to pay a merchant for goods and services based on the cardholder's promise to the card issuer to pay them for the amounts plus the other agreed charges.
A manager who is in charge of credit cards should ensure that all clients who have applied for credit cards get them in time. The amounts should be loaded in the cards in time to ensure convenience to the users
Clients who come asking for credit cards should be examined. Their account transactions need to be clearly scrutinized. Clients should be trained to make prompt payments. 
Receiving Money
These are the money received in an organization from sale of goods and services. A manager in charge of this role is tasked with ensuring that all the funds due to the company from sale of goods and services are received in time. They are also entitled to set credit terms and limits to the clients so that clients know that they are supposed to pay when their credit period and limit is exhausted.
These people ensure the company does not face cash flow crisis. They are often referred to as credit controllers heading a department called Credit Control Department.
The policy recommended for this task is to have a proper way of receiving money in the organizations. To avoid much cash transactions, a policy should be strictly no cash payment in the organization. Payments should be done in cheques, mobile money transfers, Electronic Fund Transfers (EFT) and Real Time Gross Settlement (RTGS).

Credit Limit
This is the amount set for a specific client above which no more supplies should be done to that client. There are many factors to be considered while setting credit limits, that is, the past experience with the client, whether the client is a good or poor paymaster among others.
Policy here should be assessing all clients and confirming from their business partners how they rate them in case of credit. Whether they are good paymasters or not. This will be a key factor in determining the credit limit.
Approved Customer Credit Limit
This is amount has been authorised by the organization to a particular client. The client orders can be serviced up to that limit. Once the limit is reached, no more orders can be serviced unless the client makes a payment to free the limit.
Policy should be to do a proper research before the credit limits to clients are approved.
All resource documents containing vital information should be shared to all. When information is easily accessible, then all managers will be well informed and will make decisions based on earlier information.
Account managers need to be given the required resources that they need in their areas of management. MacVille should employ account clerks who will help the account managers in their day-to-day operations. This will lead to increased efficiency of the account managers. Credits should also be availed to the managers for them to communicate effectively to the clients more so the one in charge of debt collection. Also, the different computers for the development managers should linked using network so that the managers irrespective of their department can access information and all of them be can be at par with what is happening in MacVille in all departments.
Warehouse manager should have a clear process of receiving and dispatching goods. The warehouse should be properly labelled and goods should be properly marked. Invoices and delivery notes should be signed by more than one person. This will ensure in case there are errors made by the first person; the second one can pick it. All signed paper work should be signed and passed to accounts for filing.
It is the responsibility of the maintenance manager to ensure timely maintenance of customer machine complaints, regular maintenance programs, safety of operations and spare part management.
The work environment should be conducive for everyone to perform their duties. Staff should be given space to make decisions and judgement. The sense of oneness should be felt in the organization. This will be enabled by having frequent meetings and discussions on how to make their time and work easy for all of them at MacVille.
By delegating and assigning accountabilities and responsibilities, the employees takes ownership in what they do. They develop a positive altitude in their work. This will result to a happy working environment in MacVille.
Resources need to be availed to the team for them to use. However, care must be taken so that they do not end up using them for personal gains. With a good working environment, the team functions effectively, business ethics are followed to the latter and cases of harassment at work places will not be heard. 




CASE STUDY 4
Interpersonal Leadership Styles (ILS) is a research-based assessment tool that provides each individual with a report on their leadership style, and provides groups with a framework and context to talk about how individuals communicate and work with one another.
MacVille is committed to encouraging self-directed teams. Self-directed teams are the fundamental work unit of the organisation and every team member must belong to a team that is able to meet regularly to discuss issues, solve problems and appreciate each other’s contributions.
The organisation is also committed to cultivating leadership and organises work teams around the value of promoting the growth of individuals by empowering them with knowledge and resources to get results, grow the business and to lead the markets in which the organisation is operating.
one! Unless you’re in the military, this kind of leadership can be highly ineffective. Because this style involves hardly any positive feedback at all, low morale is almost certain. This style may only have applications in extreme situations (see Authoritative Leaders, below). The truth is that while there are many different leadership styles, a good leader is one who can use a different style or quality depending on the situation and who has mastered the necessary interpersonal skills that need to be applied.
Leadership styles
· The Coaching leader: 
The leader who works as a Coach is the leader who works with individuals, taking them aside and showing them how they can improve themselves. This leader is encouraging and knows how to identify areas in which his or her employees need help.
· The Affiliative leader:
 Leaders that follow this style will give great importance to teamwork and team building. They will strive for harmony within the group to build effective networks in the organization. This type of leader will be especially useful when there is an issue of low morale or lack of trust in the organization. The challenge here is to not compromise on quality of job performance.
· The Democratic leader:
 When the next steps that an organization must take are unclear, it can help to bring in a Democratic Leadership. This type of leader will use input from the team’s individual and collective skill set and acumen to work out the best decisions going forward. This might be an ineffective leadership style if swiftness in decision-making is required.
· The Pacesetting leader: 
This type of leader is one who has high standards for him or herself and expects the same from others in the organization. This type of leader will not settle for less. The leader must manage these expectations astutely, however, and offer positive reinforcement along the way or may have to deal with low morale if team members cannot keep up with these expectations.
· The Visionary leader: 
This is someone who has big but realistic dreams for an organization. It is the perfect leader for a drastic organizational change. He or she can motivate followers by coming up with new and exciting ideas when it looks like the organization is losing steam or it is clearly in need of a new direction. This type of leader must know how to inspire and not be quick to give up on the vision.
· The Commanding leader:
 Proceed with caution with this one. Unless you are in military, this kind of leadership can be highly ineffective. It involves hardly and positive feedback at all. Low morale is almost certain. 
Other types of leaders include.
[bookmark: _GoBack]Authoritative Leaders are those who dictate what must be done without any input from the group. However, they provide clear directions to their followers so their followers know exactly what is to be done and when it is to be done. Authoritative leadership is most effective in emergency situations where panic might take over and high stakes are at play. For instance, this is the style often used by the army’s leaders at wartime.
   Participative Leaders   offer expectations to their followers, but they take input from the followers when making decisions. They encourage followers to give their opinions and ideas for how tasks should be accomplished. According to Lewin, Participative leaders are the most effective and are more likely to receive creative work from their followers.
Delegative Leaders are those who do not offer much guidance, but instead allow their followers to make many of the necessary decisions. Similarly, Cherry writes that Delegative leadership is sometimes effective when a leader has a group of experts to lead.
There are many more styles of leadership but these are some of the most popular.
Still, what’s important to know is that a good leader is one who makes the leadership situation his or hers by using different styles and techniques as the situation calls for it, and who holds the necessary acumen of interpersonal skills to succeed in attaining goals.

The skills and knowledge- These two are acquired through learning and experience. As a graduate in management studies, I have the required skills and knowledge. However, experience is of profound importance and I am glad that the CEO will mentor me for the first 6-12 months.
Professional development can be defined as how one earns or maintain professional credentials such as academic degrees to formal coursework, attending conferences, and informal learning opportunities situated in practice. It has been described as intensive and collaborative, ideally incorporating an evaluative stage. Through the many conferences I have attended as a sales man and the informal learning through opportunities, I have gained experience alongside my academic credentials which will be helpful in my managerial position in MacVille.
Having a good professional team on your side will help you to make the right plans for your new products.
The business centre in Sydney will be supplementing the one in Brisbane. At the initial months, there might not be complex issues but with time, complex issues will start cropping in. Having served as a sales person, I have enough experience in the marketing industry and so I will not concentrate much in that. However, much time will be devoted to other managerial issues.
As a manager, I will learn to coach employees through their challenges and identify their strengths, this builds an environment that's conducive to growth. Set goals to hone this management skill with measureable results, like improved employee performance and profitability.
It is essential that HR and managers realise that employee development should not always be aimed at a promotion. Employees that want to develop themselves do not just see a promotion; they see the development of skills, new possibilities and the chance to improve. Employees do not always see development as a progression upwards, and the best employers are those that recognise this and value their specialists.
Further to shifting their focus away from promotion-based development, HR and managers also need to shift towards a more individualised approach. It is important to have a one on one conversation about the matter and to create a common understanding of what development means. Such conversations will inevitably differ from person to person, but employees need to know in detail what development opportunities are available to them.
There are three concrete ways that all organisations, HR and managers can implement to improve employee development. They are:
1. Take time on a regular basis to discuss employee’s development needs and available options 
During these discussions, it is important that expectations are clear on both sides and when agreements are made, it is vital that the specific expectations from the employee and organisation are stated. 
2. Offer employees' feedback or coaching
Employees do not always have the self-awareness about which areas they can develop and are not always the best at knowing which areas they could benefit from developing. The best results come from when organisations work with their employees on development.
3. Focus on deepening and/or broadening employees’ existing jobs
Addressing what you and your organisation can specifically do really helps. When you consider what is rewarding to employees, it is important to realise that not all employees want authority and decision making powers; they also want other aspects such as involvement, recognition, training and autonomy.
Following the discussion with CEO, my profile, the below is evident. My people management, self-management, communication and interpersonal skills, sales and customer service skills are exclusive. This will be very helpful in in my new managerial skill. 
The areas whereby I have not mastered them well, I will learn and positive beyond reasonable doubt that I will catch up and make a good manager.
· Easy to Work With: An effective leader has to be easy to work with. Others have to feel comfortable approaching the leader with ideas and solutions to problems. A good leader will always entertain the ideas of others and implement them whenever possible.
· Have a Mission, a Vision and Specific Goals: This gives direction to the leader. After all, you cannot hit a target if you cannot see it.
· Has Well-Honed Interpersonal Skills: Without the ability to interact positively with others, engage them and make their team trust them, someone cannot truly become a leader.
· Committed to Self-Improvement:  Good leaders are self-motivated and take personal responsibility and build on the skill set they have and maintain their skill set through personal development.
· Able to Delegate Responsibilities: One of the faults some leaders take on is the “I’ll do it myself” attitude. That works only in theory, but in practise, it can end in disaster. A good leader will identify the strengths of others and assign responsibility accordingly. Sharing the work will always be the best and most effective way to achieve a goal.
· Has an Excellent Organizational skill: Being organized is the hallmark of an effective leader. Keeping a schedule and working in a timely manner is only achieved when responsibilities are delegated and executed in a timely manner. Documenting tasks and the effort involved will keep the team on track and moving in a positive direction. Being organized also means being able to adapt to change without upsetting the workflow and making the necessary changes to achieve the same goal.
· Knows How To Facilitate Teamwork: An effective leader will always endorse teamwork and set an example for others to follow. When everyone works together for the common good, tasks are easier to execute and follow through is more effective. Teamwork makes sure the work is evenly spread out, and everyone can work in an efficient manner.
· Has a Good Sense of Humour: A sense of humour is an absolute must for all leaders? Nothing in life is serious all the time and to make any project manageable, keeping the funny side in view will keep tension at bay and the level of production high.
An effective leader is someone who has a certain level of influence over a group of people.
It does not matter if the leader is an office manager, executive or the president of a civic organization, the leader has to possess certain skills and qualities while maintaining a level of assertiveness.
The one important aspect to remember is a good leader does not need a title to identify him or her as a leader. All that a person has to do is to have the ability to influence others for a common goal.
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