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Marking Criteria:

 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.

For high grades use examples and illustrations where appropriate. 

	Q:1: Short Questions:








(20)

What are your responsibilities as a leader when giving out task and getting it done?
As a team leader I have to ensure that all tasks are completed on time and within any budgets/constraints given. In order to do this I need to establish what the task will involve, why is the task being done, what resources I need to complete the task, when will the task need to be completed by, who is best suited to different tasks, knowing what processes and procedures I will use. This will allow me to produce a plan which will allow me to keep track of my teams progress and review the tasks as needed.
My responsibility is to have a view of the grand scheme of the tasks.


What are your responsibilities as a team leader with regard to your team?
My responsibility’s as a team leader at my team are to be responsible for the teams output and use basic performance management to layout the expectations of the tasks to be done. setting objects and providing feedback. My responsibilities also include coaching my team throughout the development process and by establishing group norms. Also I am responsible for making sure each member of the group can grow and be the best they can be.








How can you differentiate between the urgent and important tasks? Why it is important to do so?
The difference between urgent and important tasks are that urgent tasks need to be done to within a strict time limit because putting it off will reduce the benefits of doing the task and important tasks still need to be completed but do not have a strict time constraint. The time-line of important tasks can change. 
It is important to know the differences between these types of task so we don’t get into crisis management mode where all tasks become urgent this can be avoided by pre-planning and dealing with tasks in an efficient and timely manner. 

How can you breakdown tasks using the progress and maintenance matrix?
Tasks can be broken down into progress tasks and maintenance tasks. Progress tasks are tasks which will move you forward to a place which is better then the one you are in currently. These are often non urgent, new and unfamiliar. Where maintenance tasks do not move you forward but stop you from moving backwards. These tasks are done because they are obvious to us and usually urgent. These task are comfortable and easily justifiable. These tasks are normally safe. 
Both types of tasks need to be competed as you maybe get in a rut and only do what is safe rather then what will move you forward.    

           What is action centred leadership model?

      The action centred leadership model is a careful balancing act between individuals their group and tasks to be preformed. The action centred leadership model can be used to balance priorities when they start to conflict with each other.

Within the individual part of the model. The role of the leader is to help each member of staff to progress and develop themselves. This can be achieved by looking at each persons strengths and weaknesses and also seeing what their style is when it comes to working on different tasks. This part also covers basic performance management such as making sure people know what is expected of them, setting tasks and providing feedback. This model also allows managers to help their team members become self-leaders who are rewarded with extra responsibility and more difficult tasks. 

      Within the team part of the model the role of the leader is to be responsible for the group. This may involve defined teams or informal groups within the organisation. The responsibility for the leader is the same as  for the individual  by using basic performance management to layout expectations, set tasks and provide feedback. This may include coaching team through the stages of development and helping to establish and follow group norms.   

Within the task part of the role the role of the leader is to make sure that the work gets done on time and within budget. This involves finding out what the tasks involves, how the task will be done, what resources will be needed to complete the task, when it will be needed to be done by. It also involves thinking about what processes, procedures and plans need to be completed to help with the task as a whole and reviewing and revising the tasks as needed. 

Q:2: Outline the four elements of planning. How do we apply them in the planning process?                                                                                                                                 

· Goals specify future conditions you want to reach.

· Actions/Strategy is the preferred course to reach those objectives.


· Resources are the time, people and equipment that may put constraints on the action. These have to be thought about as you set targets and develop your plans.


· Implementation is getting the task completed including the assignment of staff and directing them through to completion.

Within the planning process each of the four elements of planning are used as the goals allow us to see what we want to achieve. Actions/strategies are used to plan how you are going to do each task. Resources are used to plan what is need to be used to do the task.  And implementation is used to assign the tasks to the staff for the to carry out and include the reviewing of staff throughout the task.
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