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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.
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Assignment 1 Total Marks: 30
Q:1. Short Questions: (20)
i. What are your responsibilities as a leader when giving out task and getting it done?
There are two major dimensions to leadership.
The level or amount of emphasis devoted to getting the work done and the amount of attention given to providing support and encouragement to the people doing the work. My responsibilities involve being clear on the goal/outcome of the task and providing support, direction and discipline to the people carrying out the task.

ii. What are your responsibilities as a team leader with regard to your team?
My responsibilities with regards to my team are to ensure, in line with Hersey & Blanchard, that Situational leadership is followed to get the best results. This means adapting my style of leadership to suit the people in the team. Being action-centred by carrying out basic performance management with individuals involving outlining their expectations, settings objectives, and providing feedback.

iii. How can you differentiate between the urgent and important tasks? Why it is
important to do so?
Differentiating between urgent and important tasks can be done using the Matrix. Some tasks need addressing urgently if they have deadlines and are a problem e.g Health and Safety issues such as leaking roof in a classroom, others are not urgent but important such as routine invoicing of Security company monthly and arranging cyclical maintenance works.

iii. How can you breakdown tasks using progress and maintenance matrix?
Progress tasks will improve things i.e gaining a qualification –relating to the job or carrying out a key audit for the University staff-keeps records accurate.
Maintenance tasks will prevent problems occurring i.e logging all requests for repairs to the Maintenance Manager to ensure the work gets completed. Also a maintenance task would be keeping monthly records of security guards shifts to reconcile with the monthly invoices to ensure accuracy.

iv. What is action centred leadership model?
Action-centred leadership model is John Adair’s balancing act. This means juggling responsibilities to myself, my management, and my team efficiently. 

Q:2. Outline the four elements of planning. How do we apply them in the planning
process?
Four elements of planning are:
Goals: Goals or objectives specify future conditions you want to reach. We apply this by identifying what the outcome of the task is in the first instance.
 Actions/Strategy: This is a plan of action needed to be created to step by step get to the goal i.e set a daily mini task to achieve towards the overall end goal.
 Resources: Time, equipment, people, etc. that may put constraints on the action. These have to be considered as you set targets and develop your strategies. I would need to consider any deadline to the task then plan around this taking into account interruptions i.e any phonecall queries that require attention immediately.
Implementation: Getting it all done, including the assignment and direction of personnel, to carry out the intended action. This would involve delegating the steps to the people appropriate to doing them to achieve the overall tasks.
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