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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. 
	Please insert your completed assignment (in word format) here:

1) What are your responsibilities as a leader when giving out task and getting it done?

When the leader puts the work, first of all, he clearly explains the task, the desired result, timeframes and the way to achieve it. The task of a leader to support and to help the subordinate during its execution, monitor the correct implementation of the task. The leader encourages a subordinate for the results achieved.

2) What are your responsibilities as a team leader with regard to your team?

[bookmark: _GoBack]In my opinion, a leader must create trust relationships with all subordinates. The leader is responsible for each team member and their results. The task of a leader to guide, assist, explain and inspire team members. The leader should facilitate the development of leadership qualities in his subordinates. The leader must be a professional in their field, to be able to empathise, to be credible, to be honest, and fair

3) How can you differentiate between the urgent and important tasks? Why is it important to do so?

Urgent-Important Matrix is the matrix for distinguishing urgent and important tasks. A leader needs to separate the urgent and important tasks to avoid difficulties and problems at his work. All the tasks should be planned and prioritised according to the matrix.

4) How can you breakdown tasks using progress and maintenance matrix? 

Progress and maintenance matrix allow dividing the tasks which lead to development or stability. Progress tasks are needed for the growth of leader in his development (career, new capabilities) or/and the development of his company. Maintenance tasks are those which are needed on ongoing basis, regularly (daily meeting with staff)

5) What is action centred leadership model?
Action centred leadership model is an approach which shows the balance between individuals, their groups and their work that should be done. John Adair developed it. Individual, group and task spheres have certain characteristics and differences. Appropriate leadership style leads to a right combination of them all together for the successful interaction.

6) Outline the four elements of planning. How do we apply them in the planning
process?
There are four elements of planning: goals, action/strategy, resources, implementation. We define the specific goals which we want to achieve. We describe the action or strategy which is used for the achieving these goals. We allocate resources (people, materials, money) for the achieving the goals. The implementation is the phase of realisation of strategy/action by using resources for achieving goals.
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