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 i. Outline the main tasks that a performance management team is expected to perform. 
· Developing clear job descriptions and employee performance plans which includes the key result areas (KRA') and performance indicators. 
· Selection of right set of people by implementing an appropriate selection process. 
· Negotiating requirements and performance standards for measuring the outcome and overall productivity against the predefined benchmarks. 
· Providing continuous coaching and feedback during the period of delivery of performance. 
· Identifying the training and development needs by measuring the outcomes achieved against the set standards and implementing effective development programs for improvement. 
· Holding quarterly performance development discussions and evaluating employee performance on the basis of performance plans. 
· Designing effective compensation and reward systems for recognizing those employees who excel in their jobs by achieving the set standards in accordance with the performance plans or rather exceed the performance benchmarks. 
· Providing promotional/career development support and guidance to the employees. 
· Performing exit interviews for understanding the cause of employee discontentment and thereafter exit from an organization.

 
ii. What is the relationship between motivation and personal effectiveness? 
All organizations want to be successful, even in current environment which is highly competitive.
Therefore, companies irrespective of size and market strive to retain the best employees,
Acknowledging their important role and influence on organizational effectiveness. In order to overcome these challenges, companies should create a strong and positive relationship with its employees and direct them towards task fulfillment.
In order to achieve their goals and objectives, organizations develop strategies to compete in highly
Competitive markets and to increase their performance. Nevertheless, just a few organizations consider the human capital as being their main asset, capable of leading them to success or if not managed properly, to decline. If the employees are not satisfied with their jobs and not motivated to fulfill their tasks and achieve their goals, the organization cannot attain success.
People have many needs that are continuously competing one with another. Each person has a different mixture and strength of needs, as some people are driven by achievement while others are focusing on security. If the managers are able to understand, predict and control employee behavior, they should also know what the employees want from their jobs. Therefore, it is essential for a manager to understand what really motives employees, without making just an assumption. Asking an employee how he feels about a particular situation does not provide an accurate evaluation of his needs, as the interpretation could distort the reality itself.
 The closer one gets his perception to a given reality, the higher is the possibility to influence
That specific realty. Thus, managers can increase their effectiveness by getting a better grasp on the real needs of the employees.
In addition, people with high achievement motivation tend to be interested in the motivators. People who are motivated with achievements want to know how well are performing their tasks. Oppositely, people with low achievement motivation are concerned about the work environment and want to know how others perceive them rather than their job efficiency.


 iii. “The good managers must possess effective problem solving and conflict resolution skill”. Discuss. 
Both smoothing and withdrawing incline toward ignoring or delaying tactics, which do not resolve conflict but will temporarily slow down the situation  managers must remember that if the conflict is not handled and resolved in a timely manner, it will likely lead to more severe and intense conflict in the future.
Forcing implies the use of position power and dominance to resolve the conflict. It involves imposing one viewpoint at the expense of another and is characterized by a win-lose outcome in which one party overwhelms the other Forcing is used when there is no common ground on which to bargain or negotiate and when both parties are uncooperative and strong willed.
Managers may use it when time is of the essence, an issue is vital to the well-being of the project, and they believe they are right based on the information available. Under such circumstances, managers take the risk and simply dictate the action in order to move things forward. This approach is appropriate when quick decisions are required or when unpopular issues such as budget cuts, fast-tracking, or staff cutbacks are essential in a project.
Forcing usually takes less time than compromise and negotiation, but it leaves hard feelings because people dislike having others’ views imposed on them. Conflict resolved by force may develop again and haunt the enforcer at a later date.
Although forcing definitely resolves the conflict quickly, it should be used only as a last resort.
Under some circumstances, the best solution for managing project conflicts is the confronting/problem solving, or negotiation, mode. Since project management involves solving problems as the project progresses through its life cycle, this
type of conflict management is very practical. This approach aims for a win-win strategy, which is best for both the project and the parties involved. Project managers should acquire proper training in the procedures, nuances, and skills of professional negotiation. It is important to bear in mind, however, that negotiation and confrontation take time. They simply
cannot be managed in a cursory or rapid Mannes but instead require a significant commitment from the project manager in terms of time and willingness to allow all parties to air their grievances.
Conflicts are managed effectively if they are resolved on a permanent basis. The relationship between the desire for achieving goals and the desire for maintaining good long-term relationships has a significant impact on the choice of a conflict resolution style.

 
iv. ‘Rewarding is essential for motivation’. Which types of incentives would be most suitable for the following workers 
a) A cleaner: honest cleaner deserve money incentive.
b) A sales person : percentage pay raise each year for employees who have a 99 percent attendance rating is a motivating financial reward
c) A nurse Paid time off can act as a strong motivator for a nurse
d) A shop assistant:  "employee of the month.

 
v. Some types of incentives are mentioned below make separate lists for financial and non financial incentives: 
Good wage, bonus payments, good working environment, responsibility to make decisions, fringe benefits, promotion opportunity, being praised for good work, commissions varied and interesting work, extra payments for over time, long term contract, feeling challenged by the work.
                                 Financial                                                          non financial  
	Good wage, bonus payments, fringe benefits, promotion opportunity, commissions varied and interesting work, extra payments for over time, long term contract
	Good working environment, responsibility to make decisions, being praised for good work, feeling challenged by the work.



           

 Case Study: John like any other manager, when we see any fail in any area in our organization  many questions coming on our head, he has rights to ask about the reasons behind that, first of all I understand there is a new manager came but should he got training or at least (orientation) otherwise sure he will fail, new manger should monthly reported to (John) each single issue he faced so they can set and try to solve it, for growing absence the workers there are a number of other critical actions that manger need to take to manage absent .
· ensure that all employees are fully aware of the organization’s policies and procedures for dealing with absence,
· be the first point of contact when an employee phones in sick,
· maintain appropriately detailed, accurate, and up-to-date absence records for their staff, (e.g., date, nature of illness/reason for absence, expected return to work date, doctor’s certification if necessary),
· identify any patterns or trends of absences which cause concern,
· conduct return-to-work interviews, and
· implement disciplinary procedures where 
----- Morale can be defined as the state of spirits and mind which involves feelings, emotion, confidence, motivation, determination, cheerfulness and willingness to do certain actions.
New manager not realized that morale impacts pretty much everything we do, from personal life to workplace, how much of an impact morale can have on an individual or team performance. We must make sure that are employees are happy as much as possible. We want them to love their jobs and be motivated in order to generate results. A happy team is a more productive team! Morale is a well-being indicator. The higher your morale, the higher the outcome of your actions. However, morale in the workplace can easily be affected by a series of factors.
Over confident and leaving the business in the hands with no very strong management team, who will continue to execute the strategy and support the organization will fail the business, the new manager should create a good plan for next phase of development. And wide product choice, clear destination departments and improving service proposition gives the organization a strong platform from which to deliver long term sustainable growth.
Most organizations have some kind of formal performance appraisal, new manager should may well have a set of documentation for formal performance appraisal for every employees and reported to Region manager. He makes sure he is  familiar with this documentation in advance of the appraisal.
Should this not be the case, then you need to ensure that you keep practical records to help  support the employee  development.
He should ensure that the notes keep:
· Are seen and approved by workers
· Include a summary of points discussed
· State SMART objectives for the next period
· Have a plan of action for development and work goals
· Summarize the resource requirements
· Have a date and time for the next mini-review
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