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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:

Q:1 Short Questions:

1. What are your responsibilities as a leader when giving out a task and getting it done?
As a leader, when giving out a task the overall responsibility to ensure that the work is completed within the expected budget for the task and also that it is delivered on time.
To ensure this happens, the considerations will be:
1. What is involved in the task?
1. Why is the task being completed and how does it fit in to the bigger organisational plan or strategy?
1. What will be needed to complete the task, taking in to consideration cost, materials and time recourses?
1. What is the deadline for the task and what milestones will be considered as part of the tasks progression?
1. What are the plans, procedures and processes that need to be considered as part of the task – for example H&S risk assessments.
1. How will the task be reviewed and revised throughout the process?
 
1. What are your responsibilities as a team leader with regard to your team?
As a leader I am may be responsible for various groups of people, these may be called teams but may also be informally formed groups within the company (in my case charity)I work in. There is always basic performance management needed in these situations, this may include, providing feedback, coaching the team through the stages of the task and updating them on progress of the tasks completion; feedback is also important for the role of a leader during the progress of a team task.

1. How can you differentiate between urgent and important tasks? Why is it important to do so?
An urgent task is a task, that if not completed by a certain time will conceal or reduce the benefit of completing it long term, this means that the task will not be as successful as it could be and may mean that there is more work for yourself or others because of not completing it on time.
An important task needs completing but there are not as many time constraints attached, the end time of this type of task can change and it will not impact the progress of the task or the benefits that it may achieve long term for the organisation.
It is important to understand the difference between these types of tasks as if we are not effective in our planning as leaders then we could become firefighters and always be in crisis, this has an effect on our whole team and the wider organisation. 

1. How can you breakdown tasks using progress and maintenance matrix?

A progress task is a task that is usually something a leader will usually keep in their head, it is a task that may move us towards a position that is fundamentally better than where we are now. These tasks are unlikely to be urgent, are often new and mostly uncertain. This may be a personal development task for instance.
Maintenance tasks will not be likely to move me/us forward but may well keep me from falling back. These are usually considered urgent tasks, such as reports that are required by the wider team or organisation as a whole. I will complete more maintenance tasks as they are generally more obviously required tasks. These tasks are ones we are usually comfortable with and the time spent on them or usually justified and expected, safe tasks generally.

1. What is action centred leadership model?

Action centred leadership takes in to consideration three main aspects of leading, these are the individual, the team and the task.
To be an effective leader these things must be balanced and considered as important as each other. 
When considering the individual it is important to look at the persons strengths and weaknesses and understanding the style in which the they complete tasks. There is a basic performance management need such as managing expectations, setting objectives and giving feedback to that person. This model also encourages managers to work towards their teams becoming self-leaders who are rewarded for taking on extra responsibilities and for taking on more complex tasks within their role.
In relation to the team aspect of the model, there are different types of groups within an organisation that can be considered teams or could be more informal in their make up. A team, in very much the same way as individuals, will need feedback, expectations set and the setting of objectives. As a manager, I would need to also consider coaching through various stages of development.
Finally, the task itself, as outlined above, there are considerations that are needed to be taken in to account. This includes:
1. What will the task involve?
1. How will it fit into the bigger picture and why are we completing the task?
1. What resources will be needed to carry out the task?
1. What are the time scales?
1. Processes, procedures and plans need to complete the task?
1. How will the task be reviewed or revised?

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

Goals – goals can also be called objectives  and they specify future conditions we, as leaders of organisations would like to reach.
Actions/Strategy – This is the course of action that would be preferred to reach the objectives that have been set
Resources – These ate the cogs that make the plan work so to speak, this is the time needed to reach the objective, the equipment and people needed but that may also put constraints on the actions required to get to the end of the plan. These things must be considered as part of the target setting and the overall strategy.
Implementation – This is getting it done, completing the plan and seeing the benefits. This will include the assignment and direction of personnel, to carry out the intended actions to complete the planned task.
As a leaders role will usually mean getting a job done by directing others, it is important to ensure that as a leader I schedule and prioritise my work load and delegate tasks as relevant. I will also need to consider my resources to ensure the end goal is achieved, time will also be a large determining factor to how the planning progresses. I will also be responsible for ensuring that these resources are not wasted, equipment is at a high standard, ensuring overall satisfaction of the end result.
Sort term planning is key to ensuring the long term plan is achieved. Sharing goals with the team will usually ensure they set their own goals to work towards the collective success of the team.
Staying out of crisis mode will ensure that both my team and my managers will be pleases with the results achieved, nothing degrades morale like constant crisis. 
Using the SPRIT acronym helps to define the planning process and ensure that all aspects of the plan are necessary and organised.
Specific: Ensuring that the plan is clear and defined, there is a reason for it and everyone can understand why it is needed.
Prizes: What is the pay off for the work? If this is a long term goal, give myself rewards along the way and at the end of the task.
Individual: The goal has to be something that is bought in to, if it is not something that I or the team want, it will not be something we want to work towards.
Review: It is important to review the progress of the task and ensure that it still makes sense, that we are not stuck on it and lost direction and are there any adjustments to be made now that the process has started, sometimes once a task has started the way it finishes will change largely for various reasons, this is ok, it is part of the process.
[bookmark: _GoBack]Time-Bound: Ensure there are deadlines for the goals completion. If I am able to split the task in to smaller parts with less time spent in different sections of the task it will make it less tedious overall, giving myself deadlines and milestones will make a task more rewards. I personally thought of the term small victories when reading this, something I tell myself a lot when completing a long drawn out task. 
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