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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. 
	


ASSESSMENT #3

Answer the following Questions:

1. Outline the main tasks that a performance management team is expected to perform: 4
· Customers and stakeholders’ satisfaction
· Creation of an environment in which people can be efficient enough to pursuing the purpose of the business
· Efficient and effective conduct of business’ internal affairs, in particular by having a structure that supports the key processes
· Timely delivery of outputs to meet performance requirements
· The work environment - it wishes to create an environment where the employees feel free and comfortable. This includes coaching and mentoring activities for staffs to help them improve their performance.
· Delegation of tasks to staff.
· Supporting and facilitating the application of learning from off-job development activities towards the workplace
· Ensuring that organizational policies towards health, safety, quality, product and service development, introduction of info technology systems, and so on are incorporated in the development plan of your unit.
· Discussion of individual development needs.
· Evaluating and measuring performance of staff. The attitudes, level of skills, qualifications, techniques used by, and level of understanding of the employees.
· It checks the progress and the accomplishments of the objectives of the company.

2. What are the main objectives which a performance management team wants to achieve?
· To train, motivate, and encourage the employees. To raise the standard of their performance and match the level required by the organisation. They provide any facilities and assistance to them to realise the objective.



· To create incentives or rewards for the employees. To retain key people within the organization, 

· To help provide them with the skills and knowledge they may need to achieve their personal goals as well, in a bid to improve their performances, 

· To work on improving the relationship between the employee and their superiors, 

· To help people perform better in their job. Performance management teams persistently monitor the working of their employees, departments, and all factors of performance within the organisation, 

· To achieve the business’ goals efficiently. If they spot any areas of weakness, they work to ensure that the situation is resolved through training and conducting workshops for their employees, 

· To introduce new and more efficient techniques of working, and to research the fields and areas of the various departments of the business to find the same, 

· To create the principles and policies for the organisation to implement in payment of employees, mode of work, rule of conduct, etc. 




3. What is the relationship between motivation and personal effectiveness? 6 

Motivation is the word derived from the word ’motive’ which means needs, desires, wants or drives within the individuals. It is the process of stimulating people to actions to accomplish the goals. In the work goal context the psychological factors stimulating the people’s behaviour can be -
· desire for money 
· success 
· recognition 
· job-satisfaction 
· team work, etc. 
One of the most important functions of management is to create willingness amongst the employees to perform in the best of their abilities. Therefore the role of a leader is to arouse interest in performance of employees in their jobs. The process of motivation consists of three stages:-
1. A felt need or drive 
2. A stimulus in which needs have to be aroused 
3. When needs are satisfied, the satisfaction or accomplishment of goals. 



What is personal effectiveness? It can't just be achieving our goals because we could do so in a very wasteful, time consuming or sloppy way. How about making best use of our time and all other personal resources at our disposal? This means achieving our goals efficiently, like investment, getting the best possible return.
Personally effective people are thus more than just people who get what they want. They really have two qualities: They make good use of their resources and they are skilled at achieving their goals. Whether you want to be a successful sales person or good in sports, being effective means a combination of efficiency and skilled execution.
People are personally effective in different ways because everyone has different goals, values and priorities. Skilled communicators, for example, can be effective in numerous ways depending on what they want to achieve. Those who want to entertain people have a good sense of humour. If they want to wow large audiences, they must have excellent presentation skills. Similarly, a coach needs to communicate sensitively and be a good listener.

       4. "The good managers must possess effective problem solving and conflict resolution skill". Discuss. : 6 
Consider the following conflict resolution and problem solving techniques to help resolve issues in your office:
Listen, Then Speak Out 
· Believe it or not, just listening to an employee’s issue is the first and most important step in resolving conflict. You should simply listen to all parties involved to completely understand the nature of conflict, and then start troubleshooting solutions.
Gather the Group 
· As a leader, you’ll need to arrange a meeting with all involved parties to discuss the issue. Give everyone a chance to speak; this is a good opportunity to hear all sides and gain a full understanding of the conflict. Having a group meeting may also expedite a resolution that will satisfy everyone.
Be Impartial 
· Don’t take sides! In a leadership position, you shouldn’t display any sort of opinion that favors one person over another. If you are partial towards one person, try to access the situation from all sides to come up with a fair and reasonable solution.
Do Not Postpone Conflict Resolution 
· Address the conflict immediately. Otherwise, the situation could escalate and could affect employee performance. Just make sure not to address the situation too quickly or without careful consideration, as your decision will directly affect the demeanor and performance of your staff. 
Promote Teamwork
· Encouragement and motivation are powerful. Remind your staff of successful projects that required teamwork to complete. This is one of the most effective conflict resolution techniques and will really make the employees think about the importance of working in a team.
Broadcast Praise
· As stated above, the power of encouragement and motivation can be multiplied when it is spread to recognize those who are modeling the teamwork and cooperation that is desired within any conflict. Try to give suitable models in these instances because behavior modeling can be risky if there are elements in the model that are undesirable.
It’s important to note that while resolving workplace conflicts, you need to consider your company’s regulations and policies. With the right conflict resolution training, you’ll have the tools and techniques necessary to keep harmony among your team.


       5. Rewarding is essential for motivation. Which types of incentives would be most suitable for the following workers
a) A Cleaner = Been able to work unsupervised, responsibility to make own decisions, overtime bonus, flexi time maybe.
b) A Sales person = Commission, company car and fuel card, having a self-employed option, challenging pitches etc…
c) A Nurse = Good wage, overtime available, interesting work, varied work, permanent contracts.
d) A shop assistant = Varied hours, promotion opportunity, responsibility to make decisions.


6. Some types of incentives are mentioned below make separate lists for financial and non-financial incentives: 5 
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

· Pensions
· Pay rises
· Pay bonus (ie: Getting paid a bonus when qualified)
· Company car and fuel card (Saving you money on purchasing your own)
· Performance based

Non-Financial
· Picking your own hours
· Self-employment
· Varied work and locations (ie: Travelling and working overseas)
· Job satisfaction
· Gain qualifications 
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