The Effective Leadership
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?
ii. What are your responsibilities as a team leader with regard to your team?
iii. How can you differentiate between the urgent and important tasks? Why it is important to do so?
iv. How can you breakdown tasks using progress and maintenance matrix?
v. What is action centred leadership model?
[bookmark: _GoBack]Q:2. Outline the four elements of planning. How do we apply them in the planning process?	(10)
i.My responsibilites is: to help my team to do our job, to be whit them, to solve out tks imput for maneger.
ii.If i will be team leder i will try all the time to work whit my team together to help them, to explain all our duties , i will talk and laugh i will make suggestions  and i will accept suggestion from my team.
iii. Urgent: Failure to complete it by a certain time will conceal or reduce the benefit of doing it permanently.Important: Needs doing but doesn’t have time constraints. The timeline can change.In my opion urgent is to solve and to respect the term for complete the order and important is product quality.
iv. Typically, the goals you set for yourself (or that are set for you) will be a part of the company's overallobjectives. They will be targets to reach in the near future. They will focus your department's output,quality of workmanship, and allowable expenses.Since part of what supervisors do is to accomplish work through the efforts of others, they must schedule and prioritize. They must organize resources to make sure plans reach their goals: that people are at work on time, that resources aren't wasted, that machines are in good repair and able to give their expected daily output, and that services will be of the highest quality to ensure customer satisfaction.Your work targets will be achieved through short-range planning. If you share the goals with your team it will help them set their own goals, and to work toward collective success.
v. My action is to be a person able, authoritative, able to explain the tasks, good communication and honest.
Q2. There are four elements of planning: Goals: Goals or objectives specify future conditions you want to reach.Actions/Strategy: These are the preferred course to reach those objectives. 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.Implementation: Getting it all done, including the assignment and direction of personnel, to carry out the intended action.Typically, the goals you set for yourself (or that are set for you) will be a part of the company's overall objectives. They will be targets to reach in the near future. They will focus your department's output,quality of workmanship, and allowable expenses.Since part of what supervisors do is to accomplish work through the efforts of others, they must schedule and prioritize. They must organize resources to make sure plans reach their goals: that people are at work on time, that resources aren't wasted, that machines are in good repair and able to give their expected daily output, and that services will be of the highest quality to ensure customer satisfaction.Your work targets will be achieved through short-range planning. If you share the goals with your team it will help them set their own goals, and to work toward collective success.
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