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1. (i) Motivation is a word derived from the word motive, which means needs, desires, wants or drive within individuals. It is the process of stimulating people to actions to accomplish the goals. Motivation is providing what appeals to the employees’ self-interests for example rewarding exceptional performance on individuals’ basis in the form of pay increases.

Motivation is important because it keeps employees satisfied and creates willingness to keep on improving their day to day activities and this in turn improves the organizations’ profit margins due to improvements in the productivity and innovations. Hence motivation puts human resources into action.

Motivation improves the level of efficiency of employees. Qualifications and abilities alone cannot make an individual or a team become efficient in whatever they are assigned to, but the level of motivation from the leader can help in the in productivity, reducing cost of operations and improving overall efficiency.

Motivation leads to achievements of organizational goals and it builds relationships and leads to stability of the workforce.



(ii)  Employees make decisions about how much effort to put into their work and leaders have many opportunities to influence these decisions and motivate their teams by producing challenging work, recognising outstanding performance, allowing participation in decisions that affect employees and showing concern for personal issues. In their book entitled The Leadership Challenge, James Kouzes and Barry Posner wrote, “Encouragement is, curiously, serious business because it’s how you visibly and behaviourally link rewards with performance. Celebrations and rituals, when done in an authentic way and from the heart, built a strong sense of collective identity and community spirit that can carry a group through extraordinary tough times”. 

The role of a manager as a leader is to understand what drives your team to do the best they can. American psychologist Abraham Maslow’s hierarchy of needs comes into play where he states that every individual has a five-level hierarchy of needs that they are driven to attempt to satisfy. As a leader one has to tap into these needs from the physiological needs up to the self-actualization needs in order to motivate their teams.
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As a leader, to get the best out of your team, emphasize the anticipated reward value, whether intrinsic or extrinsic. Every individual in your team has to realise the link between their performance and the rewards. The leader should give performance feedback to demonstrate that you know what the members of your team are doing and to acknowledge improved performance or a job well done. Praising specific accomplishments will help to bolster that employees’ self-esteem.

Empowering employees to achieve by giving them the authority, information and tools they need to do their jobs can greatly improve their motivation levels. Lastly employees do not value the same rewards equally, so it is important to tailor rewards to get the most out of each individual in your team. This will provide a good platform for better productivity and innovation together with a well-motivated team.



(iii)    Orientation is an induction of a new employee in an organization which is designed to provide information that he or she needs to function comfortably in their new environment. It is the sharing of policies and procedures, the introduction to their new jobs, their peers and the organization. It conveys three types of information, firstly the general information about daily work routine and secondly the organizations’ history, objectives, operations and procedures or services. Lastly it conveys the policies, work rules and employee benefits.

Orientation is important in that it makes new employees feel at home in the new environment. It helps them feel welcome and dispose any fears and reduce the anxiety new employees feel when they start their new life at the new organization. It also helps new employees become more productive to the organization quickly.

Orientation is also important in that it creates a favourable first impression of an individual and helps the new hire to form good relationships and help him or her to adjust better. A good and effective orientation program can have lasting effect on absenteeism and turnover.
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(iv)     Orientation, also known as induction takes place in the first couple of weeks for the new hire whereas in onboarding, which is the organizations’ socialization, starts during orientation and can go up to 18-24 months. Both onboarding and orientation occurs on a new hire in an organization. In orientation the new employee is exposed in the organizational policies and procedures and help them settle into their new roles in the organization. Onboarding is the training and engagement process which the new hire can acquire necessary knowledge and skills in-order to effectively function in his new environment and can include a plan for professional development and training in a manner that aids in overall retention.



(v)     The term SPIRIT stands for Specific, Prizes, Individual, Review, Inspiring and Time-bound. You can set your goals by using every letter of the term SPIRIT. In Specific you have to be precise and have something which is tangible not ambiguous, for example in-order to compete in a marathon you need to run 10km three times a week for four months to get into shape. Prizes is when you reward yourself for achieving that goal, for example buying yourself those expensive and comfortable running shoes that you would have longed for. Individual is what you really have in your heart, mind and your soul to win the marathon or at least complete the race. Review your training schedule, how well are you copying and are you improving on your targets. Inspiring is when you take extra gym sessions to be absolutely ready and in shape for that particular marathon you want to compete in. Time-bound is when you need to reach the necessary qualifying time, that is set for the marathon.

Therefor by abiding by the goals using SPIRIT as your guide you are sure you can achieve the competition’s requirements physically, emotionally and mentally to compete in the marathon. 



2. (a)    Giving feedback encourages development and innovative thinking within a team. Knowing how to receive feedback provides an opportunity to learn and the effect your behaviour has on others. Giving feedback is not just about telling someone what you think, but it is a two-way process that has to include listening, asking questions and gaining commitment to change or improve. By listening to 
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your team members in feedback sessions gives your members to feel valued about their contributions and help maintain a motivated climate. Always start positively and mention positive achievements and encourage your team members to talk about what has gone well. Trying to avoid the tendency to focus on mistakes in the feedback helps to maintain motivational climate within a team.



Feedback sessions need to be specific. Deal with issues one at a time. Your comments as leader must be clear and direct for example, “the way you presented the information was very inspiring and the customer was very impressed, but try to put in a smile and have eye contact next time”. This feedback surely will give the employee some motivation at the same time willing to improve on the next presentation.



Lastly consider your feedback to be a learning opportunity for your team so as to make them feel empowered but at the same time they should continually improve themselves and grow as individuals and a team as a whole.





(b)      Reinforcement is the process of encouraging or establishing a belief or pattern of behaviour. The reinforcement theory is a combination of rewards or punishments, which are positive or negative, and is used to reinforce desired behaviour or extinguish unwanted behaviour.



[bookmark: _GoBack]This theory as a leader, I can use it in the form of praising, giving a positive feedback in congratulating my team members when they do perform well. A good example is mentioning a deed done by a team member in a meeting and thanking that particular member in front of all team members. This creates a good motivational climate where other team members would feel obliged to follow suit and do well for the benefit of the organization.
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