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Introduction 

 

Employees of an organisation should be trained so that they could work with people and also 

lead people for a particular target. In a highly competing business world, it is very important 

that the employees of an organisation works as a team overcoming barriers to performances 

and give their best and fullest support to the management to run the business. Understanding 

the importance of working and leading people is essential and the module “Managing 

Activities to Achieve Results” provides the necessary knowledge and skills to guide students 

in been a leader with the ability to work well with people.  

This module also covers the recruitment, selections and retentions of employees providing 

the work and development needs of so as to increase the productivity. Furthermore, different 

leadership styles and theories have been discussed through which a clear explanation is 

given regarding the best leadership character and qualities that should be possessed within 

an individual to be successful. Methods to work in a group where individuals with difference 

behaviours and perceptions are present is been practically performed which enable the 

students to build teams and work towards one target.  Through this module the individuals 

will be moulded to persons with leadership qualities and improved team working skills 

which would be helpful in their career ladder.   
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1. Task  

 

 

 

 

 

Induction about “ABC Sportswear Company”  

 

ABC sportswear (Pvt) Ltd is one of largest manufacturing organization in Sri Lanka., which 

is in apparel industry. It is popular company in present time to manufacturing garments in 

Sri Lanka as well as internationally. It is privately held company .in whole companies there 

have 1000-5000 employees. But true employees’ size was changing day by day. It is a 

systematic behavior in apparel Sector.ABC Company is linking with emjay international. 

Organizations use the group production system. its strengths rise the company’s capability 

of manufacturing the simplest of jersey tops to highly construct bonded fleece jackets with 

many complicated situation were included. Now in company they manufactured, ladies/ 

men’s kids out wear’s as well as underwear’s. Others are manufacturing 9 cutting, designing 

ect.) , Accounting, Human recourse sector. At worker level external recruitment were the 

most popular. 

 

 

 

 

 

 

Scenario: - You are working in the Human Resource Department as the HR Manager of a 

large manufacturing Organization and as part of your job description you are expected to 

perform the following tasks.  
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1.1 Advertisement to recruit a new Assistants Account 

Figure 01 

 

 

ASSISTANTS ACCOUNTS – Female/Male 

 

Company Name  : Manpower Services (Pvt) Ltd 

Location   : Colombo - Western - Sri Lanka 

Industry Focus  : Accounting, Banking & Financial 

Skill focus  : Assistant Accountants 

Salary Range  : Negotiable 

Position Type  : Permanent 

Min. Education Level : Completed High School - A/L  

Min. Industry Experience : 2-3+ Years Industry Experience 

Requirements 

 3 passes at GCE A/L and Credit pass for English & preferable an A pass for Mathematics at GCE O/L.  

 Intermediate level of CIMA/ACA/ACCA or fully qualified in AAT.  

 Applicants should be extremely competent with 3 years "hands on" experience in a similar capacity & accounting 

packages.  

 Also should be well competent in the preparation of final accounts, and competency to handle all accounting 

functions of the company independently and attend to the preparation of all statutory returns.  

 Applicants should be self- motivated, highly capable, and be able to work with minimum supervision.  

 Good understanding of accounting principles.  

 Excellent computer literacy (MS Excel).  

 Age below 26 years.  

An attractive remuneration packages & excellent career prospects waits for the right candidate. Please submit your resume 

with non-related referees within in 7 days. 
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Necessary documentation to select and recruit a new member of staff  

 

The candidate is required to provide the originals of the following documents for the 

perusal of HRD. No original certificates will be retained by the HRD. 

- Birth certificate 

- Educational certificates 

- Professional certificates 

- National Identity Card 

- Service Certificate(s) from previous employer(s) 

- Testimonials 

 

1.2  Recruitment and Selection process of ABC Company 

 

In ABC sportswear company’s recruitments and selections are two categories. In executive 

pots are recruit by the head office in Colombo. Worker levels recruitments and selections 

were doing at the ABC HR department.  

 

Recruitment process  

Recruitment and selection of directs (trainees and MO’s) and indirect at worker level. 

“In other words the objective is recruit trainable individuals with high skills, competences, 

values and attitudes that would be in line with the culture add goals of the organization even 

as catering to growth and proving opportunities for such individuals” 

Company recruiting,  

- Age 16 to 30 for female. 

- Age 17 to 30 males. 

- Above 30 who are very qualified 
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In the organization there are three categories of employees. Trainees,  Machine operators 

and others. Trainees don’t have any knowledge about company’s manufacturing but want a 

job in the company. When recruiting a machine operator usually company recruiting the 

qualified machine operators. Cutting embodying and others are notified the other category. 

Talent sourcing methods; 

 Get the population details from divisional secretariat to fine out most suitable areas 

to carryout campaigns. 

 Age wise 

 Gender wise 

 Area wise 

 

 Through workers – (internal campaigns) 

 Poster campaigns and hand bills- in selected areas 

 Job forums  

 Print media 

 From institute  

 

Selection Process  

 

Receiving potential employee; 

- Welcome the candidate 

- Immediately infirm the receptionist / HR department 

- Maintain in & out time records of candidates 

- Maximum interview cycle time - 2 hours 
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Basic functions of interview process 

 

- Nominate a person a accompany the new comer and the guardian /parent  

- Warmly welcome by saying ‘ayubowan’ 

- Provide refreshment  

 

Selection Procedure 

 

Step 01  Filling the application by the candidate. 

Step 02  Formal interviews by a HR assistant and checking of documents. While 

candidate is doing the interview make an opportunity for their guardians/ 

parent to visit the factory, is a special feature of the company. 

Step 03 Trainee- written tests/ handing test at the training school 

  MO- written tests / interview/ test at the relevant department  

  

Step 04 Medical checkups at the medical center.  

Step 05 Interview with the industrial psychologist to check the back ground of the 

candidates and suitability to work.  

Step 06 final interview and formal letter of appointment by the HRM 
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1.3 Being a member of interview panel what contribution would you make to select 

the right candidate  

 

The main purpose of the selection of the employee is the appointing the right person for the 

right position at the right time. Here as the HR manager, it is the responsibility of selecting 

the right person with expected skills, knowledge and the attitudes for fulfilling the 

competency gap of the organization. Further it is necessary to evaluate the candidate with 

impartial measures which are both quantitative and qualitative. But it is required to evaluate 

the candidate appropriately and fairly without concerning the personal interests or political 

influences. Therefore it is the responsibility of the HR manager for fulfilling the emerging 

competency gaps of the company while establishing suitable measures or standards for 

evaluating and selecting the best suited candidate for the position. 

 

At this point, there usually are one or two candidates who clearly stand out as the most 

qualified for the job. However, it is unexpected how much interviewers’ impressions can 

change once they all have an opportunity to carefully discuss and consider all of the 

candidates. Be sure panel approach to selecting the best candidate is a comprehensive and 

steady approach. 

Within one or at most two weeks after all interviews have been completed, arrange the 

interviewers. Consider a consistent method to select the best candidate from among the 

interviewers. For example, mention the name of a candidate, and allow 15 minutes total for 

all interviewers to share their impressions of that candidate. Also share results of any 

comments from references and/or background checks. Repeat the process for each 

candidate. After all candidates have been discussed, then list the candidates again, this time 

having interviewers vote for the best candidate from the list. 

 

Selection panel 

- For Trainees- HRM/Industrial Psychologist/ Training instructor 
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- For MO’s - HRM/ work study manager/ Training instructor/ Industrial Psychologist 

- For other workers – HRM/ Accountants / Respective Dept. Head/ Industrial 

Psychologist 

 

1.4 Evaluate HR manager contribution during the selection process  

 

Here it is required to help with developing the selection criteria by the all members of the 

panel while screening the resumes as well. Furthermore it is required to prepare the 

interview questions in order to evaluate the applicant properly. Not only that but also it is 

required to contribute to assess each and every candidate against pre-established criteria 

without having any personal interests. Finally it is necessary to provide the inputs relating to 

the final selection of the candidate while concerning the all required competencies for the 

organization with the existing qualifications and the skills of the candidate to fulfill the 

expected duties, and tasks as expected manner by the organization. Therefore it is necessary 

to contribute to find out the best suited candidate to the position meanwhile evaluating the 

relevant skills and competencies with the job description. 

Successful businesses realize one of their most important assets is their workforce. 

Developing a strong, talented employee need a recruitment and selection process that 

identifies strong candidates both inside and outside the company. Routine assessments of the 

methods, procedures and strategies used in retaining new employees and selecting 

employees for advancement can improve employee retention and the quality of interview 

candidates. The best evaluation methods identify successful processes that can be enhanced 

and ineffective processes that need changes. 
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2. Task  

 

 

 

 

2.1 What skills and attributes would be needed for leadership  

 

Leadership ability doesn't automatically come with the title of Manager, Supervisor or Team 

Leader. It must be an ongoing learning process. Ask questions, observe carefully and go 

over the use of your resources regularly.  

Most great leaders do not become great by chance. It takes a certain type of individual to 

become a great leader and there are several things that all great leaders have in common. 

These things are essential leadership qualities that are required for leaders in all areas of life. 

To become a great leader, a person must have the mindset of a leader. The first essential 

quality required in a leader is honesty. Honesty is something that explains a person's 

personal values and a person's honesty is displayed through his outward actions. 

Communication skills are required for leaders. In this team as a leader must be capable to 

communication well with people, employees as well as customers. A leader must keep a 

good balance of assertiveness and respect delegate duties well, but be able to avoid 

demeaning people, or making them feel like they are unimportant. Good communication 

skills are required to convey messages to those a person is leading.  

 

 

 

 

Scenario:-You are a leader of a small and diverse team of IT professional 
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 Good Communicator- As a leader must be willing to work to understand the needs 

and desires of others.  

 Respectful- Treating others with respect will ultimately earn respect. 

 

 Listen- Listen carefully to better understand quality of life and work/life balance 

issues and then encourage employee-driven solutions. 

 

 Be flexible- If the staff feels comfortable offering suggestions and are involved in 

developing and implementing some of them, they will actively look for opportunities 

to improve the company. 

 Be supportive- Show empathy and patience. 

 

 Motivation skills / Encourage people – A strong leader has the ability to inspire, 

motivate and strengthen. 

 Be honest - When you give your word, honor it.  

 

 Well Educated- Knowledge is power. Work to be well educated on community 

policies, procedures, and organizational norms. 

 

 Quiet Confidence- Be sure with humble intentions. 

 

 Open-Minded- Work to consider all options when making decisions. 
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2.2 Difference between leadership and management  

 

Leadership is just one of the many assets a successful manager must possess. Care must be 

taken in individual between the two concepts. The main aim of a manager is to maximize the 

output of the organization throughout managerial achievement organization. 

 

Management Leadership 

Definition-Management comprises directing 

and controlling a group of one or more 

people or entities for the purpose of 

coordinating and harmonizing that group 

towards accomplishing a goal 

Definition-Leadership means "the ability of 

an individual to influence, motivate, and 

enable others to contribute toward the 

effectiveness and success of the 

organizations of which they are members. 

Pushes the employees towards goals Pulls towards goals 

Prefer long hours in the office Doesn’t prefer long hours in the office  

Thinks education Thinks ideas  

Avoids risk Willing to take risk 

Impersonal remote  High emotional intelligence  

High concern for cost Low concern for cost  

 

Table 01 
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2.3 Leaderships styles and different situations 

 

For people wanting to stand out within their workplace and put on new responsibilities, few 

things increase their careers like representative superior leadership skills.  

Usually, leadership skills were considered hard to teach and harder to measure, but this is 

beginning to change in the period of the Internet and its numerous online leadership and 

management programs and articles. 

Now that we can accumulate huge numbers of corporate figures, it's possible to break down 

the most popular leadership styles and compare their outcomes. As it turns out, it is 

situational but the same situations tend to come up over and over. 

So, ultimately, the best leadership style may the one that's the most flexible – a leader who's 

willing to move and bend his style to best fit into the situation. Remember, in business, 

ultimately only results matter – even if you prefer not to adopt a certain style in your 

everyday business, sometimes different measures are called for. 

Managers may be comfortable with different leadership styles for different situations. When 

the project is under great time control and there are many parts to the task, a strong, 

autocratic leadership style may be the most effective. On the other hand, when creative 

solutions are needed and time is not a pressing issue, teamwork and free-rein leadership can 

get the job done.  

 Teamwork Leadership 

Teamwork leadership is popular in business. Creating a team motivates team members and 

encourages them to share their knowledge and come up with creative solutions to problems 

more quickly than they would independently.   
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 Autocratic Leadership 

These kind of leaders give define instructions , demand compliance, emphasis task 

performance , exercise close supervision , permit very little or no subordinate influence on 

decision and do not welcome suggestions from them. 

 Free-Rein Leadership 

The free-rein or laissez-faire leadership style is used by managers when staff is perfectly 

capable of completing the task at hand on their own. With free-rein leadership, employees 

make decisions and set up policies without the manager's input. Participatory Leadership 

 Coaching Leadership 

The coaching leadership style, sometimes called "management by walking around," is 

effective when managers expect their subordinates to complete a task on their own with help 

when difficult situations arise. The manager acts as a coach or counselor to enable 

employees to complete the task. 
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2.4 Motivate staff to reach a higher level of satisfaction  

 

“Motivation is an inner drive to behave or act in a certain manner. These inner conditions 

such as wishes, desires, goals, activate to move in a particular direction in behavior’ 

- Michael J. Jucius   

 

Motivation is a more important factor to encourage the employees of the organization in 

order to reach to organizations desired goals and objectives in an efficient manner. 

Therefore managers of an organization need to possess a good understanding of the 

motivational ways related with the employees. So it can be implemented the following 

theories and models in order to motivate the employees while increasing their satisfaction 

level.  

 Two factor theory 

 Abraham Maslow’s Hierarchy of need theory 

As per Two factor theories, it consists with two factors namely Hygiene and Motivational 

factors. Hygiene factors focusing on the factors that lead to decreasing the employee 

dissatisfaction such as salary, increments, work environment, working conditions while 

Motivational theories focused on the factors that lead to increase the satisfaction levels of an 

employee these factors include responsibility, recognition, and promotion.  According to 

hierarchy of needs theory it is required to fulfil the physical needs, Safety needs, Social 

needs, Esteem needs and Self-actualization needs of the employees respectively in order to 

enhance their motivation and thereby the satisfaction level. 

 

 

 

 



Working with and leading people     Individual Assignment   

18 
ACHE 

Motivational framework  

 

Figure 02 

Showing your employees that you are willing to know their comings and goings and hard 

work is without doubt the simplest and least costly methods of employee motivation.  There 

are many ways to convey the employees.  Token gifts, Employee of the month awards, or a 

pat on the back, all show how much you appreciate them.  As you increase your employee's 

intelligence of self-importance and success employees feels better about their job and in the 

end is more productive. 

 Reward the whole group for a job well done.  This will enhance morale both personally and 

collectively.  Employee incentive programs such as small bonuses, employee award 

certificates, etc, all give out to better the company as a whole.  Remember that everybody 

like to feel appreciated and special for the work that they do. So easily the manger can 

motivate the staff to reach companies goals.  
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3. Task  

3.1 Emphasize the Importance / Benefits of team working  

What is the team? 

“Any work group whose individual effort result in a performance that ia greater that sum of 

individual inputs is called a work team”  

 Team work guide to success.  In an organization group of people working together 

towards a common goal. The benefits of teamwork include increased efficiency, the 

ability to focus different minds on the same problem and mutual support. Today 

without employees an organization cannot operate in this dynamic business world. 

So team working is most important part of organization.  

 

Some highlighted benefits of team working; 

 

 Better Outcomes- Teamwork can guide to better business results because the team 

can bring more resources to put up with challenge and there are more mistakes to 

reduce risk of poor individual contributions.  

 Efficiency- When a team is able to work well together they complete more than 

individuals can do alone. This helps a company save money while being more 

competitive in their market.  

 Better Ideas- A good team is made up of various members. When these members 

apply different skills to the same problem, they come up with a more effective 

solution than one person working on the same problem.  

 Mutual support- When teams work well together they are helpful of one another. 

Mutual support can encourage people to achieve goals. 

 Intelligence of success- When members of a team work to achieve specific goals, 

there is often a greater sense of achievement than what an employee may feel when 

working on their own.  
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3.2 Demonstrate working in a team as a leader and dealing with difficult situations  

 

Leadership is a universal phenomenon in humans and in many species of animals. 

According to the Robinson the leadership is the ability to influence a group towards the 

desired achievement of goals. Further a team can be identified as two or more people 

working together to achieve a common goal. But when it got to think collectively and 

respect to the ideas of other team members, it may arise some issue of coming to the 

common agreement or common decision. It may be further enhanced with the social and 

cultural differences and behavioral differences of the people within the team. For an 

example, when it comes to decide whether to implement a specific pricing strategy for a 

product by the marketing team, there may be different views  which are vary with the risk 

averse, risk neutral or risk preferred people within the team. 

As a team leader, have a pretty hard job and it doesn’t come much tougher than dealing with 

difficult situations in the workplace. Whether it’s tackling office gossip, giving a 

disciplinary, or helping your team through a period of being without a job, leadership skills 

are going to be pulled into the highlight. So, to help the leader deal with some of the most 

common situations you might have to address at work. 

 

Difficult people do exist at work. They come in every variety and no workplace is without 

them. How difficult a person is for you to deal with depends on your self-esteem, your self-

confidence and your professional courage. Dealing with difficult people is easier when the 

person is just generally horrible or when the behavior affects more than one person. When 

we work with the same people day in and day out, chances are we will even truly encounter 

a situation that can be very explosive. In this scenario we can apply situational theory. 

  

Leadership is affected by the situation 

a) Previous experiences, personality, closeness to people ect. 

b) When managing staff leader need to make judgments about the extent to which you 

direct their work, coach them, support them or delegate task to them.   
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- If the staff member’s confidence is high, but his or her competence is low, their 

work will need to be directed carefully. 

- If the staff member’s competence and confident are both on the low side, he or 

she will need coaching. 

- If the staff member’s highly competent, but lacks confident, he or she will need 

to be supported and encouraged. 

- If the staff member is very able at their work, and has the confidence and 

motivation to do it, then his or her manager should delegate the work.  

 

3.3 Belbin’s team roles and effectiveness of each role achieving the organizational 

goals  

 

Meredith Belbin (1981) has identified key roles within a team. It is not a must to play all the 

below mentioned roles by different individuals. At times, one person can play more than one 

of those roles in a team. 

Chairman -   Clarifies the group’s objectives helps to identify the issues to be addressed. 

Has to be stable, dominant extroverts.   

Shaper – an anxious, dominant extrovert who needs results for reassurance and has a 

compulsive drive to get thighs done   

Plant – A dominant invtrovert with very high IQ, who is very good at coming up with 

original ideas and suggestions. 

Monitor Evaluator - A stable introverted type of an individual with a high IQ,   who is 

good at dispassionate analysis of suggestions and options.  

Company worker – A stable, controlled individual, who turns decision in to manageable   

tasks.  

Resource investigator – A dominant stable worker, who goes outside the team to obtain 

useful information and recourses. 
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Team worker – A stable extrovert, who keeps the team together but supporting other 

members and helping to promote unity.  

Completer – Typically, an anxious introvert, who is impatient and very concerned with 

meeting deadlines.  

Expert – A technical person, if needed, to solve technically based problems.  

 

4. Task  

 

 

 

 

 

 

 

 

4.1  Factors involved in planning the monitoring and assessment of work 

performance  

What is the Performance? 

“Performance is defined as the degree of accomplishment of particular tasks, duties and 

responsibilities for you to achieve organizational goals “ 

 

Performance management is a vast area & one of the key aspects in the human resource 

management procedure. Performance management always tries to get the maximum 

productivity from the employees while continuously operating with other business activities. 

Effective performance management requires ongoing communication between supervisors 

& staff. It is the time for the supervisor & employee to set developmental goals that 

reinforce the organizations’ strategic plan and, if there are areas of problem performance, 

Scenario-You’re a manager of a small business that is in the process of rapid expansion. Your 

shop book keeper, mala deals with a ll the recording of cash sales and cash balances for the 

week. Now she has come to your office, confused to report a mismatch of cash closing up 

balances over the past week. As you compare the balances there seems to problem in the actual 

balance and balance recorded in the cash up sheet. The cashier during that week was ranil.  

You call up ranil to your office to discuss the reasons for the mismatch. He looks very tired and 

explains that he has a newly born baby so has been breaking rest and covering up a few shifts 

for his college who has been unable to come to work because he is sick. Therefore, he has made 

a mistake while writing and calculating the close up balance for the day. This has lead the 

entire week balances to be wrong.  
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action plans for improvements. Supervisors wish that appraisal process is a way to motivate 

the employees and can improve the performance of them. Therefore discussion of how 

employee’s career improves and what kind of training they want are must for the 

organization. Performance management is not a onetime event but a continuous process. It 

should align with the organizations’ strategic goals &require open communication among 

managers & staff. It provides time for formal feedback, but employees should receive 

continuous feedback from their supervisors & not just at the review time.  

 

Levels of performance  

- Organizational Performance 

- Departmental Performance 

- Team Performance 

- Individual Performance 

 

Not all employees are hard working. Effective managers and team leaders actively 

monitor their employees in a variety of ways to ensure that low performers are quickly 

disciplined and high performers are satisfied. 

It is essential to discuss with the appraiser at the beginning of the stipulated period regarding 

the key job responsibilities. The job responsibilities should be discussed in line with the job 

description of the particular employees. The employee should have clear picture of what 

performance standers are expected from him/ her during the stipulated period. This has to be 

a two way communication agreed by the appraiser and appraiser.  

Performance assessment it’s the third stage in the performance appraisal system. This stage 

deals with the evaluation of performance by the appraiser as against the objectives and 

performance standards. Appraiser will evaluate any corrective actions or changes in 

performance standards decided at the performance review.  It is important that the appraiser 

carry out a fair and unbiased assessment of the appraiser to ensure objectivity. A comparison 

between the set objectives, performance standers and actual performance standards should 

be critically evaluated with relevant facts and data. The appraiser should complete the 
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appraisal from at this stage and use this document during the final review meeting with the 

appraise  

4.2 Plan and deliver the assessment of the development needs of individuals 

  

Individual Development Assessment 

Individual development assessment can be specifically modified to: 

 Providing an objective assessment of strengths, possible and development needs to help in 

support decisions, deployment and career development decision making 

 Performance development – for example working with a newly promoted manager to 

evaluate potential strengths and development needs in the new role and to develop strategies 

to maximize performance, or supporting an employee experiencing performance difficulties 

 Personal style development – raising the self awareness of the individual in terms of the way 

they relate to and manage others, manage tasks and activities, their response to change, their 

levels of flexibility, response to change, key motivators and level of drive and goal. 

Assessment methods are selected on the basis of the purpose of the assessment and may 

include: 

 An in-depth interview with the individual and the consultant 

 An occupational personality questionnaire to decide character and preferences in terms of 

behavioral and work style 

 360 degree appraisal assessment to provide information on how an individual’s behavior and 

style is perceived by others 

 skill testing 
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 Individual development planning, providing support and leadership in meeting defined 

development needs. 

4.3 Evaluate the success of the assessment process  

“Job evaluation is a systematic comparison done in Oder to determine the worth of one job 

relative to another “ 

Types of Assessment and Evaluation 

Assessment and evaluation studies may take place at the subject, department, or Institutional 

level, and range in size and scope from a direct study to a complex project that addresses a 

number of different topics, involves hundreds of students, and includes a variety of 

methodologies.  Typically, assessment efforts are divided into two types, formative or 

summative. Below, each is described briefly along with a third less often seen type called 

process assessment. Included, as well, is a grid that classifies different assessment 

methodologies. 

Job evaluation process 

Job evaluation is a step by step process which is completed after the successful completion 

of following stages: 

 

1. Job Analysis 

It is a process through which required information about various aspects of jobs can be 

obtained. Job analysis involves two scopes: 

 

- Job description 

Under job description, a profile of job information is prepared indicating the duties, 

responsibilities and working condition of work. It explains about what the job entails. 

 

- . Job specification 

Job specification indicates preparation of a specification statement which explains the 

necessary skills, knowledge and abilities required to perform the job. 
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2. Job Rating 

Job rating includes the process of using same methods to study job descriptions and 

specifications in order to assign a relative worth for each job. Some of job rating methods 

are: ranking, point rating factor comparison, and so on. 

 

3. Money Allocation 

After rating the worthiness of each job, a pay structure is determined and the money for each 

job is allocated. It means, it is the arrangement of paying rewards/compensation for each job 

according to its worth or value. 

 

4. Job Classification 

Job classification is the last step of job evaluation which is concerned with the 

categorization of jobs according to their pay scale. For example, high paying jobs are 

represented at the top of the hierarchy. 

 

5. Conclusion  

 

In task 1, we are supposed to select an organisation and talked about the recruitment, 

selection and retention procedures and at the same time we have to talked about work and 

development needs of employees. 

In task 2, we are showing here the styles and the impact of leadership and about a leader by 

highlighting his leadership attributes leadership traits and also the lessons which we can 

learn from a leader.  

Task 3 is which shows about the importance of working as a team by developing team 

building skills to achieve the target and how to work effectively in a team. 

Task 04 mainly focusing work and development needs of individuals and how to evaluate 

the success of the assessments process. 
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