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Unit 4: Lead and Manage Effective Workplace Relationships

Unit of Competency – BSBLDR502

Performance Evidence




Workplace Assessment









There are 4 Parts to this assessment. 

Part 1 is to be completed after finishing Topic 1 “Manage ideas and information
Part 2 is to be completed after finishing Topic 2 “Establish systems to develop trust and confidence”,
Part 3 is to be completed after finishing Topic 3 “Manage the development and maintenance of networks and relationships”,
Part 4 is to be completed after finishing Topic 4 “Manage difficulties to achieve positive outcome”.

 



Part 1 – Managing Ideas & Information  

ASSESSMENT INSTRUCTIONS

You should have now read the content and completed the short answer questions for the first topic ‘Manage ideas and information’.  

In the space below, answer the following questions:

Question 1
How might you communicate information to support your team to achieve their work responsibilities? (100 words)

Your Response:




Question 2
How will you ensure employees have the opportunity to contribute to issues related to their performance? (100 words)

Your Response:



Question 3
How will you ensure issues raise by staff are resolved promptly?  (100 words)

Your Response:








Please return online and continue with Topic 2 – Establish systems to develop trust and confidence.
----

Part 2 – Developing Trust & Confidence

ASSESSMENT INSTRUCTIONS

You should have now read the content and completed the short answer questions for the second topic ‘Establish systems to develop trust and confidence’.  

In this Part, you are required to locate you internal policy on ‘Cultural Diversity and Ethical Values’ and paste it in the space below (or attached it to your submission). If you don’t have an internal policy for this then please create one in the space below:

Policy:





Question 1
How will you ensure the team will adhere to this policy?

Your Response:







Question 2
How will you ensure your behavior and professional conduct promotes trust within your team? (100 words)

Your Response:












Question 3
How could you adjust your behavioural style to meet the organisations cultural diversity and ethical environment? (100 words)

Your Response:








 
Please return online and continue with Topic 3 – Manage the development and maintenance of networks and relationships.
----




Part 3 – Manage the development and maintenance of networks and relationships

ASSESSMENT INSTRUCTIONS

You should have now read the content and completed the short answer questions for the third topic ‘Manage the development and maintenance of networks and relationships’.  

In this Part, you are required to complete steps 1 and 2. 

Step 1 – Behavioural Styles 

Utilising the Behavioural Styles model plot the following people and identify which style they are:
· A Difficult Worker/Colleague
· Your Manager/Team Leader
· Partner/Close Friend
[image: ]
[bookmark: _GoBack]Question 1
In the space below write their name, style and two things you could do to improve your relationship. 

Your Response:
 








Step 2 – Plan to Create a Positive Workplace Culture

Question 2
Identify the main steps you would take to assist in creating a more positive workplace culture within your organisation? (300 words)

Your Response:







Question 3
What objections and barriers you may encounter and identify strategies for dealing with them? (300 words)

Your Response:








Question 4
What is your involvement in the process and then identify your strategies for gaining co-operation from staff and management? (300 words)

Your Response:










Please return online and continue with Topic 4 – Manage difficulties to achieve positive outcome.
----


Part 4 –Difficulties into Positive Outcomes  

ASSESSMENT INSTRUCTIONS

You should have now read the content and completed the short answer questions for the fourth topic ‘Manage difficulties to achieve positive outcome’.  

In this part you are required to complete Steps 1 and 2.

Step 1 – Strategies for Resolving Conflict

Using the checklists on the following pages develop strategies for resolving conflict with each behavioural style. 

	Style
	Strategies for Resolving Conflict 

	


Analytical


	
1.  
2.  
3.  
4.  
5.  

	


Driver

	
1. 
2.  
3.  
4.  
5.  


	


Amiable



	
1. 
2.  
3.  
4.  
5.  


	


Expressive


	
1. 
2.  
3.  
4.  
5.  





Checklist For Role Shifting With “Drivers”
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Checklist For Role Shifting With “Expressives”
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Checklist For Role Shifting With “Amiables”
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Checklist For Role Shifting With “Analyticals”
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Step 2 - Manager’s Sign Off 

Once you have completed all the above meet with your manager to gain feedback and get sign off for this Unit. Please note, your manager must provide written feedback in the space below

If you are unable to meet with your manager there are 2 other options available for sign off: 
(1) Attend a Proteus Implementation Day 
(2) Arrange an appointment with your Proteus Coach

	Lead & Manage Effective Workplace Relationships – Workplace Assessment 
	Yes
	No

	Did the student develop and/or implement processes to manage ideas and information including: 
· communicating information to support others to achieve work responsibilities 
· facilitating employees' contributions to consultation on work issues 
· providing feedback on the outcomes of consultations 
· resolution of issues raised or referral to relevant personnel ?
	
	

	Did the student establish and/or implement policies to ensure that the organisation’s cultural diversity and ethical values are adhered to?
	
	

	Did the student provide leadership through own behaviour including: 
· professional conduct that promotes trust with internal and external contacts 
· adjusting own interpersonal communication style to meet the organisation’s cultural diversity and ethical environment?
	
	


	Did the student plan for, and manage, the use of networks to support identifiable outcomes for the team and the organisation?
	
	

	Did the student develop and/or implement processes and systems to manage difficulties including: 
· identifying and resolving conflicts and other difficulties according to organisational policies and procedures 
· planning how to address difficulties 
· providing guidance, counselling and support to assist co-workers in resolving their work difficulties?
	
	

	Feedback – Skills Performance
	
	

	What feedback can you give you the staff member regarding the standard of their performance in these skills listed above? (50-100 words). Please consider areas of success and areas of development.








Managers Name: 
Managers Job Title:
Managers Signature: _____________________
Date:
ASSESSMENT INSTRUCTIONS

This is the end of the Workplace Assessment. 

Please now go online to the topic menu for ‘Unit 4 – Lead and manage effective workplace relationships’ and click on the box ‘Workplace Assessment’ to submit your Workplace Assessment.

[image: ]

Grading and Feedback.

Feedback will be provided for each question through the Online Learning System. You will receive an email notification of feedback being posted. 

If there are any required changes you will be given an opportunity to resubmit.

Proteus Leadership – 1300 219 903 – online@proteusleadership.com


-- End of Document --
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Checklist For Role Shifting With

“Drivers”

DON'TS.

B0 clar,specific, bief and to the point.
Stick to business.

Come preparad withal requirements,
Gbjectives, and support materal n well-
organised “package”

Presant the facts and figures logicall;
plan your presentation offciently.

Ask specifc preferably “what?)
questions.

Provide alternatives and choices for
making their own decisions.

Provide facts and figures about
probabilty o success or effoctivensss
of options.

1t you disagre
ot the parson.

take issuo with facts,

1f you agree, support results, not the
porson.

Motivate and persuade by refering to
objectives and results.

Aftr talking business depart oraciously.

Dot amble on, or waste their time.
Doty to buid personal relationshis.

Dot forget o lose things; don't be
disorganised of messy; don't confuse o
disract their mind from business.

Dorvtleave loopholes or cloudy issues.

Dorvt ask hatorical questions, or
useless ones.

Dorvt come with  readymada decision,
and dor't make it for thern.

Dot speculato wildy o offer
uarantoes and assurances wher there
is risk in meeting them,

1 you disagree, don' et it reflect on
them personaly.

It you agree, don't reinforce with “'m
with you?

Dot try to convince by ‘persanal”

Dot direct or order.
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Checklist For Role Shifting With “Expressives”

bo's

DONTS

Plan interaction that supparts their
dreams and intentions.

Leave time for relating, sacilisig.

Talk about people and thei goals;
opiions they find stimulating.

Dorit get bogged down in detas.

Ask for their opinions/ideas regarding
people.

Provid ideas for implementing acton.

Doritlegisiato or mutle
Donitbe cur, cold,or tight-pped.

Dot drive onto facts and figures,
alteratives and abstractions.

Donitlaave decisions hanging in the it

Dont wasta time trying to e
imporsonal,judgementl,task oriented.

Dot ‘dream’ with them or you'l ose
time.

Uso enough time to be stimulating, fun
loving and fast moving.

Dontkid around 100 much or stick to
the agenda too much.

Provide testimonials from pecple they.
s60 a5 mportant o prominent.

Dot tlk down to them.

Dorit be dogmaic
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Checklist For Role Shifting With “Amiables”

bo's

DONTS.

Start, however biely, with a personal
comment. Break the ice.

Dot rush heaclong into business o
the agenda.

Show sincere interest in them.
as people; find areas of common
involvament; be candid and open.

Dot stk coldly or harshly o business;
o the other hand, don't lose sight of
qoals by being 100 personal

Pationty draw out personal goals and
work with then to help achiove these
goals; listen; be responsive

Don't force them to respond quickly to
your objoctives; dorit say: “Here's how
Tsee it

Prasent your case softy, non-
threateningly.

Dot be domineering or demanding:
don't threaten vith authoriy.

sk ‘how?” questions 1o draw their
opinions.

Wateh carefuly for possibl areas of
early disagroement ordissatisfaction.

Dot debate about facts and figures.

Don't manipulate or bully them into
agreeing because they prabably worlt
ight back.

B consultative in your decision-maing.

Don' patronise or demean them.

Move casual, informaly.

Don't be abrupt and rapid

Define cloarly (preferably in wiitng)
individual contributions.

Dot be vagus; dorit offer options and
probabiltes.

Provid guarantoes that ther decision
wil minimise risks; give assurances that
provide them with benefis

Provido personal assurances, clear,
specific soluions with maximum
quarantos.

Dot offe asstrances and guarantaes
You can't fulf

Don' keep deciding for them or they I
losa niative; don't leave them withaut

backup support.
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Checklist For Role Shifting With “Analyticals”

DONTS.

Propare your ‘case’ in adhance.

Dorvt be disorganised or messy.

Approach them in a srsightforward,
direct way; stick 0 business.

Support theirprincples; use thoughiful

‘approach; buld your crediblty by isting
108 and cons 02 suggestion you

Dortt be too casual, informa or loud,
Dortt rush the decision-maing process.

Dortt be vague about what's expocted
of ither of you; don' fal o folow
thiough.

Make an orgarised contribution to their
efforts;prosont specifics and do what
You say you can do.

Take your time, but be persistent,

Draw up a scheclled approach to
implementing action with stop-by-step.
timatable; assure the tha thero worit

be any surprises
16 you agree, fllow trough.

1f you disagree, make an orgarised
prosentation of your positon.

Give them time to veriy reiabiity of
Your actions; bo accurate, realstc

Provide soid tangibl, practical
evidence.

Mininise sk by providing guarantees
over a period of time.

‘When appropriate give them time 1o be

thorough

Dot leave things to chance of luck.

Dortt provide special personal
incentives.

Dortt threaten or cajol.

Dortt use testimonias of athers or
unrelable sources; don't be haphazard.

Dortt use someone's opinion as
evidence.

Dorvt use gimimicks or claver, quick
manipulations.

Dot push 100 hard or be unrealistic
with deadines.
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Workplace Assessment
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