The Step by Step Process to completing and uploading this assessment

Step 1 – Complete the template below and save in a safe place on your computer, taking care to complete all the blank spaces
Step 2 – Go back to your Internet Browser and click the orange Upload Workbook button

Step 3 – From this page click the Upload Files button

Step 4 – From this page click Add…
Step 5 – This opens a new window click Upload a File
Step 6 – Then click Choose File, Browse or Open whichever button your browser uses to locate a file

Step 7 – Click Upload This File. Wait while your file uploads

Step 8 – On the next page click Save Changes. Repeat above if you have multiple documents
Step 9 –  Scroll down and click Send for Marking
Step 10 – When prompted click Continue
Step 11 – You can now close the window and return to your course
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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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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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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.





Strategies for dealing effectively with scenarios 

Use the tables below to write suggestions for how to deal more effectively with the following workplace scenarios: (minimum of 4 dot points per section)
Strategies for Praise & Recognition

	Style
	Strategies for Praise & Recognition 

	Analytical


	1.  

	Driver


	

	Amiable


	

	Expressive


	


Strategies for Presenting a Proposal or Idea to Executive 
	Style
	Strategies for Presenting a Proposal or Idea 

	Analytical


	1.  

	Driver


	

	Amiable


	

	Expressive


	


Strategies for Resolving Conflict (or confronting an issue)    
	Style
	Strategies for Resolving Conflict 

	Analytical


	1.  

	Driver


	

	Amiable


	

	Expressive
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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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