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BSBLDR403 
Lead team effectiveness


	THEORY EXAM INSTRUCTIONS

· This exam will occur under standard assessment conditions.
· An oral examination may be allowed under certain circumstances. 
Answers will be documented and FT003 (Oral examination declaration form) must be completed.
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· If a participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a participant changes their response in writing, they must put their initials next to the written change.
· If a participant changes their response verbally, this must be noted on the exam paper by the assessor.
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	ASSESSOR COMMENTS

	


Identify a team that may exist in the workplace. Consider the purpose of the team, its goals and objectives. Name and describe the roles and responsibilities for at least three (3) team members. Finally, identify at least one (1) method that will assist with monitoring progress towards the team goals. 

	Answer
	Point
	Detail
	
	
	Team purpose
	The Construction Administration team’s purpose is to prepare paperwork for and process paperwork through the correct channels to enable the construction of a new home.
	

	
	Goals and objectives
	The goals & objective are to get the homes plans and paperwork prepared and approved in a timely manner to ensure construction can commence which is when the builder starts to receive payments.
	

	
	Team members
	Role
	Description
	Responsibilities
	

	
	
	1
	Office Administrator
	Order preliminary plans, tests & reports on block of land.
Submit paperwork to council and followup progress.
	

	
	
	2
	Contracts Administrator
	Prepare Building Contract & Specification to present to client. 
Prepare Client Variations.
	

	
	
	3
	Colour Consultant
	Conduct Colour Consultation to select internal & external finishes.
	

	
	Progress monitoring 
	Weekly meeting where the status of each client within the Contract Stage is discussed. Clients who are nearly ready to advance to the next stage are identified to work on in the week to come and goals/deadlines are set for these jobs.
	




[bookmark: _Ref518495490]True or False (Tick your response): A team leader is more of a mentor than overseer who checks work.

	Answer
		True 
	
	
	
		False 
	
	



[bookmark: _Ref496611507]Match the leadership styles and definitions by writing the appropriate letter next to each number in the centre column.

	Answer
	Style
	Answers
	Definition
	
	
	1
	Authoritarian
	1 - B
	A
	Leaders who let the team function without much interference
	

	
	2
	Democratic
	2 - C
	B
	Leaders who fully control their team
	

	
	3
	Laissiz-Faire
	3 - A
	C
	Leaders who try to include everyone in the decision-making process
	




[bookmark: _Ref428791704]Why is it important for team leaders to include team members in the planning process?

	Answer
	By including team members in the planning process it makes each team member feel like their contribution is valued.
It also ensure that tasks are matched with the most appropriate team member when it comes to skills or personality.
	



[bookmark: _Ref518495702]For each of the listed activities in the table below, identify two (2) methods that team leaders can use to involve team members. 

	Answer
	Activity
	Method/s to involve team members
	
	
	Goal setting
	[bookmark: _GoBack]Brainstorm goals as a team and come up with steps to reach the goal and individual responsibilities for each member.
Monitor a team’s progress towards the goal and provide incentives or rewards to the team.

	

	
	Decision making
	Take a vote of team members to find the majority decision. 
To improve productivity, a manager should not be consulted each time a decision is to be made.

	

	
	Work allocation
	Ask team members what tasks they enjoy doing.
Ask team members what specific skills they bring.
	




[bookmark: _Ref462905126]True or False (Tick your response): Diverse teams produce more creative results than teams in which members are from a similar background.

	Answer
	
	True 
	
	
	
		False 
	
	



Q1.  [bookmark: _Ref462900394]Provide two (2) examples of how the knowledge, skills and background of team members can enhance team practices.

	Answer
	1. Team members may share knowledge gained from a previous job or suggest processes that had worked for them in the past.
2. Team members may have a particular skill or background using a particular program or equipment that they can teach other team members to upskill the entire team.
	



[bookmark: _Ref518496113]Provide two (2) reasons that responsibilities must be carefully delegated within the work team.

	Answer
	1. Responsibilities must be matched to the skills & capability of team members to ensure the task is completed by the specialist in that field.
2. Responsibilities must be matched to the personality and likes of team members to ensure that they enjoy the tasks that they are assigned and thus will get them done more efficiently than someone who hated their job.
	



[bookmark: _Ref518496120]Describe what innovation brings to the workplace. Provide one (1) example of innovative practice.

	Answer
	Innovation can bring a renewed excitement and desire to propell the industry forward. It also brings increased productivity through advanced processes.
An innovative practice can involve interactive software through touch pads that enable the customer to experience your product in a more life-like application.
	



[bookmark: _Ref518496137]Explain how encouraging team members to assist each other in undertaking their roles and responsibilities can improve productivity.

	Answer
	Encouring team members to assist each other creates a multi-skilled workforce. This means that when one team member is snowed under, whilst another has a light work-load, the tasks can be shared to get the work done quicker and relieve stress levels of those members with huge responsibilities. This also ensure work productivity does not decline or suffer when someone is sick or on leave as other members are able to fill in. 
	



[bookmark: _Ref497317156]Which of the following are likely outcomes from involving team members in all aspects of a job? Tick all that apply.

	Answer
	Choice
	Possible Answers
	
	
		Causes members to resent the team
	

	
		Makes the work more meaningful
	

	
		Improves self-esteem of team members
	

	
		Improves team morale
	

	
		Team members take more responsibility for their individual work
	




[bookmark: _Ref518496604]Explain how providing feedback to team members can encourage and motivate team members – building trust and positive working relationships.

	Answer
	By providing positive feedback to team members, it shows that their efforts are being noticed and appreciated, which makes them feel good about the work they do and encourages them to continue at high level and strive for excellence.
By providing negative feedback in a sensitive and constructive way to team members, it shows that you want to help the team member to improve and excel in their chosen career. 
	



[bookmark: _Ref518496679]Identify one (1) issue, concern or problem that may be identified by team members. Describe the signs that you would recognise to identify the issue and how the matter could be resolved by internal team negotation. 

	Answer
	Question
	Response
	
	
	Signs
	The issue identified by team members could be that a regular task is taking a long time to complete. The signs of this would be that other tasks are being neglected while the time is absorbed by the task in question.
	

	
	Solution via negotiation
	The team could brainstorm different ways of completing the task, and maybe come up with a template or process that shortens the time it takes to complete. This may include involving additional staff to complete parts of the task quicker.
	





[bookmark: _Ref518496681]Identify one (1) issue, concern or problem that would need to be resolved by an external party. Describe the signs that you would recognise to identify the issue and who the matter should be referred to. 

	Answer
	Question
	Response
	
	
	Signs
	Team members may be experiencing bullying, sexism or racism in the workplace, by noticing inappropriate comments, or actions directed either towards themselves, or another team member.
	

	
	Referred to
	This issue should be referred to management and/or Human Resources to conduct a thorough investigation and report of the persons in question, and take suitable disciplinary action.
	




[bookmark: _Ref518496942]Identify three (3) ways that the team leader can serve as a role model to, and motivate, the team.

	Answer
	1. Leading by example by being a productive & hard-working employee themselves.
2. Provide incentive and/or rewards to tema members that meet & exceed targets.
3. Provide training to newer team members and always be available for team members questions relating to the work.
	



[bookmark: _Ref518496944]For each of the following areas, provide one (1) example of how the team leader’s contributions to the work team can enhance the organisation’s image:
· Internally, within the work team and the organisation
· Externally, with clients/customers

	Answer
	Question
	Response
	
	
	Within the work team and organisation
	The team leader’s contributions can enhance the organisation’s image internally, by creating good communication and thus a happy, equal working environment free from hierarchy and bullying.
	

	
	With clients and customers
	The team leader’s contributions can enhance the organisation’s image externally, by increasing staff productivity and ensuring KPI’s are met which leads to satisfied and happy clients & 1 customers.
	




[bookmark: _Ref518497259]Provide three (3) communication methods that a team leader may encourage the team to use and situations that each communication method would be suitable for.

	Answer
	Method
	Suitability
	
	
	Spoken Communication
	Giving clear, concise, concrete, correct, coherent, complete and courteous instructions
	

	
	Active Listening
	Asking questions of those listening to you to ensure they understand your message

	

	
	Non Verbal Communication
	Being mindful of non verbal communication such as facial expressions, body language, and actions.
	




[bookmark: _Ref518497402]Identify two (2) ways that the team leader can maintain open communication with management.

	Answer
	1. Having meetings with management and delivering regular reports.
2. Both good and bad news must be reported – problems will not be avoided by only reporting good news.

	



[bookmark: _Ref518489611]Identify two (2) issues, concerns and problems that may be raised by the team to management.

	Answer
	1. The team feel as though the tasks outcome is unachievable in the timeframe given, without a lot of overtime.
2. The team have received a lot of negative feedback from customers in relation to a particular process.
	



[bookmark: _Ref518497284]For the matters raised in Q19. , identify how the team leader could ensure follow-up action is taken.

	Answer
	1. The team leader may have to negotiate with management to either, break down the outcome into smaller tasks, extend the deadline, or allocate additional staff to achieve the outcome in the timeframe set.
2. The team leader should pass on the customer feedback to management and work together to improve the process in question.
	



[bookmark: _Ref518489630]Identify two (2) issues, concerns and problems related to the team that may be raised by management back to the team.

	Answer
	1. Some team members are slacking off and not pulling their weight or contributing equally.
2. The team is not hitting their KPI’s for that period.
	



[bookmark: _Ref518497287]For the matters raised in Q21. , identify how the team leader could ensure follow-up action is taken.

	Answer
	1. The team leader can initiate a team plan, where the team identify each members role and their responsibilities. A regular team meeting can take place to ensure each team member is on track to achieve their individual tasks.
2. The team leader can ask the team for feedback as to why the numbers are down for that period, and address any concerns or roadblocks.
	



[bookmark: _Ref518497294]Describe one (1) situation where the team leader may have to negotiate with management on behalf of the team.

	Answer
	The team would like additional training to increase their productivity and for professional development. The team leader may provide guidance to management on the type of training needed.
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