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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.




	Participant name
	Erin Lynch
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	Assessor name
	

	

	

	Assessor signature
	



	Date
	Click here to enter a date.




	Number of questions
	Number of questions answered correctly
	Satisfactory?

	23
	
	Yes
	No

	
	
		

	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
	Marketing campaign team

	

	
	Goals and objectives
	To create effective and innovative ways to advertise the organisation and bring in new clients. . 
	

	
	Team members
	Role
	Description
	Responsibilities
	

	
	
	1
	Planter, to introduce new ideas and bring innovation to the team.
	This member will need to research ways of advertising, and be innovative and think of creative ideas. They will be responsible for putting forward ideas.
	

	
	
	2
	Recource investigator, to determine and secure the resources that will be required
	This member will be responsible for sourcing what is required for the advertising projects. They will need to ensure that they have everything required.
	

	
	
	3
	Monitor evaluator, to provide a logical eye and provide and impartial opinion on ideas
	This member will ensure that the ideas the planter delivers a reasonable and achievable, and provide a logical outlook.  
	

	
	Progress monitoring 
	Weekly reports showing the amount of new clients being brought in to the organisation. Also providing a feedback form to new clients asking where they heard about the organisation, to keep a track of exactly what made the clients interested and what methods of advertising were effective.  
	




[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
	Team leaders should include team members in the planning process as this makes the work more meaningful and improves morale, self-esteem and outcomes. Team members will have a better understanding of the tasks and goals and take more responsibility for their individual work in the team effort. Team members can show innovation, by applying better solutions to meet requirements, and productivity with improved output of work.  
	



[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
	1. Brainstorming session
2. Group meeting for all to discuss
	

	
	Decision making
	1. Gather individual input from team members, then share these perspectives with the entire team.
2. Having team members vote for the best decision, either by raise of hand at a meeting or anonymously.  
	

	
	Work allocation
	1.Team members can discuss as a group who should take on what roles/work depending on their strengths.
2. Have team members let the team leader know individually which roles/work they wish to take on, or if they think other people should have certain roles/work, then the team leader can decide from this feedback. 
 
	




[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
	If a team member has a specific set of skills and knowledge on a certain subject then they can provide useful information and advice that others mightn’t have. When team members come from different backgrounds then they will all provide different perspectives and outlooks on situations, providing more ideas.   
	



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

	Answer
	Work needs to be carefully delegated to avoid resentment between group members, ensuring that it is evenly spread. The work should be delegated according to the skills and abilities of the team members to get the most out of them. 
	



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

	Answer
	Innovation brings new, creative ideas to the workplace to achieve better outcomes and meet requirements. Holding a team brainstorming session is an innovative practice. Team members can provide new ideas, and work together using their skills and knowledge to think of effective outcomes.
	



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

	Answer
	If team members are assisting each other in undertaking their roles and responsibilities, they will have a better understanding of what their team members are doing and how they can better assist to achieve a better outcome. The workload and stress will be eased, as team members are receiving help. Team members may also bring new ideas to other roles they don’t normally have themselves, due to having a fresh look and take on the task.   
	



[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
	Providing positive feedback to team members will show that they are valued, which makes them feel inspired to keep working towards the team’s goals. It also encourages them to remain focused and work cohesively. 
Evaluating the progress towards goals ensures that the team is clear on its goals and objectives and is working cohesively to achieve these, ensuring that team members are still comfortable in their roles.   
	



[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
	Team members may identify underperformance as an issue. Signs of this would be deadlines not being met, or some team members taking on too much work leading them to not reach goals.  
	

	
	Solution via negotiation
	Team members could negotiate the workload, by spreading it evenly amongst team members, or decreasing it if too high. This would ensure they can perform at their maximum potential to accomplish their goals.  
	





[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
	Disrespect between members would need to be resolved by an external party. Signs of this could be resentment between members, and lack of communication. If team members are showing disrespect, there won’t be strong communication and the performance of work will be poor.   
	

	
	Referred to
	Counsellor
	




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

	Answer
	To serve as a role model and motivate the team, the team leader can show effective communication by using a consultative approach. They should also recognise needs of the team members by identifying professional development needs. Setting clear, identifiable and achievable goals is an effective way of motivating the team. 
	



[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
	When the team leader is contributing to the work team, and being a good role model then the performance of the team is improved and goals are reached. This enhances the organisations image when work is being done effectively and keeps the organisation and team feeling positive. 
	

	
	With clients and customers
	The team leader contributing to the teams work improves their overall performance, so clients will be pleased with the results they are receiving. The team leader also being a good role model in regards to communication, means that the work team will also show these skills with clients which enhances the image of the organisation. 
	




[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
	
	
	Email
	Emails are suitable to use for sending brief, factual information. It is also an effective way of retrieving information from team members in a written format so that there is a record of what is being said and the information can be compiled more effectively. 
	

	
	Team Meeting
	Team meetings are suitable for making decisions. Team members will feel valued, and it will ensure that everyone’s opinions are heard and put forward for the best outcome.
	

	
	Phone
	Phone conversation is suitable for team members that are not always together, and when an urgent response is required where a team member isn’t present.  
	




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

	Answer
	A team leader can have weekly meetings with management to provide reports on their work. Team leaders should also be letting management know of any issues or problems occurring. 
	



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

	Answer
	The team may need additional training, so this would be raised to management so that so they can provide opportunities for professional development. Another issue could be the team not having enough resources for their work such as computers, so management would have to provide this.   
	



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

	Answer
	If the team requires additional training, the team leader can provide guidance as to what type of training is needed.
If the team requires more resources such as computers, the team leader can research and provide the necessary information on what is required. 
	



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

	Answer
	Management may raise underperformance as an issue to the team, if goals aren’t being achieved and deadlines not being met. Another issue could be poor feedback from clients.   
	



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

	Answer
	If management raises underperformance as an issue, the team leader could ensure all team members have been delegated work evenly, and provide feedback to the team so they know they’re underperforming. Where clients are providing poor feedback, the team leader can evaluate this feedback and look at what needs improving to ensure that the team improves. 
	



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

	Answer
	The team leader may have to negotiate with management the level of work expected from the team if it too high and effecting their performance. 
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