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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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	Number of questions answered correctly
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	23
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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
	A team within the workplace is the project team – their purpose is to ensure the job runs smoothly, all employees are safe and follow procedures, deadlines are met and paperwork is completed
	

	
	Goals and objectives
	[bookmark: _GoBack]Goals – to complete the job required, to submit all documentation, meed deadlines, make the client happy
	

	
	Team members
	Role
	Description
	Responsibilities
	

	
	
	1
	Project Manager
	In charge of the planning and execution and a project - Oversee employees to ensure all work is being performed, and that the employees have the right materials and equipment
	

	
	
	2
	H&S Representative
	Represent H&S interests of employees - they ensure all H&S procedures are in place and being performed correctly. Make sure all employees are behaving in a safe manner
	

	
	
	3
	Contract Administrator
	Manages contracts of a project – negotiates and revises contracts during the project and ensures all parties are fulfilling their duties within the contract
	

	
	Progress monitoring 
	Weekly team meetings should be done, with the meeting topics and tasks being documented in meeting minutes. These minutes get sent to all members after the meeting.
	




[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
	So that all team members understand the goals of the team, their roles, and the roles of others. It also allows for improved practices such as innovation, through applying better solutions to meet requirements, and improves productivity 
	



[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)Engaging in regular team discussions and encourage free speech and support team in achieving the goals (2) allow employees to create their own individual goals – gives them more responsibility and ownership with their work
	

	
	Decision making
	(1)Encourage team members to make their own decisions during the planning process (2) The leader can take a step back and allow the team to make decisions on their own without leader input 
	

	
	Work allocation
	(1)Allow members to choose their own roles and responsibilities based on their skills (2) Allow members to take ownership of their own tasks 
	




[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.Bring new, innovative ideas to the team
2.Different backgrounds and skills means that a person can bring a different and/or unique perspective to problem-solving that another person may not have thought of
	



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

	Answer
	Roles and Responsibilities should be carefully delegated to avoid resentment between group members and to get the most out of each members skills and abilities
	



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

	Answer
	Innovation brings new ideas, creativity, and advancements within the workplace
Innovative practice – Allowing the team members to take control of their own roles and responsibilities, instead of being assigned by the leader and allow them to engage in their own problem-solving methods before the leader steps in and takes control. 
	



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

	Answer
	Makes work more meaningful and improves moral e, self-esteem and outcomes
Team members better understand each other’s tasks and the team’s goals
Team members take more responsibility for their individual work in the team effort
	



[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
	Help team members re-affirm their goals and ensure they understand what they need to do to keep moving toward completing their goals. Encourages the team members to remain focussed, energetic, and cohesive in their actions
	



[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
	A team member may not be contributing to the team as much as they should be, slacking off, their individual performance is low
	

	
	Solution via negotiation
	The team can come together to discuss why this member may be underperforming. One solution could be to re-negotiate the team members roles and responsibilities and possibly share the workload with others
	





[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 not getting along – disagreements within the group, loss of productivity, body language, lack of respect for others within the group, loss of cooperation
	

	
	Referred to
	The leader or management can refer the team members to an outside party, such as a mediator or Human Resource Manager, to help control the situation between group members and come to a resolution.
	




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

	Answer
	Effective communication, recognise needs of team members, and set / monitor goals
	



[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
	Internally, there would be more respect between the team members and the leader, increased productivity and outcomes
	

	
	With clients and customers
	Externally, the client’s will be more satisfied with their service, may be more likely to recommend the organisation to other potential clients, the organisation will gain a good reputation and be viewed more positively, opening up opportunities to more work
	




[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
	Team members should actively talk to each other in a clear, concise, and concrete manner for example when discussing tasks to other members, this shows respect within the group
	

	
	Active Listening
	When explaining an important task to another team member, the person speaking should ask questions to ensure they understand the message
	

	
	Non-Verbal Communication
	It is important to observe/recognise non-verbal cues from members, e.g. eye contact, especially when discussing sensitive topics within the group to ensure other team members don’t look/feel uncomfortable 
	




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

	Answer
	1.Regular meetings with management 
2.Deliver regular reports
	



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

	Answer
	1.Team members not getting along and having disagreements
2.Team may need additional training
	



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

	Answer
	Counselling offered internally or externally
One on one discussions with the team
Actively employ efforts to build team spirit, trust, and cooperation
Leader can provide more guidance on the type of additional training needed and ensure management provides that additional training 
	



[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.The team is underperforming and not meeting deadlines
	



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

	Answer
	Leader can review and amend the work plan. They can also take a closer, more hands-on approach to ensure deadlines are being met.
	



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

	Answer
	The leader will need to negotiate with management if management’s expectations of the team’s performance are too high and unrealistic.
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