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BSBLDR403 
Lead team effectiveness
ASSESSMENT SUMMARY

The assessment activities for BSBLDR403 Lead team effectiveness cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. If a participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a participant does not answer some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work. 


	Participant Name
	Jie Dong




	Task
	Assessment Results 

	Theory Exam
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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	THEORY EXAM INSTRUCTIONS

· This exam will occur under standard assessment conditions.
· An oral examination may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· 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.
· Assessors are to complete marking in pen of a different colour to the Participant.
· 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
	Crystal Jie Dong

	
	

	Participant signature
	
	
	

	Date
	7/08/2021



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Number of questions
	Number of questions answered correctly
	Task outcome (Tick)

	23
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	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
	To identify, analyse, anticipate, monitor, manage and rectify safety and health issues.
	

	
	Goals and objectives
	To help prevent workplace injuries, illnesses and fatalities; to reduce and remove current hazards to improve working conditions
	

	
	Team members
	Role
	Description
	Responsibilities
	

	
	
	1
	Technical Safety Advisor: Specialist – Brings in-depth knowledge of a key area to the team 
	Assisting in incident investigations and leading investigation for high risk incidents. Providing a safety promotion and education service. Providing technical advice on work health and safety legislation to management, health and safety representatives and employees.
	

	
	
	2
	SHEQ Manage: Monitor-Evaluator: Provides a logical eye, making impartial judgements and weighing up team’s options
	SHEQ Manager is in charge of the safety, health environment, and quality assurance side of the business, who supervises and coordinates work systems to ensure that the products or services of the company meet the highest quality standards and that the working conditions of the company are favorable and safe. 
	

	
	
	3
	WHS Officer: Completer-Finisher: Used at the end of the task to undertake quality control checks
	To observe, assess and report on the safety performance of a workplace, and assist with developing procedures that meeting safety guidelines.
	

	
	Progress monitoring 
	Setting up a weekly team meeting to update the goals and achievements for each week. Any improvement and issues should be discussed in the meeting. The team leader (SHEQ Manager) should encourage WSH team members to work together to establish team objectives.
	




[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
	Including team members in the planning process can benefit the entire team. The quality of the decisions made will improve, because the team leader will have the right mix of skills and expertise at the table, but also have the team members in place who are prepared, and in sync on what, to implement. In addition, team members will know what is expected from them, and they will have a clear picture of the team goals and objectives.
	



[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
	First method is S.M.A.R.T Goal-Setting: Specific, measurable, achievable, relevant and timely. Second method is OKRs. Goal-Setting: Objectives and key results (OKR): setting up the goals or objectives, and then track the outcome.
	

	
	Decision making
	Command- decisions are made with on involvement. Consult- invite input from team members. Vote – discuss options and then call for a vote in a team meeting with all team members. Consensus – talk until each team member agrees to one decision.
	

	
	Work allocation
	Identify key opportunities for delegation; Establish a clear set of objectives for each task; Play to the team member’s strengths; Construct a timeline; Use follow-up tasks to keep team members on point.
	




[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
	For example, the procurement manager takes an important role for tender process. The procurement manager normally take in one industry for a few years and should have a few connections with suppliers and subcontract orders. They normally know which company has good reputation in the industry for years, which will make the project to prevent any unqualified vendors. In other words, the procurement manager can help the project to save costs and time to find the correct and suitable suppliers and subcontractors to provide goods and services.
Another example, the team members who had experiences on other similar projects will bring their knowledge, skills to help the current one. Like, some of team members worked in the Sydney Metro would provide all their knowledge to Melbourne Metro, which would help Melbourne Metro to get rid of any potential risks and hazards. 
	



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

	Answer
	First reason is that it will develop the skills of the team member. Team members will become more involved in helping to achieve the team and organisations objectives and goals. Increased responsibility is an important factor in improving morale and job satisfaction.
Second reason is that the fair delegation will avoid resentment between team members which is harmful to achieve the team effectiveness. 
	



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

	Answer
	Innovation will ensure everyone in the business/workplace is working towards improving business practices, efficiency and performance. Some of the other benefits including increased competitiveness – offering higher quality products more efficiently and at a lower cost. In addition, innovation gives companies an edge in penetrating markets faster and provides a better connection to developing markets, which can lead to bigger opportunities, especially in rich countries. For example, currently the electric cars are developed for last few years, which benefits on environment with lower fuel costs and reducing emissions. 
	



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

	Answer
	This makes the work more meaningful and improves morale, self-esteem and outcomes. Team members will understand better each other’s tasks and the team’s goals. Team members will 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
	It is important to take time to evaluate the team including Progress towards goals (monitoring processes are to be included in the work plan) and Health of the team. Encouraging the team and rewarding both team and individual efforts shows that the team and its members are valued. A valued team will be inspired to keep working towards its goals as well as remain focussed, energetic and cohesive in its 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 negotiation. 

	Answer
	Question
	Response
	
	
	Signs
	The workload of one Contract Administrator is much more than the CA could take – more and more invoices and payment claims were delayed, and this CA worked very late everyday which impacted on her own health.
	

	
	Solution via negotiation
	The internal team meeting has been arranged once this issue was identified and all team members attended the meeting. The workload of this CA has been re-assessed and advised that her workload was too much on her own and should be reallocated to another team member. The reallocation will help this CA work under less stress, provide an opportunity to another team member for career development and stop work delaying. 
	





[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
	One subcontractor contacted to discuss their payments issues. However, based on the conversation, the payment issue was not related to the current team but other child projects. In addition, the subcontractor could not identify the correct child project 
	

	
	Referred to
	Advised the subcontractor to provide the details of the payments issue and checked all information in system to identify the correct child project. Contacted the commercial lead in the child project and provided all details to identify if the commercial lead was the best contact. Finally, found the correct child project with their commercial lead and forwarded their details to the subcontractor. 
	




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

	Answer
	Effective communication: using a consultative approach; actively listing to team member concerns; providing regular feedback to team members
Recognising needs of team members: identifying professional development needs of team members
Setting goals and motivating the team: setting clear, identifiable and achievable goals; monitoring a team’s progress towards the goal; providing encouragement, promoting creative and innovating approaches to problem-solving

	



[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
	Building integrity and credibility through trust in the work team. The team leader needs to establish ways of showing his/her integrity and commitment to team members. If the team leader can do this, then the team leader is in the best position to having team members trust his/her decisions and the way that he/she does their work which can also enhance the organisation’s image. 
	

	
	With clients and customers
	The use of organisational standards in the workplace are a sure-fire way of improving long-term sustainability of the organisation. The team leader needs to strive for high ethical behavior, decision making that is transparent, good health and safety performance as well as sustainable environmental decision making.
	




[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
	
	
	Verbal Communication
	Verbal communication is the use of language to transfer information through speaking or sign language. It is one of the most common types, often used during presentations, video conferences and phone calls, meetings and one-on-one converstaions.
	

	
	Written Communication
	Written communication is the act of writing, typing or printing symbols like letters and numbers to convey information. It is helpful because it provides a record of information for reference. Writing is commonly used to share information through meeting minutes, emails and reports. Emails and chats (Skype or Team) are a common form of written communication in the workplace.
	

	
	Visual communication
	Visual communication is the act of using photographs, drawings, sketches, charts and graphs to convey information. Visuals are often used as an aid during presentations to provide helpful context alongside written and/or verbal communication. Because people have different learning styles, visual commination might be more helpful for some team members to consume ideas and information.
	




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

	Answer
	Having regular meeting with management. Delivering regular reports
Both good and bad news must be reported – problems will not be avoided by only reporting good news. Information should be reported honestly, accurately and timely 
	



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

	Answer
	Disrespect within team: any act type of behavior by the employees which are inappropriate and unethical. It includes many things such as verbal abuse, loud tone, and bullying. This type of behavior is hurtful and can cause stress for other employees who work in an organisation.
Underperformance: is when an employee isn’t doing their job properly or is behaving an unacceptable way at work. It includes not carrying out their work to the required standard or not doing their job at all. Not following workplace policies, rules or procedures.
	



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

	Answer
	Disrespect within team: Counselling offered internally or externally; One-on-one discussions; Efforts to build team spirit, trust and cooperation
Underperformance: Review and amend work plan; Closer management to ensure that deadlines are met; Impacts of external problems flagged with management
	



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

	Answer
	Underperformance may be flagged by management.
One team member has been unresponsive to a line manager’s needs

	



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

	Answer
	The team leader may need to guide the team to enable it to work as more effective unit.
The team leader may need to have a conversation with the team member and the line manager individually and find out the root of the problem – why there is unresponsive actions/feeling between the team member and the line manager.

	



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

	Answer
	When management sets up the too high level of expected performance which the team cannot achieve.
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	PRACTICAL ASSESSMENT INSTRUCTIONS

· The following practical assessment will require the Participant to complete work related activities.
· The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
· Please fill in the details below – providing your name, signature and date of assessment.
· The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
· The Assessor may substitute a Practical Task with an alternate task of equal value.
· Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	Jie Dong

	
	

	Participant signature
	
	
	

	Date
	7/08/2021



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 (Occasion 1)
		
	Task 1 (Occasion 2)
		



	ASSESSOR COMMENTS

	


BSBLDR403
Lead team effectiveness

	Practical Task 1 (2X)

	Description of task:
On two (2) occasions, a suitable observer is to verify the participant’s ability to lead team effectiveness, including:
· Developing a team work plan that provides – 
· Documentation of how it was generated and how it will be monitored
· Incorporation of innovation and productivity measures
· Communicating with team members and management to – 
· Identify and establish the team purpose, roles, responsibilities, goals plans objectives
· Consult, encourage, support and provide feedback 
· Model team leadership behaviours and approaches
· Resolve problems

The participant is to gather evidence of how they have completed each component of the Practical Task, which is to be submitted with this Practical Assessment sheet. Evidence to be submitted may include: 
· Meeting minutes (e.g. subcontractor meeting, HSE committee meeting)

The observer is to provide detailed comments on the tasks completed by the participant. The assessor is to verify the observer’s comments in the Assessor Comments section, and provide the Practical Assessment outcome on the front cover of this document.

	Resources required: 
Nil

	Assessment of task

	Name of participant:
	Jie Dong

	Name of observer:
	Liam Swain

	Role of observer 
(Confirm suitability to sign)
	Senior Contracts Administrator

	Email address of observer
	liam.swain@cbgujv.com.au

	Signature of observer:
	
	Date:
	7/08/2021
	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	1.A.  [bookmark: _Ref515351350][bookmark: _Ref495661944]Lead and consult with the team to document work plan, incorporating:
· Team purpose, roles, responsibilities, goals, plans and objectives
· Innovation and productivity measures
· Notes on how the work plan was generated and how it would be monitored
		
	1.B.  [bookmark: _Ref495662059]Lead team to develop cohesion, including:
· Providing opportunities for input of team members into planning, decision making and operational aspects
· Encouraging and supporting team members to take responsibility for own work and to assist each other
· Providing feedback to team members to encourage, value and reward individual and team efforts and contributions
		
	1.C.  [bookmark: _Ref518045749]Participate in and facilitate work team, including:
· Leading and supporting team members in meeting expected outcomes, through delegation and work allocation
· Actively encouraging team members to participate in and take responsibility for team activities and communication processes
· Giving the team support to identify and resolve problems, issues and concerns
· Acting as a role model to enhance the organisation’s image
		
	1.D.  [bookmark: _Ref518045750]Maintain open communication by passing information from management to the team and vice versa (including issues, concerns and problems) and ensuring follow-up action was taken.
		
	The Participant’s performance was:  Satisfactory     Not Satisfactory



	OBSERVER COMMENTS

	Crystal has demonstrated her ability through leading various team activities including setting tasks particularly with respect to monthly forecasting and procurement related activities.

I have been impressed by both her professionalism and diligence in both closing out actions of team members including regular check-ins to ensure all tasks remain on track.
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