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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 signature
	



	Date
	21/11/0218




	Number of questions
	Number of questions answered correctly
	Satisfactory?

	23
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	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
	Construction Maintenance for completed projects
	

	
	Goals and objectives
	To assess and action maintenance issues arising from completed projects
	

	
	Team members
	Role
	Description
	Responsibilities
	

	
	
	1
	Maintenance Manager
	Assesses Issues and determines action to be taken
	

	
	
	2
	Maintenance Officer
	Attends to issue after instruction from Maintenance Manager on action to be taken
	

	
	
	3
	Maintenance Coordinator
	Liaises with Owners and Body Corporate and maintains database for accurate record keeping of action or works completed
	

	
	Progress monitoring 
	All items to be responded to within 24 hours either via email or phone and action to be taken to assess issue and determine course of action within 3 working days
	




[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
	Involving the various skilled team members in the planning allows for improved practices, such as: 
Innovation – Application of better solutions to meet requirements
Productivity – Improved output of work through streamlining processes

	



[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
	Set clear, identifiable and achievable goals
Monitor a team’s progress towards the goal

	

	
	Decision making
	Provide opportunities for team member to make decisions
Include all team members in the decision making process
	

	
	Work allocation
	Allocate work according to skills and abilities
Ensure work is fairly delegated to avoid resentment between group members
	




[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. Increase motivation
2. Create Job satisfaction
	



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

	Answer
	1. To avoid resentment between group members
2. To get the best out of team members

	



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

	Answer
	Innovation brings new ideas to the workplace.
One example of innovative practice would be to start using better systems or processes to save time and money.
	



[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 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
	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 negotation. 

	Answer
	Question
	Response
	
	
	Signs
	Disrespect within team

	

	
	Solution via negotiation
	· Counselling offered internally or externally
· One-on-one discussions
· Efforts to build team spirit, trust and cooperation 

	





[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 within the Team
	

	
	Referred to
	External Counselling
	




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

	Answer
	· Team leaders should enhance the organisation’s image within the work team, the organisation and with clients/customers. 
· Team leaders should give the team support to identify and resolve problems which impede its performance.
· Team leaders should actively encourage team members to participate in and take responsibility for team activities and communication processes



	



[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 example: Actively encourage team members to participate in and take responsibility for team activities and communication processes

	

	
	With clients and customers
	Externally example:  Ensure own contribution to work team serves as a role model for others and enhances the organisation's image

	




[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 Meetings
	

	
	Actively Listening
	Performance Review
	

	
	Non-Verbal 
	Following up on tasks that have been assigned
	




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

	Answer
	1. Maintain open communication at all times with line manager/ management
2.  Communicate information from line manager/management to the team
	



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

	Answer
	The team requires additional training to complete their job

	



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

	Answer
	Management may need to provide opportunities for professional development


	



[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
 
	



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

	Answer
	The team leader could ensure that follow up action is taken and may need to guide the team to enable it to work as more effective unit. 
	



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

	Answer
	[bookmark: _GoBack]A situation where the team leader may need to negotiate with management on behalf of the team could be when the level of performance expected is too high.
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