Leadership Training (ILP-SL)
This section is designed to allow you to look in some detail at leadership. It concentrates on:

· general advice

· leadership behaviour

· time management

· team building

· delegation

During on line session we can discuss these topics in more detail. What follows is a general but quite comprehensive guide to ‘good leadership’.
General Advice on Leadership

Leadership development is vital because organisations take on the personality of their leaders. Leadership training and development can maximise productivity, shape a positive culture and promote harmony. To achieve this, key people must lead individuals and teams using an appropriate leadership style.

The desire to learn constantly is a primary characteristic of a good leader. 

Leadership is the ability to facilitate action and guide change. 
To lead is to direct, supervise, encourage, inspire, and co-ordinate. A good leader develops personal leadership skills and encourages and trains new leaders who will follow. 

These qualities are important attributes of a leader: 

•
enthusiasm – understanding 

•
emotional stability – the ability to work with a variety of people and problems 

•
intellectual maturity – the ability to be objective, deal with opposition, and define positions 

•
flexibility–willingness to look for new solutions as problems change 

•
imagination–the ability to think of new ways to solve problems 

While leadership is easy to explain, leadership is not so easy to practise. Leadership is about behaviour first, skills second. Good leaders are followed because people trust and respect them, not for the skills they possess. Leadership is different to management. Management relies more on planning, organisational and communications skills. 
Leadership relies on management skills too, but more so on qualities such as integrity, honesty, humility, courage, commitment, sincerity, passion, confidence, positivity, wisdom, determination, compassion and sensitivity. Some people are born more naturally to leadership than others. Most people don't seek to be a leader. Those who want to be a leader can develop leadership ability.

Leadership can be performed with different styles. Some leaders have one style, which is right for certain situations and wrong for others. Some leaders can adapt and use different leadership styles for given situations. 

'a person who rules or guides or inspires others' 
From Jack Welch, respected business leader and writer – these are his secrets.
1.
There is only one way - the straight way. It sets the tone of the organisation. 

2.
Be open to the best of what everyone, everywhere, has to offer- transfer learning across your organisation. 

3.
Get the right people in the right jobs - it is more important than developing a strategy. 

4.
An informal atmosphere is a competitive advantage. 

5.
Make sure everybody counts and everybody knows they count. 

6.
Legitimate self-confidence is a winner - the true test of self-confidence is the courage to be open. 

7.
Business has to be fun - celebrations energise and organisation. 

8.
Never underestimate the other guy. 

9.
Understand where real value is added and put your best people there. 

10.
Know when to meddle and when to let go - this is pure instinct. 

As a leader, your main priority is to get the job done, whatever the job is. Leaders make things happen by:

•
knowing your objectives and having a plan how to achieve them 

•
building a team committed to achieving the objectives 

•
helping each team member to give their best efforts 

As a leader you must know yourself. Know your own strengths and weaknesses, so that you can build the best team around you.

Plan carefully, with your people where appropriate, how you will achieve your aims. You may have to redefine or develop your own new aims and priorities. Leadership can be daunting for many people simply because no-one else is issuing the aims - leadership often means you have to create your own from a blank sheet of paper. Set and agree clear standards. Keep the right balance between 'doing' yourself and managing others 'to do'.

Build teams. Ensure you look after people and that communications and relationships are good. Select good people and help them to develop. Develop people via training and experience, particularly by agreeing objectives and responsibilities that will interest and stretch them, and always support people while they strive to improve and take on extra tasks. Ensure that your managers are applying the same principles. Good leadership principles must cascade down through the whole organisation. This means that is you are leading a large organisation you must check that the processes for managing, communicating and developing people are in place and working properly.

Communication is critical. Listen, consult, involve, explain why as well as what needs to be done.

Some leaders lead by example and are very 'hands on'; others are more distanced and let their people do it. Whatever - your example is paramount - the way you work and conduct yourself will be the most you can possibly expect from your people.
 If you set low standards you are to blame for low standards in your people.

"Praise loudly, blame softly." (Catherine the Great) Follow this maxim.

If you seek one single most important behaviour that will rapidly earn you respect and trust among your people, this is it: Always give your people the credit for your achievements and successes. Never take the credit yourself - even if it's all down to you, which would be unlikely anyway. You must however take the blame and accept responsibility for any failings or mistakes that your people make. Never publicly blame another person for a failing. Their failing is your responsibility - true leadership offers is no hiding place for a true leader.

Take time to listen to and really understand people. Walk the job. Ask and learn about what people do and think, and how they think improvements can be made.

Accentuate the positive. Express things in terms of what should be done, not what should not be done. If you accentuate the negative, people are more likely to veer towards it. Like the mother who left her five-year-old for a minute unsupervised in the kitchen, saying as she left the room, "...don't you go putting those beans up your nose."

Have the faith in people to do great things - given space and air and time, everyone can achieve more than they hope for. Provide people with relevant interesting opportunities, with proper measures and rewards and they will more than repay your faith.

Take difficult decisions bravely, and be truthful and sensitive when you implement them.

Constantly seek to learn from the people around you - they will teach you more about yourself than anything else. They will also tell you 90% of what you need to know to achieve your business goals.

Embrace change, but not simply for change's sake. Begin to plan your own succession as soon as you take up your new post, and in this regard, ensure that the only promises you ever make are those that you can guarantee to deliver.

Leadership Behaviour Advice

Integrity - the most important requirement; without it everything else is for nothing. 

Being very grown-up - never getting emotional with people - no shouting or ranting, even if you feel very upset or angry. 

Leading by example - always be seen to be working harder and more determinedly than anyone else. 

Help alongside your people when they need it. 

Fairness - treat everyone equally and on merit. 

Be firm and clear in dealing with bad or unethical behaviour. 

Listen to and really understand people, and show them that you understand (this doesn't mean you have to agree with everyone - understanding is different to agreeing). 

Always take the responsibility and blame for your people's mistakes. 

Always give your people the credit for your successes. 

Never self-promote. 

Back up and support your people. 

Be decisive, but be seen to be making fair and balanced decisions. 

Ask for people's views, but remain neutral and objective. 

Be honest but sensitive in the way that you give bad news or criticism. 

Always do what you say you will do - keep your promises. 

Work hard to become expert at what you do technically, and at understanding your people's technical abilities and challenges. 

Encourage your people to grow, learn and take on as much as they want to, at a pace they can handle. 

Always accentuate the positive (say 'do it like this', not 'don't do it like that'). 

Smile and encourage others to be happy and enjoy themselves. 

Relax, and give your people and yourself time to get to know and respect each other. 

Take notes and keep good records.
Plan and prioritise. 

Manage your time well and help others to do so too. 

Involve your people in your thinking and especially in managing change. 

Read good books, and take advice from good people, to help develop your own understanding of yourself, and particularly of other people's weaknesses 

Achieve the company tasks and objectives, but never at the cost of your integrity or the trust of your people.

Time Management

There is always time for important things. We don't have to work harder or faster, we have to work smarter. 

Set Goals 

What would you like to accomplish by next week? 

What do you need to do the job? 

Which steps can be eliminated? Can you delegate some details to someone else? 

Urgent or Important - Or Both? 

Time management is a matter of setting priorities and knowing the difference between urgent and important. Is the task: 

Important and urgent? 

Important, but not urgent? 

Urgent, but not important? 

Log Your Activities and Ask Yourself: 

What am I doing that doesn't have to be done? 

What am I doing that someone else can do as well or better? 

What am I doing that could be done more efficiently? 

What am I doing that wastes the time of other people? 

Make Schedules 

Prime time: There are times of the day when you are the most efficient. Use that time for most difficult and challenging jobs. Make lists every day. Write in priority order. 
Do top priorities in prime time. Find time for yourself and the things you enjoy. 

Delegate 

When you delegate, explain the assignment thoroughly. People can be trusted to use their good sense. 

Communication 

Handle paper or phone calls only once, if possible. Don't put it aside to get back to it. 

Telephone Tyranny 

Use the answering machine to screen calls. Set a time limit for calls. Offer to call back with more information if the call exceeds that limit. 

Procrastination 

Force yourself to do the worst first. Analyze why you're putting off doing a job. 
Maybe it's a low priority item and doesn't need to be done right now
Team Building

A team is defined as: 

An energetic group of people, 

Who are committed to achieving common objectives, 

Who work well together and enjoy doing so, and 

Who produce high quality, planned results. 

NEEDS OF GROUP MEMBERS 

A good leader is only as strong as its individual members. A group member needs: 

A sense of  belonging. 
A feeling of welcome. 
A sense of being needed for one's self, not just for money or name. 
Use many different people on committees-ask everyone to do something at least once. 

To share in planning activities, program, goal setting. Allow everyone's ideas to have a fair hearing. 

To feel that he or she is contributing to a good cause that extends beyond self, what is being done is worthwhile. Be sure projects and programs are meaningful, and provide worthwhile activities and information. 

To know what is expected. Clearly outline job descriptions, committee assignments. 

To have responsibilities that challenge, are within the range of abilities, contribute toward the organization's goals. Match jobs with abilities of members; know your membership. 

To see that progress is being made. Report regularly to the membership on programs and projects. 

To be kept informed. An informed membership will be an enthusiastic, supportive membership. 

To have confidence in the leadership. Confidence is based on consistent, fair treatment; recognition when it is due; efficient handling of duties and responsibilities. 

RESPONSIBILITIES OF GROUP MEMBERS 

Group members have responsibilities they also must assume. As a team, working with the leadership, they can be expected to: 

Have a clear understanding of the group's purpose and goals. 

Look ahead and plan ahead. 

Achieve a high degree of inter-communication. 

Initiate and carry on problem solving. 

Be objective about its own functioning; maintain a balance between emotional and rational behaviour. 

Strike a balance between group productivity and the satisfaction of individual's needs. 

Share leadership responsibilities among the group members. 

Feel free to express their feelings and points of view. 

Have a high degree of cohesiveness, but not to the point of stifling individuality. 

Make effective use of the differing abilities of its members. 

Stick to issues that are vital to its members and the association. 

Recognize that means are inseparable from ends. 

Understand the values and limitations of democratic methods. 

INDIVIDUAL RESPONSIBILITY 

Individuals in the group have a responsibility to participate effectively and to work as part of the team. Each one can be expected to fully support the group's efforts once a determination is made by group process. Commitment to the goals of the group is the most important ingredient for a successful year. 

In meetings, group members are expected to get involved in discussions, speaking when they have something worthwhile to say, but keeping those remarks to the point and as brief as possible to encourage participation by all. Group members bring individuality and creativity to the meetings. 

Each individual should feel free to express personal feeling, knowing that presenting differences of opinion is the only way to expose people to other's points of view. Remarks should always focus on the idea or opinion, and should never become a personal attack on another group member. 

Group members are expected to take a positive approach. An open mind is the greatest asset a group member can contribute to team efforts. Individuals can be expected to be dependable, carrying through with an assignment until it is successfully completed. Above all, individuals must be enthusiastic about the work of the group! Enthusiasm is contagious! 

Delegation

Here are six steps recognized by most management authorities to achieve effective delegation: 

Review the tasks that you are responsible for. Pick out the ones that can and should be done by others. These will usually be the more routine tasks at the outset but can be expanded later. 

Select the proper person working under you to do the job. This does not necessarily mean the most intelligent. It does mean selecting the person best suited to the specific task. 

Encourage, train and motivate the person to accept the assignment. Think in terms of helping yourself and your helper by developing status, prestige, and initiative. 

Explain the job fully, turn over the job and authority to accomplish it, then check to be sure that your instructions are completely understood. Give the reason the job needs to be done. Use every communications tool at your disposal to explain the job itself Specify the results you expect. Ask questions to be sure that you are fully understood. 

Provide support, encourage independence, and help develop confidence. Theodore Roosevelt put it this way: "The best executive is the one who has sense enough to pick good men to do what needs to be done, and self-restraint enough to keep from meddling with them while they do it." 
Keep supervisory control because, ultimately, proper execution of the job is your responsibility. It is standard procedure to maintain complete documentation on all activities under your direction. Never delegate final responsibility only with the work. 

By conscientiously applying the procedures outlined in these six steps, you will increase your value to and status in your organization. You will increase your productive ability. And, most importantly, you will provide those working under your direction opportunity for true growth. 

