Chartered
Management
Institute

Pathways to
Management and ?\,

Leadership N\
>3

Level 5: Managemen?&

Leadership &

Q&
o

Unit 5001

Personal Development as a Manager and
Leader



Pathways to Management and Leadership

Unit 5001: Personal Development as a Manager and Leader

Copyright © Chartered Management Institute, Management House, Cottingham Road, Corby,
Northants NN17 1TT.

First edition 2006

Author: Corinne Leech
Series consultants: Roger Merritt Associates
Consultants: Graham Hitchcock
Bob Croson
Project manager:  Sid Verber
Editor: Lyn Ward
Page layout by: Decent Typesetting

Second edition 2008

Revision author: Ray Rowlings
Series consultants: Roger Merritt Associates

Editor:
Proof reader:
Page layout by:

Suzanne Pattinson
Rebecca Norman
Decent Typesetting

Revised edition 2010

Author: John Lambert
Series consultants: Roger Merritt Associatec

Consultant: Ray Rowling
Project manager:  Trevor V' :ston
Editor: Suzanne F{ 0ison
Page layout by: Tacent Types ttin

British Library Catalosuing-i -Pui ‘icati« i Data. A CIP catalogue record for this publication is available from
the British Library.

ISBN 0-85946-3¢ < *

All rightstreserver, scve ac set out below. No part of this publication may be reproduced, stored in a
retrieval saam, ¢ tresmitted in any form or by any means, electronic, mechanical, photocopying,
recording G othel ise, without the written permission of the copyright holder except in accordance with
th o cinvdsion: af the Copyright, Designs and Patents Act 1988 or under the terms of a licence issued by the
Co,_ yrigr ~icensing Agency Ltd, 90 Tottenham Court Road, London, England WIT 4LP.

App cations for the copyright holder’s written permission to reproduce any part of this publication should
-0 ac lressed to the publisher. Permissions may be sought directly from Chartered Management Institute in
Ci by, UK. Phone Publications on (+44) (0) 1536 207344, or email publications@managers.org.uk.

I'his publication is sold subject to the condition that it shall not, by way of trade or otherwise, be lent, re-
sold, hired out, or otherwise circulated without the publisher’s prior consent in any form of binding or
cover other than that in which it is published and without a similar condition being imposed on the
subsequent purchaser.

Approved centres may purchase a licence from the publisher, enabling PDF files of the publication to be
printed or otherwise distributed solely within the centre for teacher and student use only according to the
terms and conditions of the licence.

Further information on the licence is available from Chartered Management Institute.
Phone (+44) (0) 1536 207344, or email publications@managers.org.uk.

2010 © CMI Enterprises Ltd. All rights reserved



Personal Development a
a Manager and Lead&{v






Contents

About this WOrkbooK .........cooiiiiiii i 7
I 1= 2R T T 7
The aims of this WOrkbOoOoK ... ... e 7
R332 = o 10 R o0 1Y >V = 8
Getting Started ... ek 9
How to use the WOrkbookS ... e e e 9
Section 1 Developing yourself ........ccoooiiiiiii et 13
What is personal development? .........ccooiiiiiiiiid A i 13
Developing greater self-awareness .........ooeevvieeeediii il e 14
Acquiring new skills and knowledge............... D N AN S 21
Setting personal goals ........................ PR - Y A 24
Continuing professional development ......... ... 0 i 26
U] ] 0= Y S S 28
Section 2 Supporting | ~ssorialdevelopment.................. 29
Identifying resource® for perscnal vevelopment ..., 29
Organisational € :SOUMEES ...ttt ettt e e aaeaaaan 29
Career developme L ... . e 30
Individual“ 2sources vor development.........coooiiiiiiiiii i 33
T 1o 1T o T = 33
L L (o Yo 10| g ] 1 1= S 35
P EICiNg TASKS .« ee et 39
Vithat are your top three time-Wasters?. ... ..ooeeiieiiii e eeeeeeeees 40
Taking control of your time ... ... i 45
Delegating TaSKS ... ..eeeeeeeeet ettt ettt aan 46
HOW 10 delEQAtE . ... e e e e 48
RS 101100 U 56
Section 3 Implementing and evaluating the plan ............ 57
Developing a business Case ......uueeiiiiiii i e 57
Using the PASS frameworkK .......ccooeiiiiiiiiii e 58
The three-stage approach...... ... e 60
Implementing your personal development plan ..........ooovviiiiiiiiiinan.. 60

2010 © CMI Enterprises Ltd. All rights reserved



Evaluating your personal development plan..........cccceeviiiiiiiiiiiinnnen... 62

Reviewing your personal developmentplan .........cccooveiiiiiiiiiiiiiinnn.... 64
ST 1110 F= T 67
Section 4 Supporting and promoting staff welfare .......... 69
Managing staff welfare .........cooiiiiii e 69
Managing health and safety ..........oooviriiii e, 77
A proactive approach to health and safety ..., 86
A personal approach to health and safety ........cccovvviiiiiiiiiiinnnn..s 20
ST 11010 F= T 92
Before you move ON....oooeiiiiiii e e e .. 395
Preparing for assessment .......cccoooiiiiiiiiiiiiiiiee e e 95
Reflecting on progress ....ovevvvviceiieeieeeeeeeead S i 96
Planning your next StepsS.....ccoeeeeeeeeeveeee i 97
The Management and Leadership Standafa!s. .........00iiiiiiiiiiiiaeee . 97
How this workbook relates to the standal Is <. v vveevviviiiiiiieeeee 98
Bibliography..................0.0 A, 99
L] 01T = 99

2010 © CMI Enterprises Ltd. All rights reserved



About this workbook

The unit

The main purpose of this workbook is to support you as you study
for the Chartered Management Institute Level 5 in Management
and Leadership qualifications, so it specifically focuses on the
content of the syllabus for Unit 5001 Personal Development as a
Manager and Leader.

This workbook provides underpinning knowledge and develops
understanding to improve your skills as well as to prepare | cwfor
future assessment. If you are studying for the Level 5.in
Management and Leadership qualifications, then you w. !l be
assessed by your approved centre on ‘your know/cug = ar
understanding of’ the following learning outcedmes:

1. Be able to assess and plan for persosui proie ssional
development.

2. Be able to plan for the resous .es reg tired f.r personal
development.

3. Be able to implementiand evaluaiy, the personal
development plan.

4. Be able to suppd vand' romote staff welfare.

The akms of tiyis viorkbook

Thigf workkCok aims to help you learn how to:

B de clopaurself

N identiy development resources

B Taplement, evaluate and review personal development
[

promote staff welfare and health and safety working
practices.
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About this workbook Personal Development as a Manager and Leader

Syllabus coverage

The table below shows which sections of the workbook address
each of the assessment criteria of the qualification syllabus.

: Addressed
Unit 5001 syllabus coverage within
section:

Personal Development as a Manager and Leader

1.1 Explain the importance of continual self-

development in achieving organisational 1
objectives

1.2 Assess current skills and competencies against
defined role requirements and organisational 1
objectives

1.3 Identify development opportunities to mee’

current and future defined needs 1
1.4 Construct a personal development ; an wi'a
. . 1
achievable but challenging goals
2.1 ldentify the resources requi ed > suppo. © .ne 5
personal development plan
2.2 Develop a business case ‘o s. ire the resources 3
to support the pei . nal ¢ =.elopinent plan
3.1 Discuss the » -acess: s . gL red to implement the 3

ersonal devy ‘o e t p.an
~

3.2 Eval ate the imy ~ct of the personal
d veloprient plan on the achievement of defined 3
ror. ~_quirements and organisational objectives

> 3 Reviev “.1d update the personal development

3

plan

4.1 L.scuss the relationship(s) between staff welfare 4
and organisational objectives

4.2 Explain the process for assessing staff welfare 4

4.3 ldentify the actions to be taken by the manager
. d . . 4
in dealing with a staff welfare issue

4.4 Describe how to communicate responsibilities for 4
staff welfare to the team

4.5 Discuss records that may be maintained to 4

demonstrate that staff welfare is supported
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Personal Development as a Manager and Leader About this workbook

Getting started

When people talk about “the role of the manager or leader, the
focus is usually external and looks outwards from the person who
is doing the managing or leading. So there is much talk of
managing resources, people, tasks and processes.

But efficient and effective management and leadership really
begins at home. In much the same way as we expect doctors to
manage their own health — ‘Physician, heal thyself” — most
organisations expect their managers and leaders to be good at
managing themselves. The thinking goes that if someone is a
good self-manager, then they are more likely to be able to
manage other people.

Managing yourself is very much about the skills of mai aging th<
things in this list:

B Your development: Making sure you are< ontin: ally lerning
and building on your experiences

B Resources: Ensuring that you plail for th: rescirces required
for personal or self-developmsait

B Implementation and evalGatic2: Of aifdevelopment
undertaken

B Staff welfare and heé¢ th ¢ wd safety: Ensuring you promote
staff welfare an. main 2t heaith and safety conscious
working practicet

This workbook Viilisachureage you to focus on these important
self-marngement  Xills:"This will enable you to work more
confisently, efficierdly and effectively.

This vi2sp0o0kds about recognising and responding effectively to
personchdex:iopment needs and objectives as a manager and
'eader.

How to use the workbooks

The workbooks provide ideas from writers and thinkers in the
management and leadership field. They offer opportunities for
you to investigate and apply these ideas within your working
environment and job role.

Structure

Each workbook is divided into sections that together cover the
knowledge and understanding required for that unit of the Level
5 in Management and Leadership. Each section starts with a clear
set of objectives that identify the background knowledge to be
covered, and the management skills in the workplace that enable
you to demonstrate this knowledge. You do not have to complete
the sections in the order they appear in the workbook, but you
should try to cover them all to make sure that your work on the
unit is complete. There are self-assessment questions at the end
of each section that allow you to check your progress. You may
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About this workbook Personal Development as a Manager and Leader

want to discuss your answers to the self-assessment questions
with your line manager or a colleague.

Activities

Throughout the workbooks there are activities for you to
complete. These activities are designed to help you to develop
yourself as a manager. Space is provided within the activities for
you to enter your own thoughts or findings. Feedback is then
provided to confirm your input or to offer more ideas for you to
consider.

To get the best from the workbooks, you should try to complete
each activity fully before moving on. However, if the answer{.
obvious to you because the issue is one you have encountered
previously, then you might just note some bullet points t. at yc
can then compare quickly against the feedback. You@iiny
sometimes find it difficult to write your comple#’ resps nse tc an
activity in the space provided. Don’t worry ahout hic — ;s
keep a separate notebook handy, which ya% can. use and refer to
as needed.

Try not to look at the feedback seq.»n befo.» cafiipleting an
activity. You might like to try covering yp the “eedback with a
postcard or piece of paper while you are working through an
activity.

Timings
Timings are suggec euifor 2ac: section and activity, although it is
important #hat you caciac how much time to spend on an
activity «<Come activitics may occupy only a few moments’
thoughio, white others may be of particular interest and so you
might dec Je toguend half an hour or more exploring the issues.
wais is fine .«tie purpose of the activities is to help you reflect
on‘ihat yau are doing, and to help you identify ways of

nha. 2ifig your effectiveness. It is always worth writing
something though, even if it’s brief — the act of writing will
reinforce your learning much more effectively than just referring
to the feedback.

Scenarios

There are scenarios and examples throughout each workbook to
illustrate key points in real workplace settings. The scenarios
cover a wide range of employment sectors. As you work through,
you might like to think of similar examples from your own
experience.

Planning your work

The reading and reflection, scenarios and activities in each
section of the workbook are designed to take around two hours
to complete (although some may take longer). This is a useful
indicator of the minimum length of time that you should aim to
set aside for a study session. Try to find a quiet place where you
will not be interrupted and where you can keep your workbooks,

2010 © CMI Enterprises Ltd. All rights reserved
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Personal Development as a Manager and Leader About this workbook

notes and papers reasonably tidy. You may also like to think
about the time of day when you work best — are you a ‘morning
person’ who likes to get things done at the start of the day, or do
you work better in the evening when there may be fewer
disturbances?

Preparing for assessment

Further information on assessment is available in the Student
Guide produced as part of the Pathways to Management and
Leadership series. If you have any further questions about
assessment procedures, it is important that you resolve these
with your tutor or centre co-ordinator as soon as possible.

Further reading

Suggestions for further reading and links to manasgciaent
information are available on the Study Resous‘.e Cer .re se. tion
of the Institute website at www.managerséorg: ik pracmal-
support/study-support. Alternatively, afiail
mic.enquiries@managers.org.uk or telcahoi’e 0153¢°207400. You
will also find titles for further res‘iing in<_he BiX.iography at the
end of this workbook.

2010 © CMI Enterprises Ltd. All rights reserved
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Section 1

Developing yourself

Time required: about 2 hours

Learning outcome

By the end of this section you will be able to assess and plan for
personal professional development and be able to:

1.1 Explain the importance of continual self-development in
achieving organisational objectives

1.2 Assess current skills and competencies against definea xo.
requirements and organisational objectives

1.3 ldentify development opportunities to meetgEentand
future defined needs

1.4 Construct a personal development plfii witi)fichievavle but
challenging goals

What is personal developniant?

Personal development is ¢ 1 dnaoing precess which, for many
people, continues thaoughe uticpAs Henry Ford said:

Anyone who stop . i2arn g is old, whether at twenty or
eighty. Ari_ a2 wi 0 kheps learning stays young. The
greatest thiia it e is to keep your mind young.

We al’develop and“hange as we grow older. It’s an inevitable
protass a«u a result of life experiences. You have a choice: you
can ta. - charge of that development and influence it, or you can
sit back o 1et life take its own course. But by choosing to take

harge qyou will be able to achieve your full potential and move
tG wafus the future you want for yourself.

Pedler, Burgoyne and Boydell in A Manager’s Guide to Self-
development (2007) draw the links between self-development
and personal development. The message in their view is:

Self-development is personal development, with the
person taking primary responsibility for their own
learning and for choosing the means to achieve this.
Ultimately, it is about increasing your capacity and
willingness to take control over and be responsible for
events.

They go on to say that self-development can mean many things:
B developing specific qualities and skills
B improving your performance in your existing job

B advancing your full potential as a person.

2010 © CMI Enterprises Ltd. All rights reserved
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Section 1 Developing yourself

14

Activity

Feedback )

Personal Development as a Manager and Leader

Activity 1.1 (about 5 minutes)

What does personal development mean to you in the context of
your life, your goals and your ambitions?

There is no right or wrong answer to this ,destion ecause we
all have different combinations of inter. ~ts, < pinion., values
and beliefs. Even so, for most peop’_, per. nal d-.elopment is
about one or more of the follow’ .g:

B developing greater self-z vareness
B acquiring new skills and/« r kr . 'adge

B setting personal goa s.

The remainder of thij,secc.on is designed to help you to examine
each of #/iese areas widiin your own life.

Levelopiag greater self-awareness

deve 'opif.y self-awareness is a key aspect of self-development.
vanierrsoleman, in Working With Emotional Intelligence (1997),
highlights self-awareness as being the foundation for outstanding
performance at work. Developing self-awareness and other
aspects of emotional competence described by Goleman is
directly linked to outstanding performance as a manager. For
example, a study of top executives at 15 global companies,
including Pepsi, Volvo and IBM, concluded that success at the
highest levels could be attributed to emotional intelligence
rather than to technical and intellectual competence.

Goleman suggests that self-awareness involves:

B recognising what emotions you are feeling and why

B Dbeing able to assess your strengths and limitations accurately
B having self-confidence.
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Personal Development as a Manager and Leader Section 1 Developing yourself

Activity

Recognising what emotions you are feeling and why

Our emotions and feelings affect the way we behave, that is,
what we say and do. All human relationships are based on our
behaviour towards each other. Behaviour can be likened to the
visible part of an iceberg — it’s just the visible part of what’s
going on inside your head. Therefore, understanding your
emotions and feelings, and the effect they have on behaviour,
can help you to:

B understand why you behave like you do
B interpret other people’s behaviour.

This involves taking time out to think. So much happens eg .y day
in the interactions that form human relationships. At the s¢ ne
time, the pace of life means that most people feel fai oo b ¢y
to stop and think about how they relate to peop’ccad tin
effects this has on their relationships. Accordiig to £ olemc 2, and
an ever-increasing number of organisations; it x4 ie b spent.

Activity 1.2 (aboct 10 minutes)

Consider the following ways of <. ~ognisil. » yo:'. emotions, as
identified by Goleman (in the teft-i and corumn). Then try to
identify at least one exar nle of whe: vou did each one during
the last week.

oy of recogir g | Examplet:

Consciously 1. = “ifyi, g v. hat
emotions you a. » te.! ng and
why

Real”_ing the link between your
te 2tings and your behaviour
(i.e. between what you felt
and what you did or said)

Recognising how your feelings
are directly affecting your
performance at work

Being aware of how your values
and principles affect the way
you behave at work

2010 © CMI Enterprises Ltd. All rights reserved
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