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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 qualification —
Management and Leadership, so it specifically focuses on the
content of the syllabus for Unit 502, Developing, Managing and
Leading Individuals and Teams to Achieve Success. This is about
the way in which you lead and motivate your team to achieve
organisational goals.

This workbook provides underpinning knowd uge and«levelops
understanding to improve your skills as ¢ 1 as to p# sare for
future assessment. If you are studying tow. ¥s L& cl 5in
Management and Leadership, then you will L. >sessed k¢ your
approved centre on ‘your knowledge and under. »ading® . the
following learning outcomes:

1. Understand approaches to de' ‘'oping, manaaing and leading
teams

2. Understand aprf aches to; :chieving alance of skills and
experience int. ms

3. Know te¢! ‘aues i ¢ ding individuals and teams to achieve
success.

The( ms (" th s workbook
This worki.. »k aims to help you learn how to:

= mvelop, anage and lead teams

B¢ cnsurc you have the right people in your team
4 Use different techniques to motivate people.

is workbook is about how you can acquire the essential
nanagement and leadership skills to fulfil this challenging but
rewarding role.
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Syllabus coverage

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

Unit 502 Developing, Managing and Leading

o S Addressed
Individuals and Teams to Achieve Success | within
pr
Syllabus coverage section
1.1 Evaluate the use of theoretical models for 1
developing, managing and leading teams
1.2 Discuss practical approaches for effective’ 2am 1
management and leadership
1.3 Analyse strategies for managing te< leaders 1
1.4 Develop approaches to respond to .. 'chz' .nges
of managing and leading multiple and. ote 1
teams
2.1 Evaluate techniques for« =essing current ar. 2
future team capabilities anc. »quirements
2.2 Analyse a proce .T1or: ruiting »am r’ .nbers 2
2.3 Assess thef .iors whic! mpact or. e selection of
learning and'« elopr’ at activities for individuals 2
and ter s
2.4 Examin t use or aching and mentoring 2

models t. su, orttear Yevelopment

34 Tiscuss m. hods =ed to monitor and manage 3
Wu. Al ar | team performance

3.2 E. ‘uatey.  practice for enabling and supporting 3
high »rforming teams

o.« “nalyse notivational techniques used to create 3
hiy, zrforming teams
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Getting started

The ability to lead individuals and teams to success is arguably the
most important skill a manager can possess. This unit focuses on
the essential management and leadership skills required to fulfil
this challenging but rewarding role. The unit opens by focusing on
the theoretical and practical approaches to developing, leading,
and managing teams. As the Unit progresses more complex ideas
around team dynamics, coaching in a team setting and critical
evaluation of team working are introduced.

How to use the workbook

The workbooks provide ideas from writerc ad thiz® _rs in the
management and leadership field. They oftc. »r urtunities£ you
to investigate and apply these ideas within you. working
environment and job-role.

Structure

Each workbook is divi< aintc. 2ctiori. hat te* zther cover the
knowledge and und¢ standing, quired’ .at unit of Level 5
Management and'. adershipt ach section starts with a clear set
of objectives that idei. "« th¢ "0ackground knowledge to be
covered, anc manag, 'ent skills in the workplace that enable
you to demong :a. this kri. ledge. You do not have to complete
the sections in i\ 2 ¢ ar they. »pear in the workbook, but you
shoi “hiry to cove ither all to make sure that your work on the unit
is cc. i There are se -assessment questions at the end of
each s tion'.. "%a. 'w you to check your progress. You may want
to discus. wour anc zrs to the self-assessment questions with
«aur line me._ nger or a colleague.

Acu =

T ‘oughout the workbooks there are activities for you to complete.
hese activities are designed to help you to develop yourself as a
anager. Space is provided within the activities for you to enter

y. 4r 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 is
obvious to you because the issue is one you have encountered
previously, then you might just note some bullet points that you
can then compare quickly against the feedback. You may
sometimes find it difficult to write your complete response to an
activity in the space provided. Don'’t worry about this — just keep a
separate notebook handy, which you can use and refer to as
needed.

Try not to look at the feedback section before completing an
activity. You might like to try covering up the feedback with a
postcard or piece of paper while you are working through an
activity.
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Timings

Timings are suggested for each section and activity, although it is
important that you decide how much time to spend on an activity.
Some activities may occupy only a few moments’ thought, while
others may be of particular interest and so you might decide to
spend half an hour or more exploring the issues. This is fine — the
purpose of the activities is to help you reflect on what you are
doing, and to help you identify ways of enhancing 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 throu« out each< orkbook to
illustrate key points in real workplace setti.. 5. Th< .cenarios.cover
a wide range of employment sectors. As you ~ through< Lu
might like to think of similar examples from you. »wn exr® ience.

Planning your work

The reading and reflectia® ~ wnaric. and actiy® _s in each section
of the workbooks ared _signec » take. wurt wo hours to
complete (althougk® ome may ke longe.  rhis is a useful
indicator of the min.. wm len< '+ of time that you should aim to set
aside for a st v sess. 2« y to find a quiet place where you will
not be interru, « »and w._ =e you can keep your workbooks, notes
and papers rec 0. 2y tidy. ‘ou may also like to think about the
time of day whe you vork be — are you a ‘morning person’ who
like aat things Jone »the start of the day, or do you work

bette. ™ w. mvenii 1 wheri there may be fewer disturbances?

Preparir._ for assessment

Fur.. wiaformcdon on assessment is available in the Qualification
Sus Jort sc won of ManagementDirect, CMI’s online resource
ital. If you have any further questions about assessment
rocedures, it is important that you resolve these with your tutor or
«_ntre co-ordinator as soon as possible.

Further reading

Suggestions for further reading and links to management
information are available via ManagementDirect. You will also find
titles for Supporting Resources at the end of each section and
Further Reading at the end of the workbook.



Section 1 Understand approaches to
developing, managing and
leading teams

Learning outcomes and assessment criteria (about 3
hours)

By the end of this and the next section you will usnderstand how to
develop teams in complex organisational setti 5. You will know
how to plot a team’s development and unde® and the.challenges
of managing remote workers. In this sec” 1 you wi® ¢ able to:

1.1  Evaluate the use of theoretical moac < developir
managing and leading teams

1.2 Discuss practical appr< <ches for effective
management and leadei. n

1.3 Analyse strategic ~~ nanag ateam!' .Jers

1.4 Develop app’ aches tc :spona. * = challenges of
managing® d leadinc’ ultiple anc remote teams

Different ti ¢ ~tica. nodels for developing
teams. Wha is( ‘ean.

Bei. > s. ing to' valuaw different theoretical models it is

imporiw. 't tow. ars nd the nature of a team’. This word is used

to descriv. »a whoic . zlection of different social settings and this

=an lead to" nbiguity over the term. Consider, for example a sports

lec such a.Manchester United or the England Para Olympics

tear u. srhaps a work-based team working on a short-term

p¢ ject, what about a group of climbers trying to reach the summit
 Mount Everest or a gang of road workers resurfacing your local

7h street — are all of these groups of workers a ‘team’? What

a Hut an orchestra or a throng of demonstrators chanting slogans?

What do they have in common? One immediate thought is the

nature of their task and the participant’s relationship with each

other.

Within management and organisational domains, Shonk’s (1992)
view has been well received. According to him a team is two or
more people who must coordinate their activities to accomplish a
common goal — it is the common goal and associated coordination
that make the individuals a team. This aspect of accountability
clearly appeals to organisations and Katzenbach and Smith’s
(1993) definition of a team as, ‘a small number of people with
complementary skills who are committed to a common purpose,
set of performance goals, and approach for which they hold
themselves mutually accountable’ has been widely adopted by
organisations. Groups on the other hand, can simply be a number

11
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of individuals who identify themselves as a ‘group’ - for example a
few people waiting at a bus stop or a crowd watching a concert.

Activity )

Feedback )

12
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Feedback )

Team models

Belbin’s role model approach

Having considered the definition of a team and an organisational
setting for the construct, the next stage is to critically examine
some of the tools used to help with teamwork. Professor R
Meredith Belbin (1926 - ) is a British researcher and management

14
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Section 1 Understand approaches to developing, managing and leading teams

theorist who is acknowledged as the father of team role theory. As
a result of research carried out in the 1970s, he identified eight
(later extended to nine) useful roles which are necessary for a
successful team. His contribution has gained in significance due to
the widespread adoption of team working in the late 1980s and

1990s.

ManagementDirect has a useful document, CMI Thinker 023 - R
Meredith Belbin: team building outlining his work. Belbin’s work
carried out at Henley, UK, identified eight (later nine) different
activities that need to take place for a team to work effectively. His
major contribution was to link these activities to parsonality types

which suggested that different people suit diffe
their disposition. In Belbin's own words a te«

at roles due to
. role “describes a

pattern of behaviour characteristic of thes .y in whig® one team

member interacts with another where his",

forms Ce serves to

facilitate the progress of the team as a whoic

Resource
Investigator

Coordinatg
N

Implementor

Completer/
Finisher

A creative, imaging’’  indivi |, who
will solve probler  with new it s and
contribute ori. . thought.
An enthusiasticc. mupic  orand
skilled tiator. £, .c and
optimis. . loresop, ‘unitiesand
develops 3t s.
A confideni adcc  lled

"mmunicat. whorn s agood

cn.. wson.C rifies guals and keeps
atean, A

Prc -eslots of action and

demo.  ates energy and enthusiasm

‘ar the ta. .. Shapes the team's ideas
~ctical actions.

An analytical person who sees all the
options. Their objective view can save
the team from rash decisions.

A cooperative and discerning individual
who likes people. They listen, build and
support others.

An organised individual who takes basic
ideas and makes them work. Tend to be
reliable, sensible, and disciplined.

Sees the task through to the end. Can
be relied upon to achieve a taskto a
high standard and on time.

A subject expert with in-depth
knowledge of specialism. Driven
by dedication to subject area and
professional standards.

Ignore

.e detail and can be a poor
o' Lnicator.

Over optimism can lead to a loss of
interest as the project progresses.

Manipulative and exerting excessive
control.

Insensitive and provocative.

Fails to inspire others and may lack
drive and energy to see the task
through to completion.

Indecisive when critical decisions
need to be made.

Reacts slowly to new ideas and
gives the impression of inflexibility.

Reluctant to delegate and their
worrying can be an annoyance to
colleagues.

Focuses too much upon their own
specialist subject, prioritising this
over the progress of the team.

Figure 1: CMI Model - Belbin’s team roles,
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