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1.0 Leadership: What Is It?
Leadership is, most fundamentally, about changes. What leaders do is create the systems and organizations that managers need, and, eventually, elevate them up to a whole new level or ... change in some basic ways to take advantage of new opportunities.
—John P. Kotter[footnoteRef:1] [1:  John P. Kotter is the retired Konosuke Matsushita Professor of Leadership at Harvard Business School.] 



Gary Yukl (2006) defines leadership as “the process of influencing others to understand and agree about what needs to be done and how to do it, and the process of facilitat- ing individual and collective efforts to accomplish shared objectives” (p. 8). Peter
Northouse (2010) defines leadership as “a process whereby an individual influences a group of individuals to achieve a common goal” (p. 3). These definitions suggest several compo- nents central to the phenomenon of leadership. Some of them are as follows: (a) Leadership is a process, (b) leadership involves influencing others, (c) leadership happens within the context of a group, (d) leadership involves goal attainment, and (e) these goals are shared by leaders and their followers. The very act of defining leadership as a process suggests that leadership is not a characteristic or trait with which only a few certain people are endowed at birth. Defining leadership as a process means that leadership is a transactional event that happens between leaders and their followers.
Viewing leadership as a process means that leaders affect and are affected by their follow- ers either positively or negatively. It stresses that leadership is a two-way, interactive event between leaders and followers rather than a linear, one-way event in which the leader affects the followers but not vice versa. 

Leaders and followers share objectives. Leadership means that leaders work with their followers to achieve objectives that they all share. Establishing shared objectives that leaders and followers can coalesce around is difficult but worth the effort. Leaders who are willing to expend time and effort in determining appropriate goals will find these goals achieved more effectively and easily if followers and leaders work together. Leader-imposed goals are generally harder and less effectively achieved than goals developed together.

1.1 Trait Versus Process
Statements such as “She is a born leader” and “He was born to lead” imply a perspective toward leadership that is trait based. Yukl (2006) states that the trait approach “emphasizes leaders’ attributes such as personality, motives, values, and skills. Underlying this approach was the assumption that some people are natural leaders, endowed with certain traits not possessed by other people” (p. 13). This is very different from describing leadership as a process. In essence, the trait viewpoint suggests that leadership is inherent in a few select
1.2 Assigned Versus Emergent
Assigned leadership is the appointment of people to formal positions of authority within an organization. Emergent leadership is the exercise of leadership by one group member because of the manner in which other group members react to him or her. Examples of assigned leadership are general managers of sports teams, vice presidents of universities, plant managers, the CEOs of hospitals, and the executive directors of nonprofit organiza- tions. In some settings, it is possible that the person assigned to a formal leadership posi- tion may not be the person to whom others in the group look for leadership.
Emergent leadership is exhibited when others perceive a person to be the most influ- ential member of their group or organization, regardless of the person’s assigned formal position. Emergent leadership is exercised when other people in the organization support, accept, and encourage that person’s behavior. This way of leading does not occur when a person is appointed to a formal position but emerges over time through positive com- munication behaviors. Fisher (1974) suggested that some communication behaviors that explain emergent leadership are verbal involvement, keeping well informed, asking other group members for their opinions, being firm but not rigid, and the initiation of new and compelling ideas (Fisher, 1974; Northouse, 2010).
The material in this casebook is designed to apply equally to emergent and assigned leadership. This is appropriate since whether a person emerged as a leader or was assigned to be a leader, that person is exercising leadership. Consequently, this casebook uses cases that focus on the leader’s “ability to inspire confidence and support among the people who are needed to achieve organizational goals” (Dubrin, 2007, p. 2).[footnoteRef:2] [2:  Dubrin, A. (2007). Leadership: Research findings, practice, and skills. New York: Houghton Mifflin.
] 


1.3 Leadership and Power
Power is related to but different from leadership. It is related to leadership because it is an integral part of the ability to influence others. Power is defined as the potential or capac- ity to influence others to bring about desired outcomes. We have influence when we can affect others’ beliefs, attitudes, and behavior. While there are different kinds of power, in organizations, we consider two kinds of power—position power and personal power. Position power is that power that comes from holding a particular office, position, or rank in an organization (Daft, 2005). A university president has more power than a dean of a business school, but they both have formal power.
Personal power is the capacity to influence that comes from being viewed as knowl- edgeable and likable by followers. It is power that derives from the interpersonal rela- tionships that leaders develop with followers (Yukl, 2006). We would argue that when leaders have both position and personal power, they should use personal power a vast majority of the time. Overuse of position power may erode the ability of a leader to influence people. Of course, it is important to know when it is most appropriate to use position power and to be able and willing to use it (Daft, 2005).
Power can be two-faced. One face is the use of power within an organization to achieve one’s personal goals to the detriment of others in the organization. The other face is that power that works to achieve the collective goals of all members of the organization, sometimes even at the expense of the leader’s personal goals.

1.4 Leadership and Coercion
Related to power is a specific kind of power called coercion. Coercive leaders use force to cause change. These leaders influence others through the use of penalties, rewards, threats, punish- ment, and negative reward schedules (Daft, 2005). Coercion is different from leadership, and it is important to distinguish between the two. In this casebook, it is important for you to dis- tinguish between those who are being coercive versus those who are influencing a group of people toward a common goal. Using coercion is counter to influencing others to achieve a shared goal and may have unintended, negative consequences (Dubrin, 2007; Yukl, 2006).

1.5 Leadership and Management
Leadership is similar to, and different from, management. They both involve influencing people. They both require working with people. Both are concerned with the achievement of common goals. However, leadership and management are different on more dimensions than they are similar.
Zaleznik (1998) believes that managers and leaders are very distinct, and being one precludes being the other. He argues that managers are reactive, and while they are will- ing to work with people to solve problems, they do so with minimal emotional involve- ment. On the other hand, leaders are emotionally involved and seek to shape ideas instead of reacting to others’ ideas. Managers limit choice, while leaders work to expand the num- ber of alternatives to problems that have plagued an organization for a long period of time. Leaders change people’s attitudes, while managers only change their behavior.[footnoteRef:3] [3:  Mintzberg, H. (1998). Retrospective commentary on the manager’s job: Folklore and fact. In Harvard Business Review on leadership (pp. 29–32). Boston: Harvard Business School Press.
] 

Mintzberg (1998) contends that managers lead by using a cerebral face. This face stresses calculation, views an organization as components of a portfolio, and operates with words and numbers of rationality. He suggests that leaders lead by using an insight- ful face. This face stresses commitment, views organizations with an integrative perspec- tive, and is rooted in the images and feel of integrity. He argues that managers need to be two faced. They need to simultaneously be managers and leaders.[footnoteRef:4] [4:  Leadership: Perspectives in theory and research. Management Science, 28(3), 315–336. Kotter, J. P.] 

Kotter (1998) argues that organizations are overmanaged and underled. However, strong leadership with weak management is no better and may be worse. He suggests that organizations need strong leadership and strong management. Managers are needed to handle complexity by instituting planning and budgeting, organizing and staffing, and controlling and problem solving. Leaders are needed to handle change through setting a direction, aligning people, and motivating and inspiring people. He argues that organiza- tions need people who can do both—they need leader-managers.
Rowe (2001) contends that leaders and managers are different and suggests that one aspect of the difference may be philosophical. Managers believe that the decisions they make are determined for them by the organizations they work for and that the organizations they work for conduct themselves in a manner that is determined by the industry or environment  in which they operate. In other words, managers are deterministic in their belief system. Leaders


believe that the choices they make will affect their organizations and that their organizations will affect or shape the industries or environments in which they operate. In other words, the belief systems of leaders are more aligned with a philosophical perspective of free will.
Organizations with strong management but weak or no leadership will stifle creativ- ity and innovation and be very bureaucratic. Conversely, an organization with strong lead- ership and weak or nonexistent management can become involved in change for the sake of change—change that is misdirected or meaningless and has a negative effect on the organization. Bennis and Nanus (1985) expressed the differences between managers and leaders very clearly in their often quoted phrase: “Managers are people who do things right and leaders are people who do the right thing” (p. 221). Implicit in this statement is that organizations need people who do the right thing and who do the “right things right.”

1.6 [bookmark: _bookmark1][bookmark: _bookmark2]What values and beliefs are most important to you as a person?
Personal values are personal beliefs about what is right and wrong that may or may not be moral. Values and beliefs can be religious, social-cultural, or economic in nature, depending on the context. Everyone has their own set of values and beliefs that they hold dearly, and they can vary greatly. When you live according to your values, you feel good and satisfied, and when you don't, you feel bad. This applies to both those decisions that we make in our life’s.
Since graduating high school, I have lived by five values and beliefs. Some of these values and beliefs have probably been with me since I was a child, but I didn't know what they were or if they were even a part of me or if I just had them. These are my priorities and it has worked for me so far. These are: respect; justice; justice; humility. When I started working I added importance and belief to bring them up to 9. These are: respect, honesty, honesty, humility, transparency, responsibility, courtesy, trust and teamwork.

The last 5 arrived later due to the type of work I was researching. I find myself applying these every day and I love every part of the job. Sometimes things go wrong but with these virtues things become successful.
1.7 [bookmark: _bookmark3]How do you demonstrate them in what you do as a leader?
Leadership is an essential skill for those you lead. It involves coaching and mentoring those you lead or work with. Leadership revolves around how you plan and strategize to help you, your team, and your company exceed expectations. Being a leader is a powerful job that involves making decisions that shape who you are and what you want your organization to achieve.
I believe that a leader must have the values to lead him. This will forever ensure that those he leads know what their leaders believe in and the values they support. It helps leaders see or think about things clearly.[footnoteRef:5] [5:  Bryman, A. ed., 2013. Leadership and organizations. Routledge.] 

As a leader in a government institution, I have values and beliefs that I go by which are Respect,
1.7.1 [bookmark: _bookmark4]Respect
Ask someone to show good emotions or act on others. As a policy and research leader, I teach respect through respect for self and respect for others. I deal with many people who collect and analyze data, are looking for part-time jobs, or work part-time under me.
This is part of the content that should be taught during the training of district workers. It will be bad for district workers if they go to the family and encounter the owner trap, if they do not respect them. To gather information. This allows me to share this with them throughout training and work. Because I'm in charge, I make sure they all get the respect they deserve. This works because they have no reason to care about the interviewer.

During the archiving work, I met family members of different ages, genders and levels, and I am happy to show them respect because they deserve it because they gave me a chance and I need to show it respectfully.
When I show respect to my co-workers they also have reason to respect me. As a leader, I cannot expect colleagues to give respect if im treating them disrespectfully.
1.7.2 [bookmark: _bookmark5]Honest
A person must be honest with himself, and equally honest with others. As a leader, someone is a role model that many people look up to. So they cannot have a corrupt leader paving the way for them. This will cause those he leads to not take him seriously. Leaders are often seen as role models. If we want to set an example for our employees, honesty is the first step we can take.

As a leader, this is one value I take seriously in my work. I work with part time data collecting team and they are paid for the work done using the budget that is agreed by the partners. I ensure that there is trust in the workers who are in the assignment so that they don’t work not trusting the data they are collecting and the money they are being paid. I ensure that as contracts are being signed, the partner representative attends the session so that they can have trust in the process and so that the team is assured that whatever is being shared is what all the stakeholders are in agreement with.

1.7.3 [bookmark: _bookmark6]Integrity
Integrity is the practice of honesty and consistency in strong moral principles. A leader has to show integrity by keeping promises and fulfilling expectations.
As a leader, I always try to act and speak according to my beliefs. As a leader, I always demonstrate this by practicing what I preach and follow the needs of the organization. My work is consistent and actionbased; everything is based on my values, beliefs and morals.
1.7.4 [bookmark: _bookmark7]Humility
Humility is a modest view of one's self-importance. Leaders demonstrate humility through dignity and an awareness of their limitations.

As a leader, I always try to act and speak in line with my beliefs. As a leader, I always demonstrate this by practicing what I preach and follow the needs of the organization. I follow my work and humility means leaving my pride and power in my office. I teach this by interacting with all employees at various levels. I even like to join them in some situations. My best situation is organizing choirs with very few leaders. I sing with the group and I never miss practice because I'm the leader.

I am not the leader of the choir, I follow the advice of the choir. This humility makes the choir strong because the members are independent and when they need to lead something I can do it quickly. I usually let them judge the choir. I love how the members learn and develop the choir without seeing the director's presence. I take my word back, get people's feedback, and encourage them to take action.
According to actions, everything is in line with my values, beliefs and principles.

1.7.5 [bookmark: _bookmark8]Transparency

Transparency is the ability to communicate with all stakeholders and be honest in all situations. As a leader, I make this clear by discussing everything employees need to know in a timely manner and allowing them to ask questions. I write everything in a file so they can read and understand it. When it's evaluation time, I call everyone in my department and we go through the items one by one, no matter what grade I give them, they need to know and check out. This transparency helps them gain trust.

1.7.6 [bookmark: _bookmark9]Accountability
The ability and willingness to take responsibility for one's actions, choices, and behaviors is called responsibility. Leaders who take responsibility for themselves don't blame others or play the "blame game." Instead, they try to fix and solve the problem. Accountability builds trust, respect and loyalty among people in an organization. This brings the office into the mix.
As a leader, I am responsible for what happens in my department. If my staff messed up some assignment, when reporting, I always take responsibility. I accept responsibility for the outcomes expected of me, good and bad. I don't blame others, and I do the right thing even when it's not easy I report and take blame. This has promoted healthy communication and equality.
1.7.7 [bookmark: _bookmark10]Kindness
Kindness is about treating others the way you want to be treated. Or maybe you value kindness. You jump at the chance to help other people, and you’re generous in giving your time and resources to worthy causes or to friends and family.
Kindness and compassion are closely related; the latter involves the readiness to see a situation from someone else’s perspective and to give them the benefit of the doubt. It also takes into consideration what the other person has gone through and chooses to respond with kindness rather than anger or vengefulness.
Both demonstrate at least a subliminal appreciation for the connectedness of all living beings; when you show kindness and compassion to others, you benefit (at least) as much as they do.

1.7.8 [bookmark: _bookmark11]Dependable

A religious person demonstrates good virtues such as trust. Thanks to reliability, they keep their promises. They undertake to do the given job and deliver it on time. A confident person builds trust by holding themselves accountable for the things they do or are asked to do, and by holding their partners accountable if they are leading others. Trustees also have responsibilities. They anticipate the needs of others and respond easily to current situations.
Reliability is an important thing that employees should pay attention to because it requires a lot of work. Confident employees work tirelessly and produce results. They never work and complain, they are always passionate about what they do. When the project comes, they are important members of the organization because they form a strong working team for the project.

Employers ensure that employees are always where they need to be at the right time. Trustworthy employees are those who are responsible for their actions and actions. They communicate when they are not behaving as expected. They never want to create a good story to cover up their mistakes. This also means keeping your supervisor informed of your progress on all tasks assigned to you. Reliable employees love their job, care about their job, and make sure everyone knows their job.

I learned that trust is very important in my working life. I always carry this value with me, whether I use it in my work at church or in a social group. I always take responsibility for what I achieve. I wouldn't buy these if I didn't need them. I am sure that I will fulfill my promises. As the regional team gathers information, they need daily donations to ensure timely deliveries. So when I promise to deliver by a certain date, I try to do that and it becomes a part of me.
When I am invited to a meeting or training session, I will try to be there on time. This is very important because if time is not set and kept it will not be reliable. I believe that in order for a person to be reliable, he must be harmonious, harmonious and clean. These are the important things I try to teach young people and people who write information. I told them that if the research assistant arrived without any problems, I would not answer questions casually. I love organization because even my food will be organized. Everyone in my office knows to call me if they want a big meeting. I love planning and order management. It's easier to believe when you live alone.This is an asset that is very important. I like to follow up on issues because I like them to work.
1.7.9 [bookmark: _bookmark12]Teamwork
Teamwork is a sense of unity by a group of people. It’s an enthusiasm that a group of people shares for their common interests and responsibilities. Teamwork brings people together who posses different skills and motivates them to rely on one another to get tasks done. Teamwork also makes progress and allows the group to overcome obstacles that would have delayed an individual.
In simple or complex tasks workers are organized to work as a group to deliver an output. This is a powerful concept that you can use in different organizations to have work done fast. Strategically building a team for important complex projects is an efficient way to tackle it. The team members decide on how to work together as a team, they set their own working terms, they set clear rules of behavior; they spend lots of time together; and they utilize feedback from each other, recognition of every day, and any reward that is introduced. In such groups there is a common commitment and purpose, specific targets to be achieved by a given time, mix of skills, responsibility, commitment to how the work gets done, and accountability.
As a leader in research, I apply this in most cases. The field data collectors work in groups of 4 to 8. They move as a group talking same language and in the same vehicle and answerable to one supervisor. So the team is entrusted to collect data from their assigned region. They have to agree on how to work. They are tasked to first come up with their workplan and movement plan indicating where they will start from and how they will move.

In each of the groups there are male and female workers. They all have multi skills and this is used in making sure that they deliver their output. Teams make the most of every member strength and work over their weaknesses. This strategy puts a diverse range of skills and knowledge together in one group so they go out there for 3 to 4 months and mutually agree how they will deliver.
I have led about 7 National surveys covering the entire country. Each region requires that there is a team of trained interviewers. The interviewers are centrally trained and grouped into regional teams. During the training, there are those who exhibit traits that make them to be supervisors. They are then trained to be team players, they are given clear instructions on how they will go about collecting data, and encouraged to be honest to each other, communicate to each other as they will be as a team for 3-4 moths. Sharing same vehicle and staying together, so the best will be to enjoy being together. They also are trained to learn to collaborate with each other if they are to deliver.
Having done this over and over again, it has come to be my belief that one needs to embrace teamwork if as a leader they want to succeed in delivering. I know that teamwork brings new ideas to the arena, there is more learning opportunities from team members even the quietest one, it brings group cohesion, it brings in better results, and it improves efficiency. It also makes the team develop high morale’s during the field work. It is a requirement that they all seat together in the evening to share the days experiences and if there are challenges they try to see how to overcome. They are encouraged to be open and truthful.
2. DIRECTION

Direction is the information contained in the relative position of one point with respect to another point without the distance information. Directions may be either relative to some indicated reference (the violins in a full orchestra are typically seated to the left of the conductor), or absolute according to some previously agreed upon frame of reference. Direction is often indicated manually by an extended index finger or written as an arrow. On a vertically oriented sign representing a horizontal plane, such as a road sign, "forward" is usually indicated by an upward arrow. Mathematically, direction may be uniquely specified by a unit vector, or equivalently by the angles made by the most direct path with respect to a specified set of axes.

2.1 CONCEPT
Management principal based on the concept that all team members involved in the same activities must share the same objective. Team members all work toward a common goal using the same plan to reach the shared objective.

2.3 ELEMENTS

Using the image of a balance this paper first attempts to demonstrate the importance of major issues, paradoxes, dilemmas, tensions faced by school leaders. It puts the case for greater emphasis on continuity, independence, community and heterogeneity to balance what is seen as the current overemphasis on constant change, dependence, individualism, and homogeneity. Second, a key, our ability to understand, act on and value individual, group and organizational development, or learning, in educational organizations, is offered as a way overcome such imbalances and to better be able to know the crucial elements in leadership for democratic schools. To support the position taken recent research that examines leadership for organizational learning and improved student outcomes is summarized and its implications discussed. Third, and finally, the paper attempts to join together the various elements of balance, organizational learning and leadership in a single developmental model of school leadership. This study explored the relationships between eight categories of nonverbal behaviors and group perceptions of leadership emergence. Of the variables studied, one, “gesticulation of the shoulders and arms,” explained a significant amount of the variance when all predictor variables were considered together. This result was consistent with theory and research in nonverbal communication and suggested the need for further exploration of the role of nonverbal cues in group discussion.

2.4 MANAGEMENT AND ADMINISTRATIVE PROCESS

Administrative management is about managing information through people. Information is central to all management processes and people are the resources who make best use of that information to add value. Most working professionals and all managers have some element of administrative management in their jobs. “Evidence of good administration is when you don’t know it is happening officiating at an Institute of Administrative Management Graduation Ceremony in London he was addressing an audience of over two hundred graduates and their guests. He was impressed by the organization of the event combining the formality and gravitas of the ceremony with informal social mingling to ensure everyone enjoyed the occasion.
Management of information, whether paper based or computerized, is central to the effective running for any organization in a competitive global marketplace.
Many administrative processes are repetitive and require to be regularly reviewed. A good administrative manager can add value to the company by challenging the efficiency and reliability of procedures that have been running for a period of time whilst striving to look for continuing improvements and identifying and cutting out any outdate practices. With the speed of change in business today the manager has to value the people who are expected to operate often complex systems.
Whilst ever improving software aids all aspects of administration, it has to be remembered it is just a tool for collection and dissemination of data. The information produced needs to be clear and concise to be of value to a manager. Many quality controls have been put in place by companies over recent years and should not just be viewed as just another “paper pushing exercise”. If controls are not working then it is up to the company to review why the procedure was implemented in the first place. In the drive for efficiency if the implementation of a new procedure prevents the staff member from actually getting on with the job, impedes production or hampers service output, then obviously rethinking the whole strategy is part of the administrative process.
Recent controversial thinking in some quarters suggests that highly trained freelancers and software may replace administrative managers within organizations. With the increasing use of tale-workers and outsourcing by companies the role of the administrative manager becomes even more necessary than ever before. We therefore have to ensure that all administrative managers are given the essential training required to be able to make the best use of their own technical skills and those of their staff to full potential.
The 1990’s saw most office functions being revolutionized by the improvements in information technology. To keep pace with business changes each individual needs to keep their management skills up to date to ensure their continued employability.
Whilst it is very feasible to accept that as more people have access to computers and the need to employ clerical and secretarial support lessens, the role of an administrative manager becomes even more important. They are crucial to the smooth running of any office. Computers will never take the place of a committed well-trained individual who has the empathy for staff of all abilities who make up the lifeblood of an organization. The more committed and happy the staff, the more productive the company.
All companies and organizations are only as good as the people they employ. If an organization has to run “lean and mean” then the selection and recruitment of the right administrative manager, who can make the best use of the tools at his or her disposal, is truly a valuable asset. There will always be a necessity for good administration in any organization, the American government is run by “The Administration”. In the UK there is not a great deal of importance placed on the use of the word “administration”, but which company can be successful without its existence?.


2.5 LEADERSHIP IN THE DIRECTION

The way you define leadership determines what you’ll do, where you’ll go, and how you’ll get there. Without definitions you’ll flounder. You must define your leadership.
Some leadership-definitions are relational, others situational, still others focus on being. In addition, you can think of leadership in terms of process, behaviors, learned skills, and/or innate qualities For example, Maxwell distills leadership down to one word, “Influence.” Leadership, an act or series of acts that moves people in a certain direction can no longer be displayed by a lone, heroic individual. Instead, as this author writes, we need to recognize that leadership can come from anyone who displays leadership as an occasional, discrete act of influence. Yes a leader must provide direction, but the person at the top isn’t the only person who can provide it.

The ideal leader has vision, charisma, integrity, emotional intelligence, an inspiring delivery and sterling character. But if there are leaders who don’t fit this image, then we cannot use our ideal to define leadership in general. Here are some leaders who don’t match our ideal: The teenage gang leader, who has “street cred”, is tough and prepared to defy the law, even if it means shooting his way out of trouble. Stalin, admired by some Russians who like tough leaders, even if ruthless. Technical leaders, whose new product ideas induce change even if they have no vision, an abrasive style and little emotional intelligence, Leaders in scientific or professional functions who exert quiet influence based on hard evidence but who are personally uninspiring. If these are genuine examples of leadership, then our image of the ideal leader can’t be about leadership in general. Our ideal is biased in two ways: first it is culturally relative, and second, we narrowly focus on larger-than-life characters such as chief executives and heads of state, the heroic, glamorous end of the spectrum. Idealizing leadership blinds us to its real essence. We need to stop viewing the leader as a type of person in charge of a group. Instead, we need to see how leadership can come from anyone who shows it as in an occasional, discrete act of influence. Leadership must be better aligned with a world that is too complex and fast changing for one person to provide all the answers. If crowds are wiser than individuals, then the lone, heroic, ideal leader is a liability.

[bookmark: _bookmark13]2.6 Boundary breaking
[bookmark: _bookmark14]When we think of boundaries, we think of that wall, fence, or barrier that is in place to keep us safe, protect us, cover what we don't want people to see, and differentiate our space from someone else's. This improves relationships by establishing clear expectations and responsibilities.[footnoteRef:6] [6:  Hoch, J. E. and Kozlowski, S. W., 2014. Leading virtual teams: Hierarchical leadership, structural supports, and shared team leadership. Journal of applied psychology.99(3). p.390.] 


Workplace boundaries are the unwritten rules we create by talking, doing, connecting, and performing certain tasks. Some of them were seen and noticed by people around us. This is the space we create for ourselves, and others must respect it without interfering or opposing it. Treat others the way you would want others to treat you, respecting the boundaries they set. Your work environment will depend on how much you work or refuse to work, the type of relationship you have or refuse to have with your coworkers, what you can and cannot do, and when you do it. .

There are three types of boundaries: mental, emotional and physical. There are rules/limits set by the organization and rules/limits set, developed or modified by employees. It is necessary to set boundaries in the workplace to avoid being overworked, replacing other employees or falling behind, or finding yourself in uncomfortable situations that could have been avoided. It's important to set boundaries at work because not doing so can lead to feelings of overwork, apathy, undervaluation, invisibility, or unhappiness. This happens when people around you enter your space or are waiting for you to do what you planned to do.
This section will look at the boundaries that constrain one at work, how you can add value as a leader by pushing at a boundary, and how you can remove a boundary for people to increase their freedom to act as leaders.

2.7 [bookmark: _bookmark15]What are the boundaries that constrain you at work?
Boundaries are set so that they can ultimately help one to get the work they need done. You can’t set effective boundaries with others if you can’t articulate the best way to work on them yourself. In some cases, some of the boundaries can be continuous to facilitate the implementation of my work. (Cloud, 2013)

Some of the boundaries that constrain me at work are:


I. Working over the weekend: weekend is my family time and on Saturday we go to church with my family. We all have this boundary and we have always agreed that it has to be. So in some cases we are expected to perform some duties over the weekend. This bothers me a lot and in some cases I have turned it down and annoyed the management.
II. Working overtime: there are assignments that require going overtime. This makes me arrive home after 9 or 10 pm and it is very odd because I find everybody at home has eaten and in bed. I find it hard to explain that I was working overtime upto this late hours.
III. Working when I should be with my family: There are those reports or correspondences that need to be done after office times or when im home and need to be interacting with my family. It is never interesting to them when I keep reviewing reports or responding to mails. I find myself breaking this boundary because it has always happened when least expected.
IV. Turning down tasks that aren't in your job description: I have always not wanted to do those assignments which are not in my job descriptions because it makes me lag behind in my own. But in some cases it is required that I participate due the kind of work that I do. One of such cases is where I was put a chair of Procurement committee. In my live I have never done anything on procurement in class, so it required that I always read the procurement act so that I don’t make a mistake. This took so much of my time but I had to do.
V. Allocating jobs to workers who never meet deadlines: It is a requirement that as a leader you delegate work or assign some responsibilities to those you work with. In some cases it is known to everyone those who complete work on time and those who take forever to finish. Yet they all need to be given work as they are paid to do so. I get disturbed on this because I end up doing the work in some cases.
VI. Keeping professional with coworkers, even if some of them are good friends: At the workplace there are friends, and professional friends. Some don’t deliver the required assignments as required and it is hard to keep returning them to go and do the corrections.
At the workplace, some of the boundaries are not good and often means you’re responsive to other people’s needs and expectations at the expense of your own. This leads to a loss of control over your own work and results, which is not only depressing, but it leads to even worse control over your boundaries. And that not only leads to more
abuse of your boundaries, but also increases people’s expectations. The good news is it’s possible to stop this—and with relatively little pain. Setting the right kinds of work boundaries can actually increase productivity and reduce stress.

2.8 [bookmark: _bookmark16] Where could you add value as a leader if you pushed at a boundary?

In some cases you get that as a leader you can add value if you pushed at a boundary. We push people’s boundaries or people cross our boundaries in all sorts of ways. For instance, they might keep pushing us to work on weekend or overtime or do that which our job description does not spell out to achieve their targets.
There are times when people intentionally or not intentional to cross our boundaries. It is not easy to know whether in is intentional or not intentional. All that I will do as a leader to add value is when the person is handling a critical assignment that will not get well if the assignment is not completed by a certain date. At this time I may be forced to push the boundary to ask the worker to work overtime or over the weekend and deliver. I will also join in the breaking the boundary after all the boundaries are not stone boundaries.

When some of the boundaries will add value when pushed, when a moment like that arises, I’ll be able to handle it rationally versus emotionally. I will need to communicate so that we come to an understanding on the way forward. I will not force this to happen but amicably work on it.
Employees who are the happiest and most productive are those who set boundaries. People who set limits gain respect because they show respect for themselves and those around them. So, they must be handled that way by negotiating for the push of the boundary. I consider boundaries that individuals set at their workplace as an essential skill to have. It is also a necessary skill for leaders to have and practice. Poor boundaries can lead others to be overworked, misunderstanding, and demotivated workers. As leaders therefore to push this requires that we negotiate respecting each other’s boundary.

2.9 [bookmark: _bookmark17]Where could you remove a boundary for people that would increase their freedom to act as leaders?
The boundaries that we set at work are adaptable and can be changed as you use them.

You may discover that what you had planned has changed over time because of how people have reacted to it, or that it does not add value given the circumstances. This necessitates reassessing the boundaries and modifying or changing them.
You also have the right to push yourself outside of your comfort zone whenever you want, so don't be afraid to try. Just make sure you are in complete control of the situation and that you can return to your safe zone if you become uncomfortable. There are times when a leader can push the boundaries in order to give people more freedom to act as leaders.
Some of the areas are:

2.9.1 Leaders should strive to break down some barriers in order to discover all of the talent of their employees. There is a need for such workers to participate in other departments so that they can learn and apply new skills. There is also a need for the leader to allow all employees to freely communicate with others at various levels in order to boost their confidence and knowledge of how to relate. As a result, such aspects should be resisted.
2.9.2 Employees who set boundaries are the happiest and most productive. People who set limits gain respect because they show self-respect.
2.9.3 Where employees discover that they are overworked with what is delegated, causing him/her to want you to be close even on weekends. One can conduct an audit with the affected worker so that the leader can reset the boundary or explain it to him/her again. Once the problem area has been identified, the new boundary must be clearly defined and shared.

2.9.4 For someone who needs to be a leader and you, as a leader, have a negotiation session with him/her so that you can mutually agree on how far both sides can go. As a leader, you will be able to hear their perspective and incorporate it with yours to create a healthy boundary that will allow him/her to ascend to leadership. 


3 [bookmark: _bookmark18]Coaching
3.7 [bookmark: _bookmark19]Introduction
For new leaders to be developed, coaching is key. There are those who don’t like sharing information in case the others overshadow them or climb the ladder fast and overtake them. However, these days those who need information on anything, they will easily access it through the media. There is every type of information one will need. When leaders understand that they get good results by working with the best people, they will move and have better results than keeping to themselves.
Training is a way to develop a good team. The performance of the most talented professionals can be improved. Success is continuous, it never ends. This means engaging in discussions that help employees review their performance and understand how to leverage their strengths.
3.8 [bookmark: _bookmark20]What have you done recently that was successful?
I have been a leader of a Women group since 2014. This group was started to support women from one community to empower each other, socially, spiritually, and economically. At the end of the recruitment period, there are 123 members who prescribed to it. As is with women groups, there were issues that required the group to have by laws to guide its operations. There was also need to register the group with government Ministry responsible for groups. As a leader, all of this needs to be done and it is my responsibility to provide people with the skills and knowledge to manage the information needed. I also have the ability to work with policy documents while dealing with issues in the organization. He does a lot, but he can. The first year is spent recruiting and collecting data. Members are very happy, but some are used to hearing that women's groups don't last more than two years. Therefore, they are the ones who watch him go out, and others watch him fall.[footnoteRef:7]

My philosophy of life; As long as I'm with people, whatever I start, I should be successful. The process went well, with members agreeing to make a monthly donation and agreeing on how the money would be spent. They started participating in group games and had a lot of fun. They are happy to be members and decide they should start a group. So they all joined in and gave advice, and eventually agreed that the name of the group should be "Women of Zion." This was the name that was registered with the government and now the group is well established and implementing its activities. [7:  Groves, K. S. and LaRocca, M. A., 2011. An empirical study of leader ethical values, transformational and transactional leadership, and follower attitudes toward corporate social responsibility. Journal of Business Ethics.103(4). pp.511-528.] 


All the time the term for leading came to an end and elections for new leadership was called for, I was added another term, even when I refused the members were categorical about it. It is me who should continue. As a leader I found this not to be professional because there has to be other leaders within and for sure there are. It is just the fear that women groups are complicated. So, I decided to apply what I learn in the office, that there has to be a succession plan in place and all members must know it. I worked on a concept and shared. In the process I started coaching 4 members to take over the leadership. They were scared but we went through for two years. I applied all the coaching tips and all the time there was a decision to be made, I gave them the chance to decide, and we all looked at it. Since 2014 until 2021 April, I had led this group called Ladies of Zion. In April 2021, we held an election and 3 of the members were elected to take office. The ceremony was so smooth and the team was excited to take over. I saw a very successful transition of leadership and in these few months, they have worked very well. There is consultation, order and respect for each other.

3.9 [bookmark: _bookmark21]What made it go successfully?
What made it be successful was the fact that as the leader of the group I realized that the members were reluctant and scared to take up leadership. When I realized that, I stared mentoring a few of the ladies so that they could be comfortable taking up leadership. I always communicated to the members that they require to start looking for a leader to take over. I prepared them early enough so that they get ready. I belief in teamwork, and most of the time I picked teams to work in different activities as a way of spotting a focused person to take the lead. From inception, I was very clear of the group vision and MISSION,

I worked together with the other officials to ensure that the group was registered as a women group and all the other requirements that were required to start it off were put in place. So, it was easy for the hand over to successfully be done as most things were in place.
The other reason was that the team I choose to mentor was heading some section in the leadership. So, when decisions needed to be made, I called them to discuss and make decisions. This empowered them and they started becoming confidence. So, by the time the elections were being held, they were comfortable to nominate themselves to take up the leadership that I had had for 7 years.
I always ensured the group stayed focus to the purpose to which the group was established. I encouraged members a lot so that they take and contribute to the success of the group.
I motivated members especially those I was mentoring. I encouraged them to lead by example and for 7 years they had learnt the way to lead from me, 123 women of different ages, different professions, different economic levels and different classes was not anything one could admire. But they found me doing the leading with ease.

3.10 [bookmark: _bookmark22]How did you feel about it?

I felt that what I was aiming at has been done and it is because of working on it. I mentored those who looked like they could lead and for sure they did.
I always wanted them to succeed in whatever they did. I was always there to assist them and encourage them and cheer them up.
3.11 [bookmark: _bookmark23]How can you build on this success?
Based on this, I will write a success plan for the organization. This will prepare leadership for change. I will continue to work with other leaders to provide training so that women can benefit from the lessons they have learned. I will always be in the background to provide support until they are comfortable.
4 [bookmark: _bookmark24]Distributed leadership
4.7 [bookmark: _bookmark25]Introduction
Distributed leadership entails empowering people at all levels of an organization to take on leadership roles. When leaders distribute work, they assign it to others rather than just themselves. Leaders do not have to know everything and solve all of the organization's problems. There are those who perform better than them, and they can do other work that only the leaders can do, so the other tasks that other workers can do should be assigned to them, leaving the leaders to do the special tasks. (Harris, 2008)
Every employee has skills or strengths that can be used to complete certain tasks. Employees in an organization need to be monitored so that managers can understand and track their potential. Involve them in discussions about solving some problems; This will help you decide who can do what. Encourage your employees to take responsibility for things that make them angry. Every employee has skills or strengths that can be used to complete certain tasks. Employees in an organization need to be monitored so that managers can understand and track their potential. Involve them in discussions about solving some problems; This will help you decide who can do what. Encourage your employees to take responsibility for things that make them angry.
Delegation works well when the leader knows what to choose, evaluates who to delegate, and motivates the employee to achieve the required results. People with work authorization may work slowly, consult more frequently, and work poorly. Patience is required here and the manager needs to know that it takes time to become a professional like himself. (Bolden, 2011) well, then it will be able to deliver and be trusted. . As a leader, when delegating, you must choose the tasks that need to be delegated because not all tasks can be delegated, you cannot find people and complete tasks correctly. If these processes are followed correctly, managers and organizations can achieve great things. If done right, delegation is a powerful tool that leaders and managers can use to accomplish many things. It should identify appropriate tasks to be delegated; determining the appropriate persons to whom the work will be delivered; give them clear instructions on what to do (like write) and make sure these are measurable; monitor performance to ensure performance is progressing as expected; and review the results and provide feedback.

4.8 [bookmark: _bookmark26]What could you delegate today?
Delegation is passing on some responsibility to someone else to perform. It involves giving authority to one of the workers or a team to perform that which you as a leader were to do. Delegating is a way to get results through other workers in the same way, or better way than the leader could have done it. The leader distributes and entrusts work to another person.
Delegation removes a task and allows it to perform other specific tasks that it performed alone. It also allows others to learn how to complete tasks with minimal supervision and work in their absence. As a leadership representative, he/she can understand the resources of other employees. People who accept a work permit improve their knowledge, skills and experience. The person who gives permission to work will be motivated by the trust the leader has in him.
Today, I can post small tasks that are easy to do and not urgent. This will allow me to measure the performance of the people I assign before delegating more complex tasks to them. I can also provide tasks that are easy to navigate and tasks that are specific and easily measurable. In this way, I can understand whether the job has been done or not at the end of the completion period.

I can authorize tasks that do not affect success and directly affect the functioning of the institution, as well as tasks that need to be done independently. There are different levels of tasks to help people make sure they complete the instructions. Doing work that is valuable enough to allow others to learn and grow is also good work for me, which I can vote for today. Examples of work I can submit include documentation of employment contracts, training of research assistants to prepare them for work, correction of immigration documents, regional monitoring, data entry monitoring.All these delegated tasks allow the delegated worker to consultation and the worker can follow in the trainer’s manual.
4.9 [bookmark: _bookmark27]Who would you empower to do it?
Work is delegated to those a leader has experience with, the workers under them or at the same level, those willing to take up the task, those not having many responsibilities and those willing to learn. In all these, an organization expects that you delegate to your deputy or the worker that is your immediate follower in hierarchy. But this does not all the time work because sometimes they may not be available or is on another assignment.
Activities are different and will require different levels of competencies. Some of the activities could be done by anyone in the organization, and others are specialized/ technical and need specific skills and knowledge. You need to find the right people for the
right tasks. Matching the proper person to each task can be difficult to begin with after having worked with many of the workers, it will be easy to know who you can delegate what to.
When I think about work delivery, I think about the skill level required for the job, the employees' different motivations for the content, and their confidence. Do employees know they can do their job, or do they have a reason not to do the job? There are people who work really smartly, who believe in themselves, but they don't. I try to avoid using such employees, especially if the job is important. People with high tolerance are given tasks that they enjoy doing or for which they have sufficient motivation.

I understand that if I provide good work, I will encourage the employees I hire to expand their horizons and make a positive contribution to the organization and themselves. As a leader, I understand each employee's strengths and weaknesses and am eager to learn new skills. I will also look at the items on their pallets and make sure the items are not too large. I focus on the person's experience, knowledge and skills in completing assigned tasks. This gives me clear hope for their performance. I also look at the training they have and the resources at their disposal to undertake the delegated task.

4.10 [bookmark: _bookmark28]What result are you looking for?
When I delegate, I want to give others the opportunity to learn and grow. I also delegate because there is a lot that I am expected to do as a leader. As a way to instill trust in other workers, I delegate so as to enable them improve communication, efficiency, productivity, and save time.
I look for results that give me what I instructed them to do. At the beginning of the delegation, I explain in detail what it is, what is expected and how it can be done. So at the end I expect that it is delivered as required to meet the organization expectations. When the work is finished, l makes sure l set aside enough time for reviewing the output fully, and provide meaningful feedback back to the employee who did the work.
I try to accept a good quality product. If it is not well completed, I call the worker and we go through and I high light the areas that he/she needs to redo. This way the worker will learn to be on point and do the right thing in the right way. For future assignments, the worker will improve as he will know the way to do it.
As a leader, I have learnt to compliment my workers every time they work and do the work right. Even at the end of the year I also assess them and indicate in their report whatever work they performed and even the extra. This effort goes a long way toward building the workers self-confidence and efficiency, motivate them, and improve on the next task that will be delegated to them. I look for results that meet my expectation and that of the organization.

4.11 [bookmark: _bookmark29]What coaching or support might be needed to enable them to achieve a good result?
Coaching is a developmental approach to interacting and working with other people. It is to help people develop their personal capabilities, interpersonal skills and capacity to understand and empathize with others. It strengthens the ability to use a range of influencing and leadership styles. Coaching can help people feel more empowered to make a difference and improve their own effectiveness. (Birdy & Gornell, 2016)
When I think about work delivery, I think about the skill level required for the job, the employees' different motivations for the content, and their confidence. Do employees know they can do their job, or do they have a reason not to do the job? There are people who work really smartly, who believe in themselves, but they don't. I try to avoid using such employees, especially if the job is important. People with high tolerance are given tasks that they enjoy doing or for which they have sufficient motivation.

I understand that if I provide good work, I will encourage the employees I hire to expand their horizons and make a positive contribution to the organization and themselves. As a leader, I understand each employee's strengths and weaknesses and am eager to learn new skills. I have also seen leaders at different levels use coaching as one of the different types of leadership. Coaching for leadership means that the leader focuses on helping others develop their talents and find their own solutions. This means listening more and trying to understand his point of view rather than acting on your own thoughts and methods. Training can also provide employees with significant support and challenges in implementation and/or leadership, helping them safely explore their issues and concerns.
Students are assigned to a private consultant who acts as a personal trainer. The supervisor gives the trainee feedback on his performance and makes some suggestions for improvement. Often the mentor will share some of the mentee's roles and responsibilities and lighten his or her burden.
Another support that may be needed is to rotate people with skills from different areas of the organization to benefit from the rotation. This type of training involves the trainee moving from one job to another. Students receive work experience from their supervisors or instructors and gain experience in all different positions.
Be happy with what's on their pallets and make sure it's not overloaded. I focus on the person's experience, knowledge and skills in completing assigned tasks. This gives me clear hope for their performance.
4.11.1 On job training trainer explains to the trainee the way of doing the jobs, job knowledge and skills and allows him to do the job. The trainer appraises the performance of the trainee, provides feedback information and corrects the trainee.
4.11.2 Apprenticeship: This method is appropriate for training in mechanics, crafts, trades and other technical areas, especially when proficiency in a job is the result of a relatively long training or apprenticeship period, e.g., job of a mechanic, craftsman, a machinist, a printer, a tool maker, a pattern designer, etc.
4.11.3 Internship: Internship is one of the on-the-job training methods. Individuals entering industry in skilled trades like machinist, electrician and laboratory technician are provided with thorough instruction though theoretical and practical aspects. For example, TISCO, TELCO and BHEL select the candidates from polytechnics, engineering colleges and management institutions and provide apprenticeship training. Apprenticeship training programmes are jointly sponsored by colleges, universities and industrial organizations to provide the opportunity to the students to gain real-life experience as well as employment. Exhibit presents the benefits of apprenticeship training.
Most of the Universities and Colleges encourage students for internship as part of the curriculum as it is beneficial to all concerned.
Coaching or support needed to enable workers to achieve good results will be; creating rapo with the workers being coached so that they are free to interact with you and understand them.
When workers are coached well they are able to work efficiently; improve in communication and interpersonal skills; they develop leadership and management capabilities; get ways to solve personal and work-related issues; get positive changes in attitudes and motivation; they also increased personal confidence and improve on their work performance and feel more engaged, valued and supported.



5 [bookmark: _bookmark30]Emotional Intelligence (EI)
5.7 [bookmark: _bookmark31]Introduction
Emotional intelligence (EI) is the ability to perceive, use, understand, manage, and handle emotions in positive ways to relieve stress, communicate effectively, empathize with others, overcome challenges and defuse conflict. Emotional intelligence helps you build stronger relationships, succeed in the environment you are in like at school and work, and achieve your career and personal goals. It can also help you to connect with your feelings, turn intention into action, and make informed decisions about what matters most to you.
The ability to express and control emotions is essential, but so is the ability to understand, interpret, and respond to the emotions of others. It is interesting to realize that those people with high emotional intelligence are in a position to recognize their own emotions and also recognize the emotions of those around them. They know what they're feeling, what their emotions mean, and how these emotions can affect other people around them. They use emotional information to guide thinking and behavior, discern between different feelings and label them appropriately, and adjust emotions to adapt to environments.
According to Goleman in his book on Emotional Intelligence refers to Emotional intelligence (EI) as the ability to perceive, control, and evaluate emotions. (Goleman,
1998) Some researchers suggest that emotional intelligence can be learned while others claim it's an inborn characteristic. Emotional intelligence is widely recognized as a valuable skill that helps improve communication, management, problem-solving, and relationships within the workplace. It is also a skill that researchers believe can be improved with training and practice. You can improve your emotional intelligence with training, reflection, and deliberate practice. Starting with self-awareness, you can find and use the techniques that improve the areas of emotional intelligence you lack. Here are a few ideas to increase your emotional intelligence in the workplace. (Cherry, Fletcher, & O'Sulliven, 2015)

This question will be looking what emotional intelligence is, the different emotions that one is likely to have and how they are to deal with them.

(Think about your emotions - they usually fall into one of the following categories; happiness, sadness, anger, disgust or fear.)

5.8 [bookmark: _bookmark32]Which of your emotions is most likely to take control of you, so that you feel you have no choice in your response to it?
The emotion that is likely to take control on me is anger. Anger is a completely normal,  usually healthy, human emotion. But when it gets out of control and turns destructive, it can lead to problems—problems at work, in your personal relationships, and in the overall quality of your life. And it can make you feel as though you're at the mercy of an unpredictable and powerful emotion. This brochure is meant to help you understand and control anger.


Anger is an emotion people have throughout their lives. It is an emotion that comes from feeling
bad about someone or something that you believe has hurt you in some way. It may be intentional or unintentional, but people respond with anger.

Sometimes anger can be a good thing because it is a way to express negative emotions or find a solution. Excessive anger can cause problems or discomfort for those around you. It can increase
blood pressure and other physical changes associated with anger, make it difficult to think clearly, and harm the body and mind. In some cases, I will make wrong decisions that I will later regret.
According to according to Spielberger and Reheiser, anger varies in intensity from mild irritation to intense fury and rage. Anger is a natural, adaptive response to threats; it inspires powerful, often aggressive, feelings and behaviors, which allow us to fight and to defend ourselves when we are attacked. A certain amount of anger, therefore, is necessary to our survival. (Spielberger & Rehaiser, 2009)
Like other emotions, it is accompanied by physiological and biological changes; when you get angry, your heart rate and blood pressure go up, as do the levels of your energy hormones, adrenaline, and noradrenaline.
In most cases I have found myself being angerly at issues that im not even control over like: someone around me who has a specific habit that irritates, or in traffic jam when naughty motorists decide to overtake, or at home when order is not maintained by family members.

5.9 [bookmark: _bookmark33]How could you change your response when you feel that emotion?
One way to change my response is through acceptance. It is not really possible that we can be happy though out our lives. This can bring Normally to change this situation or feeling I use both conscious and unconscious processes to deal with anger. The three main ways are expressing, suppressing, and calming. Expressing my angry feelings in an assertive not aggressive manner is the healthiest way to express anger. To do this, I have learnt how to make clear what my needs are, and how to get them met, without hurting others. Being assertive doesn't mean being pushy or demanding; it means being respectful of yourself and others.30

Anger can be eliminated and then replaced or transferred. This is what happens when I control my anger, stop thinking and focus on the positive. The goal is to get out of the deadlock. for for for for for for for for for for for smolder (dream of firewood) to achieve success.
I've also found that it's okay to stay quiet so I can think about the problem at hand. After a while, I realized that these questions were not worth bothering me. This really helps the situation. Even three hours of silence gave me a different feeling than at the beginning.




5.10 [bookmark: _bookmark34]What other ways of responding can you think of?

i. Take time off from work

This strategy has helped me a great deal. When I get angry, I have learnt to get out of the scene and go and calm down first. I take a moment for myself so that my emotions do not go high. In some cases I step out of the meetings go and walk a bit and return. I have learnt that my anger can sometimes embarrass me. I give myself time to recover. You need a moment to think before you react rationally.31


ii. Be aware of my emotions
I have tried to step back and look at my emotions at a particular time. Whether the emotion is caused by a personal event, official has made me get out of the emotion before I react. Being aware of how events are making me feel and knowing how the emotions are has enabled me to dealing with them properly.
iii. Refocus on the task at hand
So far you have recognized and labelled your emotion. You know how you feel, and now you need to think about where you are in the process and remember your goals. Take a few deep breaths. Refocus on what it is that you need to accomplish at this particular point. If you are negotiating with your former spouse, or if you are in the courtroom asking for an order, keep your goals in sight and your emotions in your rear-view mirror. You can deal with your emotions later.
iv. Choose how to react

I have also learnt that when I take a break, I come up with better logical responses. I decide how to calmly respond and this has made my opponents rethink or withdraw their early sentiments or actions. I have in some cases taken a step back and ignored the action. I have also with experience learnt that it takes one person to de-escalate a conflict. I have wanted to be that one person by keeping quite.
First up, anger isn’t a ‘bad’ emotion. It can actually help you to be honest or to stand up for something you believe in. There’s absolutely nothing wrong with feeling angry. What matters is how you cope with and express your anger. Dealing with emotions and responding appropriately is hard for everyone. We have all said things we did not mean at one time or another. You are going to have to be disciplined and develop the habit of taking the necessary steps. If you get so caught up with what is happening around you that you forget what to do, just remember: “stop and refocus”. Do your best to put the steps into action as often as possible in the real world and see what kinds of results you get.


6 [bookmark: _bookmark35]Feedback
6.7 [bookmark: _bookmark36]Introduction
Feedback is one of the great tools of leadership. It is the ability to give people real feedback about what they have done well and what needs improving. Many people avoid giving negative feedback but it’s equally difficult to give positive feedback without being patronizing. Effective feedback is given with positive intent, either to build confidence, recognize a contribution or to identify what might be getting in the way of progress. Another facet of leadership is the ability to receive feedback with an open mind and not to become defensive. The more senior managers become, the more they are protected from feedback. Try to ensure you are always asking for feedback and that you are open minded when you get it - it is not always easy to accept other peoples’ views of us
Constructive feedback is essential for employees' ongoing development. It clarifies expectations, assists people in learning from their mistakes, and increases confidence. It is best to provide feedback as soon as possible after observing the behavior or event. Feedback is a process in which supervisors, reporting managers, and peers make constructive suggestions to improve performance, reinforce good behavior, and boost employees' morale and dedication to their jobs.

Don't wait weeks or even months to report a bad incident or observed behavior to an employee. Depending on the gravity of the situation, you may be able to postpone the discussion until your next weekly meeting. However, if the incident was more serious, it should be addressed as soon as possible. Make sure you're well-prepared ahead of time so you can provide solid, actionable feedback. The same is true when positive feedback is to be given. Give positive feedback as soon as possible. (Timperley, 2007)
Most managers make the mistake of not providing enough feedback because they are afraid of losing the employee, making it all about the employee's negative characteristics and forgetting to provide praise where it is due.
Feedback is a very important tool in the workplace. It is necessary for an employee to succeed and thrive in what they do without which they will be living in uncertainty. Feedback guide workers and motivate people to reach their goals. Contrary to popular belief, feedback can be given and received by anyone in the hierarchy; from one employee to another, manager to employee and even employees to managers. Giving feedback is not just about pointing out flaws, and it is not as simple as it may appear. If done correctly, it can leave people feeling demotivated, and some people interpret feedback as a personal attack on their character and loyalty.




6.8 [bookmark: _bookmark37]Are you open to feedback?
Being open to feedback involves being in a position to get feedback from different cadres of people on the type of leadership that you portray. It is being in a position to accept feedback from different sources, analyze them and take action. Feedback on how you’re doing or behaving with others at work, or how you are working towards achieving theorganization goals are essential to contributing to the leaders development or even the other workers.
[bookmark: _bookmark38]I am ready to accept feedback from people who work with me without prejudice. Most of the time, when I was still working at a new job, I often heard negative feedback, and most of the time, I thought that the feedback given to me did not like me, that they wanted to give up on me. But as I progressed, I found that in many cases, employees who want to bring something good to the organization see themselves as responsible for giving back so that the results are better or better. Others receive positive feedback and always use it to change, improve or correct their thinking.

I get feedback, good or bad, but it's never the same way or from the same place. Some colleagues are good at giving negative feedback, while others prefer to give positive feedback. Some are both. However, now I have learned how to obtain them and I recommend them to those who need them. I'm always looking for feedback from different sources and methods. Giving and receiving feedback regularly can help organizations foster change, effectiveness, and growth in their teams. The type of feedback that is appropriate to facilitate your personal development or provides useful advice and observations can help you understand how you are doing and work towards further improving your skills. But following advice can be uncomfortable for many people because doing so often involves some degree of negativity. In this article, we explain the importance of feedback and how to respond effectively in seven steps, including sample responses.

6.2 Do you respond with questions that help you to clarify the feedback?
For one to get genuine feedback and create a good atmosphere to be given feedback, he/she has to show the welcoming signs through all means. 
I like to ask questions and let the person giving me feedback feel free to tell me any suggestions. This ensures that the people who give me advice are honest and ready to share everything. The last thing I want to do when someone else posts is start defending myself. I usually listen for feedback and signals and when I move my head up and down the other person will speak.
When others finish talking I always ask if this is the case. If so, I smile, thank the person, and ask them to give me advice on what I can do. It's not something I would do, but it's motivation for 

him to give me more advice just in case. I'm even trying to ask questions so that more people can be invited this time. In some cases better feedback is given now.

7 [bookmark: _bookmark39]Conclusion
Individual values and beliefs guide or motivate people's attitudes and actions in life. Values vary from one person to the next. Values describe the choices we make to carry out specific actions. Values shape who we want to be and who we are, as well as how we treat ourselves and others. It is a triumph to live in accordance with our values.

Boundaries are important because they help those around us know our space and let you know the space of those around you. As a leader, you learn to be aware of other people's and your own boundaries, as well as how to work around them. To make them more effective, clear communication is required to ensure that people understand the boundaries and their expectations. When there are no boundaries in the workplace, there is a greater chance of misunderstanding, conflict, anxiety, miscommunication, and, eventually, dissatisfaction. Positivity at work is more likely to be realized when effective and clear boundaries are in place.

Constructive feedback helps employees understand where they stand at work. Participants can be guided and motivated to achieve their goals with the help of feedback. Anyone in a variety of positions or levels can provide and receive feedback. When given correctly, it can go a long way toward motivating employees. People feel demotivated when they are given in the wrong way and with the wrong motives, and they interpret it as a personal attack on their character and loyalty. There are techniques for providing feedback, and it should be planned ahead of time.
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