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Unit 319 (B&A 58): Principles of administration

Outcome 5 Worksheet 3: Leading a team
1 Explain how working with other people contributes to organisational objectives.

2 Describe how the supervision of others can achieve positive outcomes.

3 Explain two different methods of communication to use within a team.

4 State two resources available to the team leader and how to ensure best use is made of them.

5 Explain two occasions when it is essential to communicate with others in a team.

6 Describe two ways of making the best use of team members’ strengths and abilities.

7 Explain two benefits of diversity in teams.

8 Explain three ways of showing respect for fellow team members.

9 Describe two situations in which team members might need support and how to provide this.

10 Explain the benefits of giving and receiving constructive feedback.









