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34b Technique 2:

Type your answer

Be organised, | like to have the 1st day of the induction programme well organised to give the new staf member all the latest information on the
company, its stafteams and company goals and beneft. | like to ensure | have all the relevant schedules and training materials at hand to give out

)

Please tick the box if you are happy with your answer

34c Technique 3:

Type your answer

Communication: itis importantto build up a good rapport with new staf member and | achieve this by having a balanced approach, asking them a
combination of open and closed (mainly open) questions and encouraging to respond, | can encourage this by positively listening fo them and
responding positively to any questions they may ask.

Please tick the box if you are happy with your answer
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27a Outline the benefits of effective team working for individuals, teams and organisations. (1.1)
Individuals:

Type your answer

For the individual, they get e satisfaction of doing the jobftask well, achieving their own goals as part of a team. This can be achieved in various
ways, geting help and support from fellow team members, bouncing of them and feeling the security and confidence a team can bring, in essence
they feel a constructivevalusd member of the team. In summary, because of the above, ey gain experience which can help with creativity and
motive the to further their career and move the team forward.

Please tick the box if you are happy with your answer
27b Teams:

Type your answer

‘Teams can benefit by working togsther o achieved their shared goal(s)objecive(s

sickness etc. An efective and well balanced team will support and help each other, use their knowledge and experience to help each ofher where
needed as most team members bring diferent specialisms to the team

looking after each other, covering for each other e.g. holidays,

Please tick the box ifyou are happy with your answer|
27c Organisations:

Type your answer
Basicaly ifa team s working well ogether, there itis more likely that they vill achieve their settargets or goals and 2 good company will recognise

the value of the team and the expertse of the individual members of the team. AlSo, with a happy, setiled team or teams, the company will have less
staf loss scenarios, therefore a lower staffturnover 5o save on recruitment and training time.

)
Please tick the box if you are happy with your answer
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28 Describe how to give feedback constructively. (1.2)
Type your answer

‘When | am giving feedback to my staf, | o this mainly in 2 ways: 1. Informally, f| am on the job and | see that my staffare achieving the targets | set,
then | praise them on ajob well done or acknowledge their eforts at team meatings. f they are not achieving their targets, | have a chat with them.
find outifthey have any issues that may be afecting their work, ifits personal,Iry to help, fitis a training issus, | arange further training to help
give them the skils needed to complete their chosen goalfask. 2. Formal, in the past when | have cafied out staf appraisals, | ried wherever to
remain objective, relay on the collecive evidence when giving feedback. | usually ask the appraisee to state their own strengths and weakness
praising their strengths and get them to highlight their weaknesses and give them constructive feedback or ofer them support and training to to
enable them to go forward. | ry to make the staf member feel a valued part of the team and they should leave the appraisal feeling just that

Please tick the box if you are happy with your answer

29 Explain three conflict management techniques that may be used to resolve team conflicts. (1.3)
Type your answer

1. Compromising, this s when the needs of the team member can be settled with a compromise as long as it doesnt afect the goals of the team, this
can quicky ease tension within the team. But it may be worth monitoring the compromise to check that it has no long term efect on the team

2 Withdraw, this can be done ifthe issue seems tivial of if you need to consider the issue further,this may need investigating or gathering more
information on the problem at hand. It may be that the issue is causing confict and the best strategy may be to withdraw till ting cool down

3. Collaborating, working together as a team to solve and confictissue that afects the workings of the team. This s Important to maintain the good
elationships within the team, a problem share is a problem solved. This is a less stressiul way of resolving issues as the team willtry o ofir up
Solutions which vill help build trust,

Please tick the box if you are happy with your answer

30 Explain the importance of giving team members the opportunity to discuss work progress and any
issues arising. (1.4)

Type your answer
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30 Explain the importance of giving team members the opportunity to discuss work progress and any
issues arising. (1.4)

Type your answer

Communication within the team is highly important, a lack of information can lead to problems like staf doing the wrong work at the wrong time o
repeating work already done etcTeam members need to know they are achieving goals or working to the correct standards. As meniioned in the
Iast question, they need to be able to be aware of any problems, help in resolving these, what action is needed et They also need to know their
ole within the team, the opportunities or training that s available to help further their career. But overall they need to know they are making a
positive contribution the the team which may help in any future goals of the team

Within my team, | conduct daily mesting (huddies) to keep the team well informed with allthe latest information relating to their ob foles

Please tick the box if you are happy with your answer

31 Explain the importance of warning colleagues of problems and changes that may affect them. (1.5)

Type your answer

I recall one time while routine monitoring of out reszer cabinets, | discovered that there was a fluctuation in the recorded temperatures. Now this
may have been due to the normal de-fost cycle of the system, but noticed the fluctuations were happening slightly more frequenty that normal. |
arranged a meating with the team to letthem know and that | would further monifor the Situation but we may have to work fast to ensure that the
products do not deteriorate ifhe freezers malfunction. While further monitoring the situation, | decided to have the freezers emptied and products
sentto the main holding freezer. The team responded well, quickly emptying the freezers, transporting the to the main freezer quickly, therefore,
their was no wastage or loss of products. The staf were then on hand on the shop floor to work with customers to help them ifthey required the
missing products. In summary, because my staf where kept aware of the situation, they were able to prepare for the change involved, they all pulled

together to ensure no loss of product,therefore no efict on sales or profit P

Please tick the box if you are happy with your answer

32a Explain what is meant by the term buddy. (2.1)
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32a Explain what is meant by the term buddy. (2.1)
Type your answer

Inmy role as a team leader | use the "Buddy” system, | sither pair myssifvith a new member of staffto help them setle in, getto know their role,
help in their raining and generally look after them to help them settle into the team. Ifhey are learning specialised skills | may buddy them up with a
relevantly skilled member of my team. This helps the individual setie into the team with the minimum of fuss and make them fes! valued and give
them clear goals.

)

Please tick the box if you are happy with your answer

32b Describe what is expected of a buddy. (2.1)
Type your answer

A Buddy would help introduce the new staf member to the team(s), company and company layout, work areas efc.
While showing them the layout,they may show them how to access policies and resources needed to fulfl their role. Generally the “Buddy” should

make the new staf member feel welcome and encourage to ask questions, tell them what they can and cannot do within company policies, where to
getrelevant information should they need it line managers, company website, etc.

)

Please tick the box if you are happy with your answer

33a Explain THREE techniques to use when giving positive feedback and constructive criticism. (2.2)
Technique 1:

Type your answer

Sanduich or Burger technique, Imaging a burger with the soft bun with the burger in the middie. The bun being the positive feedback and the burger
being the negative feedback. | mainly use this technique s | give the staf member good feedback followed by the negative then finishing on the

good feedback, this helps by finishing the session on a positive nofe, leaving the staf member feel that although teir was some negative feedback
in'here, itwas constructiv. |

4

Please tick the box if you are happy with your answer [
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Type your answer

Be Specific, | lie to be specific when giving feedback being objective helps me focus on the issue athand, s the staf member has personal issues,

1y wherever to help them, they are less productive i they have personal issuss that afect their work, advice and guidance may help them, Ifa
training need is highlighted, then | would arrange for further training or appoint a mentor o help them

Please tick the box ifyou are happy with your answer|
33¢ Technique 3:

Type your answer
Time and Place: Itis important that he time and place is correct when giving feedback,  will never give negative feedback o a team member in front

of another team member or customer, tis could make them fee! intimidated so time and place is important Some feedback | will plan for example, 1
to 1 mestings, appraisals, team mestings efc. But some feedback may need immediate intervention especially if health and safety is of a concem

)
Please tick the box if you are happy with your answer

34a Explain THREE techniques to establish rapport with a buddy. (2.3) Technique 1:
Type your answer

Friendiy: | aluays take a fiendly approach to new staf members, making them feel welcome, invite them to ask as many questions as possible, re-
assuring them throughout the induction process to they can settle into the team with ease.

Please tick the box if you are happy with your answer
34b Technique 2:
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