
�

�

�

People Management & Leadership 
Copyright © 2012 KWELANGA TRAINING 

1

KKNNOOWWLLEEDDGGEE  QQUUEESSTTIIOONNNNAAIIRREE  

 
 
SECTION 1 
 
 
1. Louis Allen discusses the 4 main management activities and uses the acronym POLC. What 

does this acronym stand for? Briefly describe each activity giving an example of the activity in 

your field of experience(SO1; SO2 AC1) 

� Planning: The process of setting goals and objectives in line with the company mission. 

� Organising: This is matching the correct person to the right task so that goals are achieved 

efficiently. 

� Leading: Leading and guiding staff to inspire them to perform the planned tasks. 

� Controlling: The process of monitoring and regulating activities to ensure that actual outcomes 

meet planned objectives. 

 

 

2. Every organisation has a number of departments or functions which rely on each other to get a 

specific task done. Name five departments/function units in your organisation.(SO1 AC1) 

Finance; Marketing; Administration; Sales; Operations; Human Resources. 

 

 

3. Who is responsible for Planning, organising, leading and controlling in your organisation? (SO2 

AC2; SO2 AC4; SO2 AC6; SO2 AC8) 

Management at different levels within each department and with varying amounts of authority. 

 

 

4. Explain the difference between responsibility and accountability with reference to delegating a 

task to an employee. (SO2 AC10) 

Responsibility: When a subordinate accepts the delegated task to the expected criteria. 

Accountability: This is the subordinate’s obligation to perform as he has accepted the 

responsibility to do the task. 

 

 

5. What is the value of delegating? (SO3 AC6) 

Delegating is a time management tool to relieve a person of a task that can be done by a 

subordinate. The value is to empower the delegate by learning a new skill. This will also motivate 

the person to perform well. Delegating is an important part of job succession training. 
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6. What is the difference between management and leadership? (SO2, AC6, AC7) 

 

Manager Leader 

Administers Innovates 

Is a copy Is original 

Focus on systems and structure Focus on people 

Relies on control Inspires trust 

Has a short range view Has a long term perspective 

Asks how and when Asks what and when 

Has their eye on bottom line Has their eye on the horizon 

Imitates Originates 

Accepts the status quo Challenges the status quo 

Classis good soldier Is their own person 

Does things right Does the right thing 

 

 

7. Describe the process that you would go through when making an important decision that affects 

not only your team, but your organization. (SO3, AC1, SO4,AC1 & 2) 

1. Identify the decision I need to make. 

2. Identify the goals that this decision should achieve. 

3. Gather all the facts so that I minimize risk. 

4. Write a list of what my choices are when making my decision. What are the alternatives? 

5. Rate each alternative and look at the pros and cons for each one. 

6. Calculate the risk of each alternative based on my objectives. 

7. Make the decision. 

(page 90-93 in the manual) 

 

 

8. How would one go about building trust with their team? (SO3,AC3) 

� Be available- Keep an open door policy 

� Be confidential- Employees must feel comfortable talking to you. 

� Be respectful- Respect different beliefs and values 

� Be empathetic- Put yourself in their shoes 

� Be supportive- positive reinforcement 

� Be professional 

� Be a good listener 

� Be non-judgmental 

� Be honest and open 

� Be fair 

� Be transparent 

� Be consistent 

� Walk the job 
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9. What are SMART goals? 
S-Specific 

M-Measurable 

A-Achievable 

R-Realistic 

T-Time Frame 

 

 

10. Describe each of the different leadership styles (Telling/ Directing, Selling/Coaching, 

Participating/Supporting, Delegating). What are the characteristics of leaders with these styles? 

 

Telling/Directing 

The leader gives specific instructions and closely monitors and supervises. Leader and team member 

work in close contact. Leader gives instructions and team member obeys. There is a lot of 

clarification and feedback (regular meetings). 

 

Selling/Coaching 

The leader opens up for two way communication. Leader explains decisions. The leader offers 

encouragement and aims to develop the individual to trust their own thoughts and ideas. The leader 

still makes decisions but encourages the individual to come up with ideas. 

 

Participating Supporting 

The leader supports the team member by supplying information and resources, but allows the team 

member independence. She/he allows the team member to make their own decisions and take action 

and initiative, but is there to listen and problem solve if needed. 

 

Delegating 

Once the subordinate is competent the leader hands over control and responsibility. Regular 

feedback is scheduled to monitor progress but the team member owns the task and gets on with the 

job. 
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SECTION 2: Workplace Assignments 

 

 

1. Complete a SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis on your current 

team. 

Strengths 

 

 

 

 

 

 

 

 

Weaknesses 

Opportunities 

 

 

 

 

 

 

 

 

 

Threats 

 

 

2. Write down 5 short term goals and two medium term goals for you team/department. 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

________________________________ 

 

 



�

�

�

People Management & Leadership 
Copyright © 2012 KWELANGA TRAINING 

5

3. Think of a control/performance issue you are currently having with a team member.  

� What is the real issue? 

� What are the symptoms displayed? 

� Can you identify the underlying cause for this deviation from performance standards? 

� What course of action are you going to implement with this team member in order to exercise 

control? 

� How are you going to monitor progress? 

� How successful was the final performance outcome? 

 

4. Look at and name each member on your team. Which leadership style (Telling/ Directing, 

Selling/Coaching, Participating/Supporting, Delegating) are you currently using for each member 

of the team? Why are you using this specific style? 

5. List four examples that you use in order to maintain staff motivation. (SO3 AC5) 

 

6. Delegation (SO2:AC10,SO3:AC6) 

� What jobs/tasks are you able to delegate at the moment? 

� Who are you going to delegate these tasks to? 

� How much guidance does this person need to complete the task with confidence? 

� Explain the process of how you are going to delegate these tasks. 


