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Obect

By the end of the course the participant will be able to:-
% Identify The Four Leadership Style.
= Identify Theory X and Theory Y.
« Identify Successful Leaders Features,
o Identify Leadership Tips.
o Identify Your Whole Appearance.
o Identily Leadership Skills,
# Jdentify The Power Besources and Leadership Influence,
# Identify Management Definition.
# Tdentify Managemer
+ Ldentify Planning,
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THE FOUR LEADERSHIP STYLES
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Landing & Mitains Toabilng

* LCoaching (8 %) where the isdividual / bl Y R gandl| o) i (B2) 5k A =
group lacks both direction and support. naqg\HNlEL?yMIJiﬂHﬂﬁmﬁ?ﬂg
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eg. ask for suggestion or input on task
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commitment or oonlidenss, the leader A gagalt ¥ 40 Al g8 gl iy i J i)
for implementation to the ndividual /

n ﬂ“' -

Steps to Become a Situational Leader:- =t 2l 4 e da Y

1. Deermine what responsibility or sk | 38 T dagal of A plosall b L i 1
youl wamt 1o fiscas on with: this person or | AL gapd] g el B Vs ke gl 18 5
RO, i "

JEA G g AN A g Al ot

Ask: What responsthility ar task do T want Tlgyle

to influsnos
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(Competence) along with the confidence | Tlagad 338 b b Lo BN el d iag! iy
ani motivation {commitment) tn perform
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Succeisful Leaders differ in what they
regand a3 a good management, but most
agree that 3 e which is dissatzshied with
mwumnmwﬂlupcmhdw
Maximum effsctivenes,

The way that peaples manage olsers is a
result of attitudes and the Assumption they
hanve about peoples, Research done by
Dienaglas MeGregor resalted in the® 'ﬂ:mrf
X*, "Theary ¥ model, Theory X and
Ihm?hﬁnmmﬂuplqvmrdl&rmt
assurmptions,

(1)

- Theory X

The Basic assurnpiions of theoey X are the |
Tollows: |

@ The average human being has an

intherent diskike of shoek and will svoid i |

if possible,

% [ecanse they dislike work, most
pecphes mst be cocrced, controlled,
directed or threatened with punishment
i onder to get resulis out of them at
work,

* The average human being prefers in be
_iI__ I . il L] l iﬁi: E'll ﬂ
responsibilities, has relative Litde

* Peoples are inherently self centered,

and indifferent to orgumizgtonal needs.
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Bl The experciture of phviieal and mental
effort in work s as namral for peoples
as play and rest.

Bl External control anl treat of punidisnent
are ot the only means of gedting good
results out of peoples work,

Bl The individual's commilment to
ohjectives i o himetion of the rewards
sssociated with their achieverment,
Rewards thae satisly sgo needs and aid
in sell-fullllment are most significant
and these ean pesult from elforts
dmmndmwﬂnmpmmuml
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mnpnmﬂﬂ[q.rhunlm i ssek it
Awoidlance of responsibility is generally
eaused by lack of experience and is not
an inherent human chameterisic,

[ The eapacity m exereise a relatively high
degrees of imagination, Ingemuity and
creativily in solving problems, umﬂnﬁr
distrluated in the population.

Fl Under the conditon of modern
industsial life tse intellectial Poteniial
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Leading & Managing Trainig

their deparment.
*  Have people who show mose creativity el e Cpliaali g bl aptl H gty @
anid innovation,

* Havefewer personal problems sand =~ Mmﬁlﬂ-l,&m&.&m&m .
lower turmover of saff. o
Of course, thers are many Theory X | Huxqjm4,,,;. wﬁﬂmaﬂi
managers that personally successful, | giﬁaJhM,ha;LﬂthﬂJnHu-ﬂ-
Heoweves, they rarely get the best out of the algBl paad e ogd 8 Qiad 2 ste il 8

indivicluals that work for dheen In the long

term.







Succesafil,

“Successful Leaders Features”
cuaalill Baldll Ela
Be Fair, e A8
‘Respect Others A pal
#  Be arginised oaliia 58
Relinlbikity hgles gl Afa
Care sbout Wark. RN
Do Your Best Effort gt sl Jiy
Dan't Be Emotionsl Al sy
e Be Sure Of Your Information o gt 32 e 23
Approachabls il g gadll ey
Use Body Language & Tone OF Vaioe a8 geall By A AR aiddd
Fosicivel
Don't Criticizes Others S AYl RISy
. Choose The Right Time To Talk To gl g il qitle] Sl k)
Your Manager.
Don't Ask Him §o Much, AN e e el
Be Direct When You Ask For g gt il 25 | plle 25w
Aware OF The Staff Needs & Their gl pgd A g fldall Shapldal e @
Diffiesences.
Explain Your Waerk Sivle & Why it%s Aagld b 1Ly dlee JL 5 p 8
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TEILAY Saald i

@ Treat every mp]ﬁm the way you
would like bo be preated,

= Show bonest interested for otlsecs,

@ Jizery colaborater is an individual and
trested as individuaal,

#* Be a good example,
* Use your "POWER® coconomically.
¥ Be consequent on principles,

% Further Co-operaton by building a
climaites of mental frast.

L ﬁ:kwmulfmmuﬁhlmﬂ or &
mistake of any colldborates,

= Say “WE" not T or YOU

= Know your stallf needs & the individoal | el wfalial £ puldall clalisl o el *

saiice

* Kesp decisions in & business level (Mot

Personal).
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&, Affect the way you feel about yourself
and the way other react  towards vou,

4. The way you think (Eihics - Favours).

&. The way you (Speak & Tone OF Voice), |

. Your Body Langaage.

Your whole attitude & behavior shows

'-aH 245 Al gl ]
Al J A Gl (2
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Ifitis not clear already, leadership is

without doubt mesly about beluvior,

especially towards the othess, People strive

for these things generally come te be

m:ﬁﬂdmﬂmmmdunlmdnrhyﬂlm

P

¥ Tntegrity The most important
requirement; without it every thing else
i nodling.

¥ Being very grown-up -never getting

- emotonally negative with peopls = no
sleouting oF rsnting, even if you feel

¥ Leading by example - always be seen o
be working harder and mose
determinedly than anvene clse.

¥ Help along side your people when they |

mecd it

v Faimess - treating evesyone equally and
om merdt

v B A and ﬂurmdzahngmzhba&ﬂr
unethical behaviar,

¢ Always :ak#rﬂpm@mla'mﬂbmfnr
your peaple’s mistakes,
¥ Always give vour people the credit for

¥ Never self promoting.
¥ Back-up and supportiag vour people,
of Wi i oo Vo it v % o'
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Lending & Misaging Tesdnleg

¢ Ask for people's views, bt remadn

v Be honest Tt sensidve in the way that
vons give biad news or enticlam,

v Alwaya do what you say vou will do -
keeping vour promises,
v Work hard w become expert at what

- vou o sechndcally,

¥ Encourage your people to grow,

¥ Always acoeniuate the positive sy “do
it likes this),

¥ Smile and encouraging others to be
happy and enjoy themsehes,

g R:Lu__hmakduwnmbmmmﬂm

higy cwes amedl gving veur people
Emﬁﬂf&umgﬂmmuﬂi

¥ Take notes and keeping good records.
¥ Planming and prioritizing,
¥ Manage your time well and helping
others 1o do 40 oo,
¥ Involve your people in your thinking
and especially in managing clinge.
v Read good books , and take advice
Jack ¥Welch, respected business leader and
wriler 18 quoted as proposing tese
ﬁmdnmmhl]mﬂmhmymmpkn
1- There is only one way - the siraight
wiy, Ki sets the tone of the onpnization,
2 Beopen to the best of what every ane,
everywhers, has to offer, transfer
learning across your organizmtion.
& Get the right people in the right jobs -
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Leading & Maraging Trdmuing

slrabegy,

4~ An informal simeosphere is
gt <o

= Make sure every body counls and

B- Legitimate self ~confidence is a winner
- the best true st of self - confidence
is the: courage 1o be open,

7. Busimess has to be fim - celebrations
energies and organization.,

B. Mever underestizue the ather guy,

9, Understand where real value is added
el st vour best people there,

18 Enow when to meddle and when o le
gir- this is pure instinet,

As 1 lesder, your main priority is to get o

the: Job done Whatever the job is. Leaders |

*  Knowing vour olbiectives and having o
plan low 1o achiswe them,

= Building a wam committed 1o acldeve
fihe ohjes.

* Helping each team member to give
their best efforts, As a leader you st

and weaknesses, 5o that vou can build
the best team aroand vou,
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f cacting & Mamsasios Traics

in the open and the boss in the covert.
The leader leads and the boss drive,”
{Theodone Rooseveli).

- “‘inmmuﬁtmmmmmlmﬂmﬂrﬂm

ca oot commmand himsell"

(William Penm},

"I not only use 2l the brains T have, but
all I can borsew,

“A drearm is just a dream. A goal i &
dremm with & plan and a deadline,

{Harvey Miackay).
L * I keep six honest serving - men

They taaght me all | know , Their
mmmmﬂﬁ'mmﬂ‘ﬂm.
and How ard Where and who,™

(Rudyard Kipling).

. “The most important thing in 1ifs i not

to capitalize on your success - any fool
i o that. The really impesant dhing
is to pealit From your misakes”

. "Ewery body can get angry - that is easy.

Lt getting angry &t the right pesson.,
with the right intensity, at the right time |,
&rﬁar@ﬂmmﬂmﬂnﬁﬁtw
= that is hard®

e s o

“Golden Words About Leadership®

l. “People ask the difference between the
leader and the boss.... The beader works
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(Lauren Appley),
- 9. “Behind an able man there is alwys Al B e JE gl Lae <)
another able man,” | e s
10T priisie Joudlly. T blame softly," il pgll (L8 g fle S gy el 210

(Catherine the greac). | (A fu85)
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1. Reward Power: - The leader uses gadl aadtis AU o Blgadi 54 L1
rewards,

2. Coercirce Power: - The Leaderusss | ARS8 willl) wghod asbiy S0 : oildall 5. 2

8. Legitimite Power: which related i | b dyaus 2 Tl 1 sl b 1 20 55 .3
efficial power in the organization? AaBL s Y i

A ReferentPower: -bused onthe | clasty 498 dygllp le 3613 ¢ oiastl bad 4
attraction of the leader and that his E o Cpeagg gl

8. Txpert Power: based on the knowledge 3 a8 58 o Jo i Ay 540 50 5
and experience of the leader in his field, FLIFA P
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Management is the process of coordinating o esla ] At B

pecple and ether rescurces o achievs the goals ALY st e a2l
of the arganization. Most organizstions make Py mm?ﬁ’ i
use of [our kinds of Resources: matesial, grt el ol g iy ) alided CABLY|

burnan, financia), and infsrmational, gl g dptiadi g &bl g daT 1 Ty
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Leading & Mannging Training
(L
“Planning”

Planning is one of the sos imporan skills
necded for the managens and supenisor in
oeder to do not confuse their team members
anel at the same time kelp them 1o be motivated

uuel stay Focused from that we can Jist the
1. Helping vou siay fscused,

2. By determining priorities snd tings
needed o be dane, that help in svaiding
unnecessary tme and effort.

d. Lat the team memnbers mons invebesd
and motvaied as they know their roles
and mission they need to do,

4. Help you o evhiate whether you

didn’t achicve them.

5. In case of achisving your goals, vou see
that in writien resulis so that contibute

m;mrmummmdum:mm

¥ Pul:ﬂ'hpm:.
¥ Learn aboul your resources {analyee)
¥ Action nesded to be done.

¥ Neat Fallow Up & Evaluation,
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o Ohajectives: are break dovwn of the main

organizational goal into smaller parts, and it
oould also describe o guidelines on how sheald

the goal be aceomplished.
Ofjectives must be SMART.

1. Specifi

£ Measurahle

3. Achicvabis

4. Result Focused

d. Time based,

1. Specifies-
Specific means an observable behavior, aciion
or achievernent which also oould be linked o a
rie, number, frequency or percentage.

In order to let the objective specific it must be :

@ Action verb {Are observed and make you
- i l !m'muml __l- mi II_.]

i Conerete,

# Oluervable action, beluvior, or
il

& Single key result {If you have mons than one
resull; 3o more than one objective should be
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Lesdimg & Managng Teninlog

9, Measurable:. TR
This means it st inchade something to u-mﬂuﬂ-dr!hﬂm.-‘hhﬂaﬁﬂ-q
measure that you achieved it or net (re, o i gl MJ%%J&.}H al g
nurmbiee, frequency, or peroentage.)Alse you Ll U ) b 35k 4 5 5 iy Lyl
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Some objectives are more dilfeull 1o measare |
than eshers are, However difficulty doesn't | e g gk 0 Ll Gy iRl e
mean that they can not be measured, in other bl s LS YN g et 5 g ity el Y seld

wards: hove will you know that you have | , At d &
progresied P |
® Numeric or descriptive | by gl Ty 5l el ®
*  CQeamtity, qualicy, oost, | AL Bagp § dpas w
8, Achievable - 1o Bindt] 1A
Mmﬂmtumhemﬂ:mmamﬂnﬂ: Radiali 3 4 palt lslie chigh o 0das o Vigy 4

resourass (People, Equipment, moncy, time) Jddine g e gy 3 4l elis | o Aoy
and i has to be within your ares of influenes JEkia i A Liigd L83 28l 0 ooy g [ =ls

and control. o fag y iy
4 Resule Fooussd:- —rplad e Wy .
Objectives mnst be relevant w dhe ongnizstion i s Al gl Sh el 2 3 o
moal, or the big picture, In other words, fhe cabat A ga gy BLALY
accomplishinent of the objeciive should be

ended in making difference and get yon near to

your main goal,

&, Time Based:- —1 5AGY Jans cdg Al
Has a deadline for achieving it which means | apad ey Vs g ol pns iy 43 508, o) 03 3
idendthies targeted date or within a cerlain il gl b gy L 45013 IS g 2l
period of time imelines addresses how quickly, bl gy e g Spaaldi de
when, or by when the people involved need o

compleie the ohjective.

Finally to write meaningful objective SMART & =158 &) el SMART wilial U8, ;,.h,%
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L. Start with an acion or scesmplishment | A5 o by i
vk
+ 2, Tdentify a single key result for each - dalg dp it
objertve, ' '
8, Give the date of the estimated completion, Bl cuaa 2By a8
4. Be sure the objective is one can control, ol gl o e B A gl e
4. To test for validity of SMART objectives, | 7 gy al Byl 88 45 il @ <18 13 L
As yoursell the following questions:- 1 il
* 8= Exnctly what is my Ciective? Tapilly Aoy o8 Lo §
= M ="What would a good job look Hlke? Tighgind & o0 Aheld & A0 EE Wl M
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resources? | Ty
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e i e i goalP
Learn about Your Resources
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What are vechnical & interpersonal skills that & el pall dolusi | AN Agad i3 Aglanti ) fopa
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o Knowledge = - =t glad] o
What i the level of his knowledge about the Aagad e gl gal 30 il gluall e A1
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allow hin to perform., e gl alad e aatiche
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o Abilities (Physical & mental ability 1o
perorm).

% Eauipmen

What it the level of your sqapeents, their

nhilltarﬂ:mpmdnmwmnmthcmnnmd
eqquipment avalable or not®

b Buadgets-

What are your financial resources that coald
allow you to achieve the objfectives, do vou have
them ar not, and if net, how sould vou get

4) Timie:-

Sometime the ohjective is achisvable st not
mhiucmmﬂmwumfmﬂmumm
be done. So yvou need to ask yoursedf | what
obstacles stand in vour way to achieve the
ohjective in ifs tine, what other aczivaies ke
e from vou that will not allow vou to achieve
muhnmmhawwﬂlnadmhﬂndnwﬂlhc
overoome ad i what Gme frame,
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accomplished o achieve the objective,

% Includes a schedule witls deadlines for

% Resources necessary o achieva ile
ahjective,

2 Identifies methods 1o messire this olyjective, |

Thsmpsmﬂmﬂmm mmm:wuﬁc
ipuestions,

@ When is the stasting date?

# What is the ending dateP

# Where ase the control checkpoings?
@ Who will do what®

# What will they do?

# When will they do it?

¢ Where will they do itP

& How will they do it?

Brainstorm all the possible actions that sould
miowi you toward the objective that you have
selected a3 your prioriy.
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Wy do we need 1o Fallow Up? fajial N riiad 1
¥ Stay in control, slipalinta | gl 80
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in the Employes performance,
v Probution Pericd, LAY T v
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