Leadership Development Programme

TRAINING NEEDS ANALYSIS

	NAME:
	


To help plan the content of the Management Development Programme, and to give you some thoughts for personal development planning over the next few months, please rate your ability on a competence scale of 1-5, against the competences below, as follows: -

	1
	No knowledge/skill

	2
	A little knowledge/skill but considerable development required

	3
	Some knowledge/skill but development required

	4
	Good level of knowledge/skill displayed, with a little development required

	5
	Highly competent – no/very little development required


Please bring a copy of the completed questionnaire to the Leadership Overview module ready to be submitted.

Leadership: ‘To guide, direct, influence and motivate others towards task accomplishment, without necessarily relying on position’

	Competence
	Rating

(1-5)

	Communicates a vision for own area that generates enthusiasm and commitment
	

	Clearly articulates the strategy and objectives of the IT department
	

	Influences and motivates team
	

	Acts as an inspirational role model for junior members of team
	

	Takes responsibility and is accountable for actions
	

	Enthusiastic and committed to all tasks
	

	Identifies strengths of others and delegates tasks appropriately 
	

	Regularly reviews individual performance
	

	Provides effective feedback to others
	

	Effectively manages performance of team, making tough decisions when required
	


Personal Effectiveness: ‘To demonstrate a confident and professional style by recognising one’s own impact on others and taking appropriate action to influence the achievement of business goals’

	Competence
	Rating

(1-5)

	Aware of personal strengths and limitations and understands impact on others
	

	Strives for continuous personal improvement and sets themselves high standards of self presentation
	

	Demonstrates self-motivation and asks for feedback from all levels to improve personal management style, acting upon recommendations
	

	Sets and accomplishes own goals whilst linking them to business strategy
	

	Coaches team members regularly to further improve performance
	

	Shares information and develops genuine rapport with others
	

	Strives for a workable compromise with others
	

	Actively networks within, and outside, the organisation
	


Commercial Acumen: ‘To effectively use knowledge, skills and experience that will result in commercial gain’
	Competence
	Rating

(1-5)

	Manages risk by weighing opportunities with potential risk
	

	Assesses the commercial implication of a decision
	

	Actively seeks to reduce costs to improve profitability
	


Analytical Skills: ‘To identify appropriate courses of action using multiple sources of business data to maximise potential’
	Competence
	Rating

(1-5)

	Relates and compares data from different sources and monitors trends in performance 
	

	Evaluates all the consequences of different options before making decision
	

	Demonstrates a logical approach to the decision-making process
	

	Poses solutions to problems identified
	

	Puts forward well-planned and evaluated proposals for change or improvements
	

	Demonstrates a financial awareness and understanding of key components of financial reporting
	


Task Achievement: ‘To successfully deliver results against agreed objectives, timescales and resource level in order to promote continuous business improvement’

	Competence
	Rating

(1-5)

	Works to deadlines and realistic timescales for actioning Business Objectives
	

	Sets clear, challenging objectives and regularly monitors performance against objectives set
	

	Monitors results and evaluates actions
	

	Has a passion for continuous improvement
	

	Invites feedback and constructive criticism for self and own section and produces action plans
	

	Reassesses objectives against department performance and revises strategy
	

	Anticipates and exceeds internal (colleagues within I.T.) and external (the rest of organisation) customers expectations
	


Creativity: ‘To demonstrate a flair for generating and recognising innovative ideas and solutions which have a commercial gain’

	Competence
	Rating

(1-5)

	Is innovative and uses initiative
	

	Challenges status quo and able to replace traditional methods and techniques
	

	Identifies opportunities and is enthusiastic for new approaches
	

	Makes time to look at things from a different perspective
	

	Encourages others to suggest new and alternative approaches
	


Adaptability: ‘Responds promptly and willingly to changes and unexpected developments to achieve a goal’
	Competence
	Rating

(1-5)

	Copes positively with changing environment and encourages team to embrace change with enthusiasm
	

	Prepared to change own style to suit differing personality and managerial traits
	

	Considers range of options and is open minded
	

	Willing to learn new skills and demonstrates importance by personal adaptation
	

	Flexible to changing requirements
	


Planning and Organisation: ‘To establish an appropriate course of action for oneself and others to accomplish a goal’

	Competence
	Rating

(1-5)

	Sets a project plan for major tasks
	

	Develops and maintains comprehensive plans which schedule a variety of activities over different time frames
	

	Manages time of self and others effectively
	

	Delegates effectively to ensure all objectives are met
	

	Ensures that team members’ tasks are scheduled and balanced
	

	Sets realistic deadlines and schedules time efficiently
	

	Prioritises tasks and resources 
	

	Anticipates problems and plans for contingency
	


Communication: ‘To apply an appropriate method of conveying information in an accurate way to support the achievement of Business Objectives’
	Competence
	Rating

(1-5)

	Selects the most appropriate communication method
	

	Communicates clearly and effectively, using both written and verbal mediums, to both internal and external customers
	

	Carries out regular, team meetings to convey key information to team members and line management
	

	Demonstrates effective listening skills
	

	Chairs effective meetings
	

	Actively seeks to understand views and attitudes of others, and demonstrates that understanding
	

	Manages conflict to a positive outcome for all parties
	

	Challenges others, even when disagreeing with more senior people, using polite, clear and confident arguments
	


Teamwork: ‘To demonstrate a willingness to participate as a full member of a team’
	Competence
	Rating

(1-5)

	Encourages participation and acknowledges contribution from others
	

	Promotes team spirit including friendly climate, good morale and co-operation
	

	Actively ‘looks out’ for other colleagues in day-to-day business
	

	Willing to take responsibility for tasks not within immediate scope in order to complete the objective
	

	Deals with issues that affect team dynamics e.g. personality clashes
	

	Gives feedback and encouragement on achievement and openly celebrates team success
	

	Is an effective Mentor of colleagues
	


Any Comments

Please add any further comment that may help plan the content of the programme:

	

	

	

	

	


Many thanks for your help. Please bring a copy of the completed questionnaire to the Leadership Overview module ready to be submitted.

www.abctrainingsolutions.biz - Loads of free trainer resources to download


