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USERS’ GUIDE

Manual Introduction

Although the number of women on leadership in Ethiopia has been increasing, women
continue to experience problems that prevent them from realizing their full potential as
leader. Indeed, it is vital to acknowledge the success in improving the participation and
representation of women in leadership role particularly in the political spheres of the
country, it is also important to understand the obstacles that women face in terms of
participating in leadership roles. Awkwardly, gender bias and discrimination persist in
the country, which systematically disadvantage women and cause their unsatisfactory

representation and participation in leadership positions. Determining factors include:

2 Low status due to persistent gender discrimination and gender stereotyping,
where women are generally viewed to be unfit for leadership, and subsequent
lack of support for women’s entry to leadership structures;

2 Limited opportunity to engage full time in activities outside the home due to
unequal burden of care work that falls upon them;

2 Lack of resources due to their economic dependence on their husbands or other
male household heads; and

2 Low self-esteem and inadequate leadership skills and experience as a result of the

above factors.

These obstacles can derive mainly from: personal factors, socio cultural factors,
organizational culture, and lack of knowledge and experience. Therefore, this manual is
designed for leadership training facilitators and trainers to use when providing and
organizing training on women empowerment and leadership. The manual is designed to
enhance women’s participation in leadership in various spheres of organizational
interaction and decision-making. While utilizing this manual, the facilitator enables
training participants to have a better understanding of gender with regarding to
leadership development concepts from a different social, political, economic, cultural

and developmental point of view.
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Overview of the Manual

This manual is developed with the help of National Quality Infrastructure Development
Project (NQIDP), which is implemented by the Government of Ethiopia with the
support of the World Bank. The project is designed within the broader context to
support the Government in addressing the major constraints related to quality
assurance services. NQIDP is envisioned as capacity development initiative; designed to
support government organizations and private institutions to develop and manage
gender responsive national quality Infrastructure system and the gender responsiveness

of trade sector.

Purpose and Objectives of the Manual

This leadership training manual has been conceived and developed to help trade and
regional integration sector; especially its women staffs and customers, to address
women leadership related issues. The training manual aims to build-up the capacity of
potential women employees and leaders by equipping them with knowledge and skills

on the following:

@ Concepts of leadership and terms;

@ Principles of effective leadership and personal development;
@ Factors that affect women leadership role;

@ Decision making and leadership; and

@ Coping with leadership challenge and learned lesson stories.

The manual is also designed to help share knowledge and skills among participants.
Lessons focus on improving participants' knowledge, attitudes, skills, and habits
(KASH). This will be facilitated through a series of approaches and practical exercises

which allow participants to understand and realize the existing realities.
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How to Use the Manual

This is a standard training manual on women and leadership in addition to related
subjects. Professional answers on women and leadership issues are not a one-stop
source. The trainer can select topics, exercises, and techniques based on the target group

and the duration of the training.

It is important to carry out a training needs assessment of trainer’s background
information to identify training needs and gaps. The results will determine training
programs, procedures, and how they fit into the target group. The trainer may use the
entire manual or some of them or only one module according to the target group's gaps
and specific needs. The manual contains modules and each module includes sessions
with activities and tip for the trainer to explain the module's learning objectives and how

to carry out the activities.
Target Audience

This training material will be used by public and private institutions that are directly or
indirectly involved in trade and regional integrations. The manual will support trade and
regional integration sector and key partner institutions efforts to respond on the problem of
trivial representation of women in the leadership structures. It also used for any development
actors who have an interest to empower women and enhance their leadership role. The training

material can be used to cascade and deliver during leadership related training at different level.
Consideration of Target Audience

The trainer/facilitator should primarily determine the target group when designing the
training program. In doing so, it is paramount to keep homogeneity of the target group
in terms of women and leadership issues awareness level. For example, it is not
recommended that the trainer/facilitator convey a basic, intermediate, or advanced
understanding of leadership issues in particular training. The trainer/facilitator should

consider sex, age and hierarchy (social and organizational).
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Structure and Contents of the Manual

This manual starts with a list of suggestions on how to facilitate the opening of the
training and the introduction of the trainees and the trainers, as well as the presentation
of the purpose, objectives, contents and management of the training. All of these

preliminary sections lead to the presentation of the four training modules.

The first module entitled, “Introduction to Leadership,” focuses on the general concept
of leadership, such as meaning, factors, qualities and styles and theories leadership as
well as the module presented key difference between leadership and management skills.
This module is divided into six sessions. If all of the sessions will be taken up, the whole

module is set to be completed in 7 hours.

The second module, entitled “Effective Leadership Development,” provides the trainees
self-assessment, personal, and leadership development tools. This module is seen to be
critical because the enhancement of women's leadership skills can be developed through
their own effective personal improvement in leadership. If they know how to constantly
examine themselves for deep-rooted leadership development process, they sustainably
develop their communication skills, self-esteem and self-confidence for being a leader.

The module has six sessions which are designed to be taken up in 10 hours.

The third module entitled, “Decision Making and Leadership,” equips the women-
trainees with adequate knowledge on the basic features and functioning of decision
making on leadership. Similarly, it aims to answer the basic questions like how can I
improve the quality of my decision and what are the factors that affect decision making.
Besides, it provides necessary skills that will make them capable of understanding
conflict resolution and management techniques. The module is divided into three

sessions. These three sessions are set to be taken up in 6 hours.

The final module will be used to summarize the previous three modules entitled,
“Women in Leadership,” the module deals with Women’s with regards to the concepts,
features and conditions of Leadership. It is designed to help women cope with the
factors and challenges that arise from participating in leadership positions. It also aims

to provide behind-the-scenes case stories of prominent female leaders in Ethiopia as a
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noticeable learned lesson. This module is divided into six sessions which are set to be

taken up in 6 hours.

In summary, each the four modules; including module introduction, contents, learning

objectives, duration, methodology, required material, activity, trainer’s tip and note.
Training Methodology

The training will be given in participatory ways which will allow the participant to spend
sufficient time to share experience, discuss on the issue, and demonstrate their
knowledge. A combination of multiple participatory training methods will be employed
for the training. These include participatory short presentation and discussion (lecture),
group exercise, individual assignment, case study and role play etc. The main training

methodologies are describes as follows;

Methods Description

® Lecture is useful for conveying new information and concepts to the
learners and for providing context so that learners can relate what has
been learnt to a conceptual framework.

® The lecture method is primarily used to build upon the learners’

Lecture o
existing base of knowledge.

W Lectures are also good for stimulating and motivating learners for
further enquiry and for presenting a specialized body of external

information.

® The group gets an opportunity to look at others’ experiences in the
form of a case.

® The learners reflect and analyze these experiences to derive new ideas.

Case Study | ® The learner’s own experiences, values, feelings form the basis for
analysis of others’ experiences.

® In addition, it helps in creating new knowledge through analysis and

synthesis.
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Group

Discussion

® Discussion should play a major part in the presentation.

® This will pave the way for participants to share their life-experiences;

the trainees will be familiar with learning, even though they may

never have analyzed the process.

® Therefore, the major task of the trainer is to plan a sequence of

questions that will lead the trainees to an identification of the
elements and steps in the learning process and the factors that

hamper learning.

Brainstorming

® A process for generating creative ideas and solutions through intensive

Y

and freewheeling group discussion.
Every participant is encouraged to think aloud and suggest as many

ideas as possible.

Think Pair
Share

The facilitator Pose question at that point, the participant think about
independently and have someone to write individuals thought.

In the next step participant “pair” with one another, and share their
reflection.

Then after, the pairs come together into large group for broader

sharing the key point raised

Story Telling

Story telling is the interactive art of using words and actions to reveal
the elements and images of a story while encouraging the listener’s
imagination.

Story telling involves a two-way interaction between a storyteller and
one or more listeners.

The responses of the listeners influence the telling of the story.

Role Play

Role play is to act out the scenario/to represent in action (another),
especially in a make-believe situation in an effort to understand a

differing point of view or social interaction.

Gallery Walk
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Subsequently, participant put in group or else separately writes down

their ideas as they move from one station to another.




Training Aids / Required Materials

> Handouts 2 Color slides

2 Computer 2 Videos

2 LCD projector 2 White board

2 Charts and diagrams 2 Markers and pens

2 Training Material 2 Masking tape

2 Flip chart 2 Note book

2 Sticker Note 2 Case Studies

2 Color and hard paper 2  Local martial for role play

Training Evaluation

To assess the learning experiences, process, outputs and the effectiveness of trainer,
evaluation forms can be developed, in accordance with the participants’ level and
distributed at the end of the training. In addition, during the training mood meter,
mountain clamping, personal refection (gains, affirmations, doubts and confusions) on
sticker note will be used on which participants could express their feelings about the

training workshop.

Moreover, Aside from the evaluation of the training, a quick check of the participants’
learning experience can be done after each module. A list of questions is provided at the
end of some of the session guides for quick checking, while more can be developed as

per the needs and level of the participants.
Report

Output and overall activities of the training with including opinions, way forwards and
pictures of participants will be properly recorded and documented. The report will be
summarized and the facilitator will share comprehensive report that can be used to

capture change overtime after the training.
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INTRODUCTORY SESSION

Getting To Know Each Other

The trainer/facilitator must help participants to build trust and
develop a friendly and safe environment for the duration of the
training. To do this, he/she must give participants the
opportunity to get to know each other, share their expectations

before the actual training sessions.

Objectives:
¥ To allow participants the opportunity to get to know each other,
¥ To break down initial interpersonal communication barriers, and
¥ To create a conducive, comfortable learning atmosphere.

Duration: One hour

Step 1: Divide participants into a group of two and make sure to team
members who do not know each other before.
Step 2: Give the following questions for each group to interview their
partner for 2 minutes.
¥ What is your name?
¥ Where do you work?
¥ What do you expect to get from this training?
¥ Do you have any fear about the training?
¥ How do you plan to use the knowledge and skills you acquire from this
training in your daily life and work?
Step 3: Give each group member an opportunity to introduce their partner to the larger group
based on the discussion they had.
Step 4: Elaborate if the expectations and fears are realistic or unrealistic; and identify possible
constraints and opportunities for the accomplishment of the training.

Step 5: Communicate the objective of the training to the participants.
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@ Learning Ground Rules
@ At this point, ask participants ‘what they should not do’ and/or
‘should do’ throughout the training with regarding to;
@ ¥ Time keeping and active participation,
¥ Putting cell phones silent and respect each
other’s opinion.
¥ To make things exciting add some ‘energizers/ice breakers” as a way
punishment for any participant that breaches any of the ground
rules breaching of the learning ground rules.
¥ During the training, there will be a lot of group discussion. So
beware not to put everyone in the same group every time you form

the groups.

Duration of the Training

¥ 30 hours,
This training covers the fundamental women and leadership
topic, it is important to spend adequate amount of time on it.
Therefore, a minimum of five days or 30 hours is essential
for successfully completing the training and achieving the

intended objectives.
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Module Introduction

This module discusses in detail about the meaning, concept, skills and styles of
Leadership. It will enable participants to differentiate between leader and manager. It
also describes the ethical values of leadership and the relation between Leadership and
power. The Module consists of 6 sessions with sub parts which are accompanied by

different activities like brainstorming, group discussions, think pair and share.

Contents

Session One: Definition of Leadership
Session Two: Concepts of Leadership
Session Three: Leadership Styles
Session Four: Leadership and Power
Session Five: Leader Vs Manager

Session Six: Ethical Values of Leadership

Objectives

@

@@@e@@ea@e

Define and understand the basics of leadership;
Explain leadership qualities, styles and skills
Understand factors affecting leadership

Discuss leadership theories

Understand the relation between Power and Leadership

Discuss the principles of ethical leadership
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Methodology

= Lecture * Brainstorming

* Questions = Group Discussions

= Reflection »  Group Activity

* Think pair share = Recap
Required Material

= LCD Projector * Pens

» Laptop Computer » Note Book

» Flip Chart » Colour Paper

= Markers » Masking Tape

Module Duration

7 Hours
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Session One: - Definition of Leadership

45 minutes
After this session, trainees will be able to:

» Define Leadership
= The Definition of Leadership

Lecture, Questions, Reflection and Brainstorming

Flip chart, Computer, LCD projector, Marker, Handout, Pen and Note
book

o
-

Activity 1:- Brainstorming
Duration for the activity: 15 minutes
The trainer will ask trainees to share and discuss about the

following questions;

4
<)
1 N

» How do you define Leadership?

» Who is an example of leader in your experience /in your

organization And Why?
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YA Trainer’s Note

1. Definition of Leadership
Different people define the term leadership and leader in different ways. Simply a
leader is anyone who directs a group and leadership is the action of leading a group

towards a common goal. Effective leaders have three common attributes:

* They inspire others to share their vision.
» They motivate others to act on that vision.
» They encourage others and help them overcome obstacles in pursuit of
that vision.
Leadership is not about titles, positions or flowcharts. It's about one life influencing
another. It is broadly distributed rather than assigned to one person, so that people

within the team and organization lead each other.

It is the art of influencing people to attain group objectives willingly like what a minister
does in his State, a captain does on the playground; the manager has to do in his
organization. Leaders in all walks of life should have some basic qualities. They should
be able to establish contact with their equals, deal with their subordinates and guide
them, mediate in conflicts, resolve issues by weighing various alternatives, allocate
scarce resources properly and take risks and initiatives. The environment in which a
leader is placed is important. The organizational culture, the economic and social set-
up, the extent of unionization and other factors may demand different types of leaders

in different situation.
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Session Two: - Concepts of Leadership

90 minutes
After this session, trainees will be able to::
» Understand the core concepts of leadership

» Explain leadership qualities and skills

Understand factors affecting leadership

Discuss leadership theories

= Core Concepts of Leadership
= Leadership Skills

= Factors Affecting Leadership
» Leadership Qualities

= Leadership Theories

Lecture, Presentation, Reflection and Group Discussion

Flip chart, Computer, LCD projector, Marker, Pen, Handout and Note
book

Activity 2:- Group Discussion
Duration for the activity: 30 minutes

Step 1: The trainer will tell the trainees to form a group.

Step 2: Let them discuss about the different Leadership skills.

Step 3: Let the Group discuss and present some leadership skills with examples.
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™. Trainer’s Note

2. Concepts of Leadership

Concepts of Leadership refer to factors that leaders consider when applying a
leadership style and overseeing a team of individuals. These principles focus on ideas
and perceptions about the traits leaders should have and how they should perform in a

leadership role.

2.1. Core Concepts of Leadership

Competence: is a specific combination of knowledge, skill, and abilities that are
required to successfully lead /perform/ specific task. As leaders, we have to channel our
energies to those arenas of leadership where we are most likely to excel. Working in the

areas of our strengths is crucial to being effective.

Courage: is the quality of mind that enables a person faces difficulty, danger, pain etc.

Courageous leaders are those who are able to push through uncomfortable situations

Clarity: A great leader is somebody who can lead with clarity in times of uncertainty.

Those times of uncertainty, those are the times that can paralyze us.

They force us to question ourselves. People are looking to us for guidance. And if we are
not able to lead with vision and get a group moving forward during those times, we're

just going stand still or hit a plateau and start going backwards.

Coaching: is a form of development characterized by collaboration, support, guidance
in achieving once goal. Without a coach, you'll never be as good as you could be. If your
goal is to move further, faster than working with a coach will accelerate your leadership

growth meaningfully.

Character: Character comes from within oneself. Character is the result of both
environment and genetics. It builds trust and credibility. Good charter in leadership,
commands respect and shapes how we engage with the world around us. It takes in to
account the issues of integrity (doing the right things always), being humble, curious,

reliable and predictable.
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2.2, Leadership Skills

Leaders expected to have the following commonly known skills.

Empathy: Empathy is the ability to understand and share the feelings of another.
When you lead with empathy, you have an open heart, open mind, and open ears. You
listen to understand; you listen to learn; you listen because you care. When people feel

heard and understood; they are inspired to powerful loyalty and achievement.

Authenticity: Being authentic-holding an awareness of who you are, and letting
others know what you stand for—should be at the center of everything you do. It’s about
not needing external approval but letting go of who you think you are supposed to be

and instead embracing your deepest, truest self.

Determination: Making things happen, Overcoming obstacles, being persistent and
tenacious. When failure is not an option, you bring the drive and the courage and the
will to keep going, inspiring the group’s imagination to discover, or create, new ways

forward.

Empowerment: As a leader you are not just in it to accomplish something, but to
bring others with you in making it happen. You give them power and encouragement,
and by strengthening them you foster collaboration, teamwork, focused energy, and the

level of commitment that comes with ownership.

Responsibility: is a crucial element of leadership. For your own integrity and that of
those you are leading, you do not focus on power, but on meeting your responsibilities.

You are charged with bringing discipline and focus to the organization.

Selflessness: Simply, you serve others before yourself. Successful leadership is a

selfless action built on the principles of service.

Honesty: is the cornerstone of leadership. There is no leadership without trust, and

there is no trust without honesty.

Innovation: Searching for new opportunities, different ways of doing things.
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2.3. Factors Affecting Leadership

There are different factors that affect leadership. Some of them are:

Character: It is a unique personality trait that affects leadership either positively or
negatively. Character dictates that right decisions will be made, commitments will be
kept, communications will be honest, and the work will get done.

Followers: Different people require different styles of leadership. For example, a new
hire requires more supervision than an experienced employee does. A person who lacks
motivation requires a different approach than one with a high degree of motivation.
Communication: What and how you communicate either builds or harms the
relationship between you and your followers.

Situation: All situations are different. What you do in one situation will not always
work in another. You must use your judgment to decide the best course of action and the
leadership style needed for each situation. For example, you may need to confront an
employee for inappropriate behavior, but if the confrontation is too late or too early, too

harsh or too weak, then the results may prove ineffective.

Also note that the situation normally has a greater effect on a leader's action than his or
her traits. This is because while traits may have an impressive stability over a period of

time, they have little consistency across situations.

2.4. Qualities of Leadership

The road to great leadership that is common to successful leaders includes;

Challenge the process - First, find a process that you believe needs to be improved
the most.

Inspire a shared vision - Share your vision in words that can be understood by your
followers.

Enable others to act - Give them the tools and methods to solve the problem.

Model the way - When the process gets tough, get your hands dirty. A boss tells others
what to do; a leader shows that it can be done.

Encourage the heart - Share the glory with your followers' hearts, while keeping the

pains within your own.
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2.5. Theories of Leadership

Literatures reveal an evolving series of 'schools of thought' from “Great Man” and
“Trait” theories to “Transformational” .Whilst early theories tend to focus upon the
characteristics and behaviors of successful leaders, later theories begin to consider the

role of followers and the contextual nature of leadership. (Northouse, P. G., 2007).

Great Man Theory: Based on the belief that leaders are exceptional people, born with
innate qualities, destined to lead. The use of the term 'man' was intentional since until
the latter part of the 20t century leadership was thought of as a concept which is
primarily male, military and Western. This led to the next school of Trait Theories

Trait Theory: The lists of traits or qualities associated with leadership exist in
abundance and continue to be produced. They draw on virtually all the adjectives in the
dictionary which describe some positive or virtuous human attribute, from ambition to
enthusiasm for life.

Behaviorist Theory: These concentrate on what leaders actually do rather than on
their qualities. Different patterns of behavior are observed and categorized as 'styles of
leadership'.

Situational Leadership Theory: This approach sees leadership as specific to the
situation in which it is being exercised. For example, whilst some situations may require
an autocratic style, others may need a more participative approach. It also proposes that
there may be differences in required leadership styles at different levels in the same
organization.

Contingency Theory: This is a refinement of the situational viewpoint and focuses on
identifying the situational variables which best predict the most appropriate or effective
leadership style to fit the particular circumstances.

Transactional Theory: This approach emphasizes the importance of the relationship
between leader and followers, Derived from a form of 'contract' through which the
leader delivers such things as rewards or recognition in return for the commitment or
loyalty of the followers.

Transformational Theory: The central concept here is change and the role of
leadership in envisioning and implementing the transformation of organizational

performance.

NQIDP - A Leadership Training Manual For Women




Session Three: - Leadership Styles

90 minutes

After this session, trainees will be able to:
» Understand different styles of leadership

» Compare advantages and drawbacks of different Leadership Styles

= Leadership Styles

= Prospects and Constraints of Leadership Styles
Lecture, Presentation, Reflection and Think Pair Share

Flip chart, Computer, LCD projector, Marker, Pen, Note book and
Handout

Think Activity 3:- Think Pair Share
_ Share
(G @) Pair 1 @ : Duration for the activity: 20 minutes
< ~ Step 1: Divide participant into pairs.
Q@ Step 2: Let them share their ideas with each other and decide to

which leadership style is best with their justification.
Step 3: Then Let each pair present the best leadership style they prefer to the group
members.

Step 4: Allow 10 minutes for discussion and 5 minutes for their presentation.
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™. Trainer’s Note

3. Leadership Styles
What are the Leadership Styles?

Leadership styles are how a leader guides a team through different stages. These styles

dictate how a leader implements plans, provides guidance, and overlooks work. Based

on different personalities and methods, there are many different styles.

Leadership Styles

Transactional

Leadership

Transformatio

nal Leadership

Autocratic

Leadership

“The Soeg Man &
Mghthest Noee."

¥

¥

Characteristics

Focuses on concise goal setting and communicating clear
expectations to the employees.

The employees need to be equally motivated by getting the
proper amount of rewards and recognition.

Ideal for large corporations with global teams.

Transactional leaders prefer typical workflow and satisfy the

daily quota.

Works best when you need fresh ideas or new perspectives.
There is also a certain appetite for risk in this leadership
style. This is because leaders are always on the lookout for
better ways. It means going out of one's comfort zone.

This style encourages both the professional and personal

growth of the employees.

Works best when a quick decision needs to be made.

An autocratic leadership style might help suppress a conflict
in the short run. But it does not solve the conflict.

There occurs a colossal lack of trust in this leadership style
on the subordinates. It is why the power to make all the
decisions lie in the hands of the leader.

Best approach when consensus is not possible and the leader

is required to make a judgment call
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A laissez-faire leader places a lot of trust in their members
and their abilities.

This management style works by allowing greater employee
autonomy. It subsequently adds to more creativity in the
workplace.

Constructive feedback is a vital component of this style.
Works best if the leader has a group of people who already

excel at their individual skills.

Charismatic leaders are very confident in their approach.
They rarely have any self-doubt about their decisions and
possess a very influential personality.

They have an influence over a large group of followers.

They fuel the motives of the employees and believe in the
ability of the employees.

They place high expectations and competence and act as a
role model for the employees.

Works best for social activists, motivational speakers, or
political leaders. Someone who needs to inspire and gain the

trust of their followers.

A democratic leader seeks inputs and feedback from
followers to make decisions.

The leader believes that they can make the best decision with
lots of inputs from followers.

Not the best approach for a crisis when there is high
pressure and time is short.

This leadership style emphasizes the aspect of equality in the
workplace. Followers of this style take all inputs into
account, irrespective of ranks.

Works best with all kinds of organizations. Although places,
where strict procedures are required such as manufacturing

industries, democratic leadership, is not the best choice

NQIDP - A Leadership Training Manual For Women



https://blog.vantagecircle.com/examples-of-constructive-feedback/

Strength and Drawbacks of Leadership Styles

Leadership
Strength Drawbacks
Style
. ® Detail-oriented ® Micromanaging
Transactional )
. ® Goals are met ® Strict
Leadership ) )
® Clear and efficient ® Lack of compassion
®» No room for everyda
. ® Creative thinkers _ il
Transformational ) details
. ® Risk-takers
Leadership . ®» Not focused on the
® Inspiring to others
present
® Collaborative .
. . ®» Inefficient
Democratic ® Encouraging .
. . ® Expectations may be
Leadership ® Flexible
o unclear
® Unifying
® Detail-oriented _
. . W Strict
Autocratic ®» Efficient _
. . % Inflexible
Leadership ® (Clear about expectations ) )
® Resistant to others’ ideas
® Confident
. . ®» Relaxed ®» Not much support or
Laissez-Faire . .
N ® Trusting guidance
eadershi
P ® Hands-off ® Inefficient
) ® Lack to follow to
® Inspire people to act and )
execution
. . move towards goals _
Charismatic ®» Miss out on finer
. ® More approachable . .
Leadership ) ) ) technical and practical
® Build strong relationships .
) ) details
® Relationships gone sour

® Self-promoting
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Session Four: - Leadership and Power

60 minutes

After this session, participants will be able to:
» Understand the relation of Power and Leadership
» Explain Types of Power
= The relation between Leadership and power.

= Sources of Power

Lecture, Presentation, Reflection and Brainstorming

Flip chart, Computer, LCD projector, Marker, Pen, Note book and
Handout

L
_\@’_ Activity 4: Brainstorming
s Duration for the activity: 20 minutes

The trainer will ask participants to share and discuss about the

following questions;

* What do you think and suggest about the relationship between Leadership and

Power in your context?
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™. Trainer’s Note
4. Leadership and Power

Leadership and power are two closely related concepts. Power has played an important
role in leadership practices. Leadership means power. We think that leadership may
not be conceived without power. While an individual can exercise power without being
a leader, an individual may not be a leader without power. Therefore leaders must
develop the proper bases of organizational power in order to use it effectively and

efficiently in influencing others.

One of the keys to effective leadership understands where your power to lead comes
from. Merely occupying a position with “leader” in the title doesn’t make people want to
follow you. But if you know what does get people’s attention, you will have a much

better chance of leading your team to success.

Leadership can be distributed but power is usually not distributed. The implication from
this observation is that power is an attribute usually held by individuals while leadership

can be either held by an individual or distributed.

In general the difference and similarities of power and leadership is summarized as the

following characteristics

» Credibility: Credibility is needed in leadership but not a necessity in
power.

* Source: Power is derived form a position of authority. Leadership is a
personal attribute.

* Nature: Power is generally controlling and forceful in making followers
follow commands. Leadership involves inspiring the subordinates to
complete tasks.

* Independence: Leadership requires power in order to be effective.
However, power does not depend on leadership. One can have power but
not be a leader. But, all leaders require some form of power in order to

successfully inspire subordinates.
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4.1. Sources of Power

There are five sources of power. As described in detail around their nature below, the

first three are categorized under formal/organizational and the remaining two are

personal power.

i. Reward Power

Based on the belief that a leader controls important resources and rewards
that the follower wants.

Not only depends on a leader’s actual control over rewards, but also on the
follower’s perceived value of those rewards.

Shown to be most effective when followers see a direct connection between

performance and reward.

ii. Coercive Power

Ability to punish if expectations are not met. Coercive power is the

Dispense punishments to those who do not comply with requests or demands.
People exercise coercive power through reliance upon physical strength,
verbal faculty, or withhold emotional support and tangible resources from
others.

Provides a leader with the means to physically harm, bully, humiliate, or deny
love, affection or resources to others.

Coercive power in the workplace includes the ability (implied or real) to fire,

demote or transfer to undesirable positions.

iii. Legitimate Power

The authority granted to someone stemming from a position in a group or
organization.

Stems from an authority’s legitimate right to require and demand compliance
or else from a leader’s formal authority over activities.

Dependent upon the official position held by the person exercising it.
Legitimate power may be derived from prevailing cultural values that assign
legitimate power to some individuals (i.e., respect for one’s elders)

Accepted social structures that grant legitimate power to some people or

through one’s position in a hierarchy.
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iv. Referent Power

The desire for a feeling of oneness and acceptance in a valued relationship.
Based upon identification with, attraction to, or respect for the leader.

Group members gain a sense of intrinsic personal satisfaction from
identification with a referent leader.

Dependent upon the inclination to work harder for someone who is liked or
admired.

Gain and maintain a leader’s approval and acceptance.

A follower is likely to do what the leader asks, develop a similar attitude, and

even imitate the leader’s behavior.

v. Expert Power

The extent of specialized skills or knowledge followers attribute to a leader.
Derives from group members’ assumptions that the leader possesses superior
skills, knowledge, and abilities.

Enables leaders to perform tasks and provides them with a better
understanding of the world around them.

However, expertise is only a source of power if others are dependent upon the
leader for the skill, knowledge or ability the leader possesses. 7The more
important a problem is to the follower, and

The more the leader is perceived to be an expert in that area, the greater

power the expert leader will have.
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Session Five: - Leader Vs Manager

90 minutes

After this session, participants will be able to:

» Describe the Function of Leader and Manager

Explain the difference between Leader and Manager

Functions of Leader

Functions of Manager

Leader Vs Manager
Lecture, Presentation, Reflection and Group Discussion

Flip chart, Computer, LCD projector, Marker, Pen, Note book and
Handout

Activity 5:- Group Discussion
Duration for the activity: 20 minutes

Step 1: The trainer will tell the participants to form a group.

Step 2: After that ask them to discuss about the functions of
leadership and management.
Step 3: Let them to discuss about their personal experience or else Ask them like,

Which one is exercised in your institution in order to achieve organizational objectives?

Step 4: Conclude the discussion using Trainer’s Note.
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YA Trainer’s Note

5. Leader Vs Manager
Leadership is a skill and the person who possesses this ability is known as a LEADER.

On the other hand, Management is a discipline, and the practitioner of this discipline is
known as the MANAGER.

Leader and manager have a great role to play in any organization, in the sense that a
leader is the one who inspires, encourage and influence his men/women/, to work
willingly in the attainment of the organization’s objectives. On the other hand, a
manager is an important link between the firm and its stakeholders, shareholders,
government society, and so forth. He is the one who performs basic managerial

functions.

5.1. Functions of Leadership and Management

Management and Leadership are important for the delivery of good health services.
Although the two are similar in some respects, they may involve different types of
outlook, skills, and behaviors. Good managers should strive to be good leaders and good

leaders need management skills to be effective.

Leaders will have a vision of what can be achieved and then communicate this to others
and evolve strategies for realizing the vision. They motivate people and are able to
negotiate for resources and other support to achieve their goals. Managers ensure that

the available resources are well organized and applied to produce the best results.

Functions of Leader
The leader is a person that has an ability to influence the behavior of others for the sake
of achieving common goals. In order to that, from the various functions of a leader the

following summarized below are listed as the most;

* Organizing: The function of the leader is to organize the followers into a group
to handle the tasks efficiently. Every individual has certain abilities. It is very

important to bring all the individuals together to make best of their collective
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abilities. Thus, the leader brings together the followers in order to combines their
abilities to achieve goals.

* Planning-Goals and Strategies: The leader sets goals and plans strategies to
achieve these goals. The planning includes, time planning, and resource
planning. It is to make a roadmap to help the follower how and when to utilize
the resources to achieve goals.

* Mobilization: The important function of a leader is mobilization to engage
followers in work. Once a plan is made, the followers need to execute the planned
strategies. It requires a leader to help the followers to initiate and engage in the
work to accomplish the goals in planned time and resource.

* Direction and guidance: A leader gives a direction to the followers and keeps
them on track to move in the right direction. The offers constant guidance to the
followers to help them make best their efforts.

= Motivation: A leader is constant source of motivation for the followers. The
leader inspires the followers for keep going for long. The leader motivates them
to raise their spirit towards the attainment of the goals. The leader may design
various bonuses, appreciation certificates, allowances and benefits for the
motivation of followers.

* Problem solving: The leader solves the problems that arise at various stages.
Some problems are expected while some are unexpected. The leader is always
ready to face challenging situations. The leader has solutions and alternatives
strategy plans for the unexpected situation.

* Group representation: a leader serves as a representative for his followers.
Some group of followers needs to have a representative to represent them while

interacting with other groups and individuals.

Functions of Manager

Manager is a person that has an ability to manage resources, deploy the human and
financial assets, planning strategies, recording and storing facts and information for
later use or for others so as to achieve objectives within the overall organizational

processes.
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However, Managers functions are not limited to them if not for supervisors only.

Instead, every member of the organization has some management and reporting

functions as part of their job. Typically, the following mentioned here are considered as

foremost.

Planning: Planning is the first and foremost function of the management. All
other functions are based on planning function.

Organizing: The term ‘organizing’ generally connotes assembling men, money,
material and technology together.

Staffing: Once plans are put in place, and the structure of the organization has
been designed, managers seek to fill up the organizational slots with suitable
manpower.

Directing: Managers are kept informed employees for all necessary matters by
circulars, instructions, manuals, newsletters, notice-boards, meetings and
participative mechanisms.

Controlling: This function is performed to evaluate the performance of
employees and deciding increments and promotion decisions. It is the manager’s
function which facilitates synchronization of actual performance with

predetermined standards.

5.2. The Differences between a Leader and a Manager
The difference between LEADER and MANAGER can be drawn clearly on the following

grounds:

NQIDP -

A leader influences his subordinate to achieve a specified goal, whereas a
manager is a person who manages the entire organization.

A leader possesses the quality of foresightedness while a manager has the
intelligence.

A leader sets directions, but a manager plans details.

A manager takes decision while a leader facilitates it.

A leader and the manager is that a leader has followers while the manager has

the employees.
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* A manager avoids conflicts. On the contrary, a leader uses conflicts as an
asset.

» The manager uses transactional leadership style. As against this,
transformational leadership style is used by the leader.

» Leaders promote change, but Managers react to the change.

»  Aleader aligns people, while a manager organizes people.

=  Aleader strives for doing the right things. Conversely, the manager strives for
doing things right.

= The leader focuses on people while a manager focuses on the Process and
Procedure.

= A leader aims at the growth and development of his teammates while a
manager aims at accomplishing the end results.

As a general rule “Management is doing things right; leadership is doing the right
thing”

To sum up the most important differences between leaders and managers concern the

workplace and are concluded in the following picture.
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Session Six: - Ethical Values of Leadership

45 minutes
After this session, participants will be able to:
» Discuss the Ethics of Leadership
» Principles of Ethical Leadership
= What is Ethical Leadership?
= Ways of being an Ethical Leader

Lecture, Presentation, Reflection and Think Pair Share

Flip chart, Computer, LCD projector, Marker, Pen, Note book and
Handout

Think share Activity 6:- Think Pair Share
@ Peir @ Duration for the activity: 20 minutes
OQ @ ; Step 1: Divide participant into pairs and have them sit far enough away
from the other pairs to get a sense of privacy.
Step 2: let them Share their ideas with each other about ethics of leadership and describe
which principles of ethics the leader in their organization lack or have?
Step 3: Then Let each pair present their conclusion to the other group/pair members

Step 4: Allow 10 minutes for discussion and 5 minutes for their presentation.
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™ Trainer’s Note

6. Ethical Values of Leadership

Ethics are the principles, values and beliefs that define what is right and wrong behavior
whereas; Leadership is the process of influencing others to achieve goals. Thus, we can
define Ethical Leadership as the process of influencing people through principles, values

and beliefs that embrace what we have defined as right behavior.

Ethics is the heart of leadership. Indeed, ethics and leadership should go hand in hand.
The power that comes from being a leader can also be used for evil as well as good.

When we assume the benefits of leadership, we also assume ethical burdens.

On another context of the Ethical values of leadership, an understanding of ethics
begins with an analysis of values, both individual and organizational. Effective managers
and leaders must be aware of their values, morals, and system of ethics and ethical

decision making. Good character and integrity are what we look for in our leaders.
These Six Pillars of Character might easily be applied to a business (or another) setting;

» Trustworthiness = Reflection » Caring

= Respect » Fairness » (Citizenship

Principles to be an Ethical Leader

Ethical
Leadership
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