Business and Entrepreneurship - Leadership
1 of 20 - Welcome
Welcome to this session on Leadership. 
In this session we will be covering:
· Developing leadership skills
· Negotiation 
· Prioritising

2 of 20 – Developing leadership skills
Now that you know more about the different types of leadership, we will look at how to develop those skills in this session by focusing on negotiation and prioritising.
Imagine starting your own business, you have everything in place, finance, premises and product.  You have advertised your business and are all set to start trading. You have sourced the best suppliers for your product. You have recruited and hired the best staff to work on your business venture, but do you have the skills to the lead the staff?
As an entrepreneur, you will want the best for your business, but it is important to monitor all aspects of the business, including staff. It can be difficult for entrepreneurs, who are sometimes so engrossed in their brilliant idea that they believe people will automatically follow them. To turn your vision into a successful company, entrepreneurs must be leaders of people.
3 of 20 – Perception
Your staff may have different perceptions of the entrepreneurial organisation. As an entrepreneurial leader, you must define each individual job as an element of the overall purpose of the company. 
For example:
· A receptionist may view their job as simply answering telephones and greeting visitors. But, as a business owner, the phone is answered by the receptionist to communicate the company’s business. They may also be the first company face that the customer sees, so they must represent the company by making a good impression. 
· The sales staff may look at which sales will generate the highest commission. But from a business perspective, the sales staff focus should be on making sales to produce a profit for shareholders, in turn to be able to pay staff wages and generally produce a profit for the company.
If you want to be an entrepreneurial leader, you need to stop being “ordinary.” You are no longer “one of them”. Your workers need to respect you as a leader and for the right reasons; for your values, clarity, vision and for your ability to inspire others.  If you fear losing your friends, you will avoid making the necessary tough decisions.
4 of 20 – Leadership
As a leader, you will take on significant responsibilities and lose certain freedoms. For example, you can’t join employee moaning sessions and talk disparagingly about other staff. You also lose the right to blame others for problems, because you are now the person responsible. 
While there always may be someone to blame when things go wrong, a leader must spend the time  fixing the problem rather than looking for ways to point a finger at the perceived source of the problem. Your leadership will be defined by what you do. 
A good leader motivates others to assume responsibility for the tasks necessary to develop and sell the company’s products or services. In the presence of a good leader, people instinctively follow and often find they are performing beyond their own expectations.
Build Your Team 
As an entrepreneurial leader, you need to hire staff that have superior skills.  You should never lower your standards to fill a position. Spend time recruiting the best staff and don’t be afraid if the staff are smarter or more skilled than you. If you can build a strong team it will benefit the business and you in the long run.  
Evaluate Workers 
Continually assess the performance of the team.  Following assessment, discipline poor performers and reward top performers. Agree goals and objectives with staff that can be measured and allow you to give feedback on meeting these goals and objectives.  
Gain Respect 
People will follow and admire you as a leader if they believe and trust in you. Do not ignore problems, even if it seems insignificant to you, it will be important to someone else.  Your team will always be looking at what you do and expect you to do the right thing. 
Set Goals 
Successful leaders are constantly searching for improvements. Continually set new goals for yourself and your team, force yourself and your staff out of the comfort zone. Avoid the fear of failure. Failure is often the road to success.
5 of 20 – Negotiation – Part 1
One of the skills you are already know is important for a leader is negotiation. 
Negotiation is the process of discussing something with someone in order to reach an agreement with them. It occurs whenever there is an issue that cannot be resolved by one person acting alone. It occurs when 2 (or more) people begin with different views on how to proceed or have different aims for the outcome. Negotiation is about getting what you want without jeopardising the relationship. Working towards a result that is the best that could be achieved for each party, where they each receive the maximum benefit possible. 
Negotiation is not a competitive sport. You can take a hard stance but only in the short term and only if you really believe that your counterpart is your adversary.   Before you come up with a “take it or leave it” approach, consider the consequences. Negotiation is often a series of episodes, which means that considering your counterpart as a partner or a collaborator is the foundation of trusting, fruitful, and ongoing negotiation. How the game is played matters more than who wins.
6 of 20 – Negotiation – Part 2
Before negotiating think about:
· What you really want, why and how badly you want or need it, and at what point you're willing to walk away without getting it. 
· Know what the other party wants and why it's important to them. 
· How much do they need or want what you have to offer?
· What would make them really happy?
· Are they being honest & sincere?
There are six stages to the negotiation process.
1. Orientation and fact finding – here you will start initial discussions to get more information on the subject up for negotiation
2. Resistance – each party will voice their objects and resistance to the offers being tables
3. Reformulation of strategies – discussion will take place on strategies that could be used to resolve the situation
4. Hard bargaining and decision making - offers are laid on the table and each party decides a course of action
5. Agreement - each party agrees to what has been discussed and decided on
6. Follow-up - further discussion takes place to ensure the agreements reached are carried out
7 of 20 – Negotiation tips
1. Don’t just plan what you want to achieve.  Rather, plan how you will persuade the other party to agree to it
2. Conduct an analysis of your (and the other party’s strengths and weaknesses).  Then plan how to use your strengths and manage your weaknesses
3. Set both an upper limit and a bottom line for what you want to achieve on each issue.  This will help ensure you don’t push the other party too far and don’t give away more than you can afford to lose
4. Work out the full cost of any concession before you make it
5. Set a wide range of options for each issue you have to negotiate in order to give yourself maximum flexibility
6. Plan questions to explore the other party’s position in terms of what they want, why they want it and to explore possible weaknesses in their position
7. Test all agreements very carefully, then summarise them so there is no doubt about what has been agreed
8. Don’t dilute your arguments by giving too many reasons to support your position  
9. Expect low levels of reaction from the other party and regularly check how they feel about the negotiation
10. Don’t make immediate counter-offers when they put something on the table, but explore each proposal with care before responding
8 of 20 - Positive approaches to negotiation – Part 1
ASKING QUESTIONS
· Have a plan. When negotiating, have a goal in mind. Ask yourself, “What type of information will help me make a good decision? Am I more likely to get that information by being direct, or by disguising my questions?”
· Know your counterpart. The more you can find out about your counterpart, the better you can target your questions. 
· Move from the broad to the narrow. As you gain answers to broad questions, start asking questions that yield more specific information. For example, if you ask someone selling a car, “Did your keep maintenance records on your car?” and they say yes, you can proceed to ask about the type of maintenance records, the frequency of maintenance, etc. 
· Use proper timing. Be sensitive to your counterpart’s feelings. If your counterpart finds a question offensive, they will give you less information and will be less willing to negotiate with you again. Asking someone how their diet is going while they are eating a dessert is a good example of bad timing.
· Ask permission to ask a question. Asking permission is polite, and it starts the swing toward agreement. Once your counterpart has granted you permission, they are more likely to give you a complete answer. 
9 of 20 – Positive approaches to negotiation – Part 2
WIN-WIN
· This involves looking for resolutions that allow both sides to gain.  
· Negotiators aim to work together towards finding solution to their differences that result in both sides being satisfied. 
· Key points when aiming for a WIN-WIN outcome include:
· -Focus on maintaining the relationship - ‘separate the people from the problem’.
· -Focus on interests not positions.
· -Generate a variety of options that offer gains to both parties before deciding what to do
TEST UNDERSTANDING
· Check that the person you are negotiating with understands the end result of negotiation.
SUMMARISING
· Keep summarising the point that you want to reach.  
10 of 20 – Negative approaches to negotiation – Part 1
DEFEND/ATTACK SPIRALS
· Good negotiators avoid participating in a defend/attack spiral. You know what this sounds like: 
· A attacks B
· B defends herself and attacks A
· A defends herself and attacks B
· B defends herself and attacks A
We’ve all experienced being caught in one of these spirals and know how non-productive they are. Rather than perpetuating such a process, the successful negotiator puts a stop to it by choosing not to say anything that would be perceived as aggressive or defensive.
COUNTER PROPOSALS
The person you are negotiating will go along with your proposal if you give them something in return or change your proposal in some way.  
11 of 20 – Negative approaches to negotiation – Part 2
IRRITATORS
· 'Irritators' are words or phrases which have the potential to irritate through self-praise or condescension and which lack any persuasive function.
· Typical irritators are 'fair', 'reasonable' and 'generous'.  A negotiator who tells the other side what is good for them is using irritator behaviour. If I describe my offer as 'fair' I am saying that the other side is unfair by not acknowledging and accepting this. If I say that I am being 'generous' I am telling the other side that they should be grateful for what I have put on the table.
· These words may seem inconsequential but, in the context of heated exchanges, they can have far-reaching effects.
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Every day, we prioritise how our day will go.  Some people do this meticulously, using calendars, planners and devices, whilst others do it in a less formal way.  
As an entrepreneur, you will have many demands made on your time and it will be extremely important to prioritise your workload in a way that is beneficial to you and your company.  
When you start your business, you don’t want to spend time juggling appointments and rescheduling meetings, you may not have the financial resources to pay for a personal assistant to prioritise your day for you.
It is important to be able to prioritise your workload, appointments and schedule.  
13 of 20 – Making a plan
Prioritising involves making choices of what to do and what not to do. To prioritise effectively you need to be able to recognize what is important, as well as to see the difference between urgent and important.
The important, high priority tasks are the tasks that help us achieve our long-term goals or can have other meaningful and significant long-term consequences. When looking at our plan for the day, many of the tasks we face seem equally urgent and important. 
You need to take a closer look and you will see that many of the tasks we view as urgent are not really important in the long run. 
Ideally, it is best to work in this order:
1. Important urgent tasks – which would cause problems if not completed
2. Important but not urgent tasks - most rewarding in the long run
14 of 20 – Methods of making a plan
The following suggestions are different ways which you can use to make a plan. 
The to-do list 
At the beginning of each day or week, write on a sheet of paper what you want to get done and by when. Rank tasks according to importance or urgency to plan your day and focus your mind.
Delegate 
If there is a task that you always put off, that you are avoiding, ask yourself, can somebody else do it? Consider your work load and look at delegating whole projects that you don’t need to be involved in.
Set realistic deadlines for your tasks
There is no point in allocating the same amount of time to every task you have to do.  You need to be realistic about how long you think each task will take.  
Obviously, if you have carried out the task before, you will have an idea of how long it takes.
If it is a new task, try to over-estimate the time required.  If you don’t allocate yourself enough time, you will feel pressurised to complete the task to meet your deadline and may do an inferior job.  
Be honest about what you think you can achieve in a working day or week so that you don’t feel overwhelmed from the start.
Electronic methods
In addition to the above methods, you may want to use electronic devices or systems to help you prioritize your work load:
· Microsoft Outlook Calendar
· Mobile phone planner
· Electronic calendar
All of these have their own benefits but you should always opt for the system that you are most comfortable with and which aids you the most.  
Even if you have written a to-do list and delegated every task you can, there will always be unexpected interruptions. This could be a phone call or email that makes you change your plans. Be structured about dealing with the interruptions. If you are already working on a task and an email arrives requesting you to do something else, it might be better to finish the task you are working on before dealing with the email request.  
When prioritising, you need to work to your own personal strengths. When you first start your business, you may need to make to-do lists constantly to ensure that everything gets done. As you become more skilled in your business, you will be able to prioritise with more ease and rely less on lists.
15 of 20 – Question 1
Put the steps of negotiation into the correct order:
1. Reformulation of strategies – discussion will take place on strategies that could be used to resolve the situation
2. Orientation and fact finding – here you will start initial discussions to get more information on the subject up for negotiation
3. Hard bargaining and decision making - offers are laid on the table and each party decides a course of action
4. Resistance – each party will voice their objects and resistance to the offers being tables
5. Follow-up - further discussion takes place to ensure the agreements reached are carried out
6. Agreement - each party agrees to what has been discussed and decided on

The correct order for steps of negotiation are:
1. Orientation and fact finding – here you will start initial discussions to get more information on the subject up for negotiation
2. Resistance – each party will voice their objects and resistance to the offers being tables
3. Reformulation of strategies – discussion will take place on strategies that could be used to resolve the situation
4. Hard bargaining and decision making - offers are laid on the table and each party decides a course of action
5. Agreement - each party agrees to what has been discussed and decided on
6. Follow-up - further discussion takes place to ensure the agreements reached are carried out

16 of 20 – Question 2
Using your knowledge of negotiation fill in the BLANK below in the following definition. 
Negotiation is the process of BLANK something with someone in order to reach an agreement with them.
The correct answer is, discussing. 
Negotiation is the process of discussing something with someone in order to reach an agreement with them.
17 of 20 – Question 3
[bookmark: _GoBack]Which of the below negotiation approaches are positive?
A. Win-Win
B. Irritators
C. Counter Proposals
D. Asking Questions
E. Test Understanding
F. Defend/Attack Spirals
G. Irritators
The correct answers are, A, D and E. Win-Win, Asking Questions and Test Understanding.
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What are the four methods of making a plan?
A. Delegate
B. Mind maps
C. The to-do list
D. Step by Step
E. Electronic methods
F. Set realistic deadlines for your tasks.
The correct answers are; A delegate, C the to-do list, E electronic methods and F set realistic deadlines for your tasks. 
19 of 20 – Question 5
Indicate whether the following statement is true or false.
Being a leader means that you can join in with employee moaning sessions and talk disparagingly about other staff.
The correct answer is false, you can’t join in with employee moaning sessions and talk disparagingly about other staff.
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Well done. You have completed this session on leadership.
In this session, we have covered: 
· Developing leadership skills
· Negotiation 
· Prioritising

If you have any questions about the topics covered, please make a note and discuss these further with your tutor.

