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LECTURE NOTES 

Subject: “Leadership & Management Skill” Subject Code: OE301(B) 

Unit – I : Leadership & Management Concepts and Principles 

 

 

INTRODUCTION TO LEADERSHIP AND MANAGEMENT 

Meaning of Leadership 

Leadership is the ability of an individual to influence, motivate and guide people towards the 

achievement of organizational goals. 

A leader creates vision, inspires followers and encourages team members to work willingly and 

enthusiastically. 

Definitions of Leadership 

According to George R. Terry: 

"Leadership is the activity of influencing people to strive willingly for group objectives." 

According to Koontz and O'Donnell: 

"Leadership is the process of influencing people so that they strive willingly towards the 

achievement of group goals." 

Key Elements of Leadership 

1. Influence 

2. Followers 

3. Common objectives 

4. Communication 

5. Motivation 

Meaning of Management 

Management is the process of planning, organizing, staffing, directing and controlling 

organizational resources efficiently and effectively to achieve predetermined objectives. 
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Definitions of Management 

According to Harold Koontz: 

"Management is the art of getting things done through and with people in formally organized 

groups." 

According to Mary Parker Follett: 

"Management is the art of getting things done through people." 

Characteristics of Management 

1. Goal oriented process 

2. Continuous process 

3. Universal activity 

4. Group activity 

5. Dynamic function 

6. Decision making process 

7. Multidisciplinary approach 

8. Social process 

Relationship between Leadership and Management 

Leadership Management 

Focuses on people Focuses on processes 

Creates vision Executes plans 

Inspires employees Controls resources 

Encourages innovation Maintains stability 

Builds trust Maintains discipline 

CONCEPTS OF LEADERSHIP AND MANAGEMENT 

Importance of Leadership 

Leadership is important because it: 

 Provides direction to employees. 

 Motivates workers. 

 Builds teamwork. 

 Resolves conflicts. 
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 Improves productivity. 

 Creates organizational culture. 

Functions of Leadership 

1. Goal setting 

2. Decision making 

3. Motivation 

4. Communication 

5. Coordination 

6. Conflict resolution 

7. Supervision 

Importance of Management 

Management is essential because it: 

 Ensures efficient utilization of resources. 

 Improves productivity. 

 Coordinates organizational activities. 

 Maintains discipline. 

 Helps achieve objectives. 

Levels of Management 

1. Top Level Management 

Examples: 

 Chairman 

 Managing Director 

 Chief Executive Officer 

Functions: 

 Policy making 

 Strategic decisions 

 Long term planning 

2. Middle Level Management 
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Examples: 

 Department heads 

 Plant managers 

 Branch managers 

Functions: 

 Implement policies 

 Coordinate departments 

 Supervise lower level managers 

3. Lower Level Management 

Examples: 

 Supervisors 

 Foremen 

 Section in-charge 

Functions: 

 Direct supervision of workers 

 Daily operations 

 Reporting 

LEADERSHIP THEORIES 

Leadership theories explain how leaders emerge and become effective. 

1. Great Man Theory 

This theory states that leaders are born and not made. 

According to this theory: 

 Leadership qualities are inherited. 

 Great leaders naturally possess leadership ability. 

Examples: 

 Mahatma Gandhi 

 Nelson Mandela 
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Limitations 

 Ignores training and education. 

 Leadership skills can be developed. 

2. Trait Theory 

This theory suggests that successful leaders possess certain traits or qualities. 

Important traits include: 

 Intelligence 

 Confidence 

 Integrity 

 Communication skill 

 Initiative 

 Responsibility 

3. Behavioral Theory 

Behavioral theory states that leaders are made through learning and experience. 

Focus areas: 

 Leader's actions 

 Leader's behavior 

 Leadership style 

4. Situational Theory 

This theory states that no single leadership style is suitable for every situation. 

Leadership effectiveness depends upon: 

 Nature of work 

 Employees' capability 

 Organizational environment 

5. Contingency Theory 

According to contingency theory, leadership effectiveness depends on matching leadership style 

with organizational situations. 
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6. Transformational Leadership Theory 

Transformational leaders inspire followers to exceed expectations. 

Characteristics: 

 Visionary thinking 

 Innovation 

 Motivation 

 Employee development 

LEADERSHIP CHARACTERISTICS 

An effective leader possesses several qualities. 

1. Vision 

Ability to foresee future opportunities and challenges. 

2. Integrity 

Honesty and ethical behavior. 

3. Self-confidence 

Confidence helps leaders take decisions effectively. 

4. Communication Skill 

Leaders must communicate clearly. 

5. Decision Making Ability 

Quick and rational decisions are essential. 

6. Emotional Stability 

Leaders should remain calm during crises. 

7. Motivation Ability 

Leaders motivate followers to perform better. 
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8. Accountability 

Accepting responsibility for outcomes. 

9. Creativity 

Developing innovative ideas. 

10. Team Building Ability 

Creating cooperation among members. 

PRINCIPLES OF MANAGEMENT 

The principles of management were proposed by Henri Fayol. 

1. Division of Work 

Specialization increases efficiency. 

2. Authority and Responsibility 

Authority and responsibility should go together. 

3. Discipline 

Employees must obey organizational rules. 

4. Unity of Command 

An employee should receive orders from only one superior. 

5. Unity of Direction 

Activities with similar objectives should have one plan and one head. 

6. Subordination of Individual Interest 

Organizational interest should prevail over personal interest. 

7. Remuneration 

Employees should receive fair wages. 
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PRINCIPLES OF MANAGEMENT (CONTINUED) 

8. Centralization 

Balance between centralized and decentralized authority. 

9. Scalar Chain 

There should be a clear line of authority. 

10. Order 

Proper arrangement of people and materials. 

11. Equity 

Managers should treat employees fairly. 

12. Stability of Tenure 

Frequent employee turnover reduces efficiency. 

13. Initiative 

Employees should be encouraged to suggest ideas. 

14. Esprit de Corps 

Promote team spirit and unity. 

MANAGERIAL FUNCTIONS 

Management consists of five major functions. 

1. Planning 

Planning means deciding in advance: 

 What to do? 

 How to do? 

 When to do? 

 Who will do? 
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Importance 

 Reduces uncertainty 

 Improves efficiency 

 Facilitates coordination 

2. Organizing 

Organizing involves: 

 Allocation of duties 

 Formation of departments 

 Distribution of authority 

3. Staffing 

Staffing includes: 

 Recruitment 

 Selection 

 Training 

 Promotion 

 Performance appraisal 

MANAGERIAL FUNCTIONS (CONTINUED) 

4. Directing 

Directing means guiding and supervising employees. 

Components: 

 Leadership 

 Motivation 

 Communication 

 Supervision 
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5. Controlling 

Controlling involves: 

1. Setting standards 

2. Measuring performance 

3. Comparing actual and standard performance 

4. Corrective action 

Importance of Controlling 

 Improves quality. 

 Reduces wastage. 

 Ensures goal achievement. 

 Maintains discipline. 

LEADER Vs MANAGER 

Basis Leader Manager 

Objective Creates vision Executes plans 

Focus People Systems 

Power Influence Authority 

Approach Innovation Administration 

Risk Takes risks Minimizes risks 

Orientation Long term Short term 

Motivation Inspires people Controls people 

Change Promotes change Maintains stability 

Leader Traits 

1. Visionary 

2. Inspirational 

3. Creative 

4. Risk taking 

5. Charismatic 

6. Innovative 
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Manager Traits 

1. Organized 

2. Disciplined 

3. Analytical 

4. Systematic 

5. Administrative 

6. Efficient 

Character of Effective Leaders and Managers 

 Honesty 

 Integrity 

 Accountability 

 Fairness 

 Commitment 

 Respect for others 

 Professional ethics 

LEADERSHIP STYLES 

Leadership style refers to the method adopted by a leader to influence followers. 

1. Autocratic Leadership 

The leader takes decisions alone. 

Features 

 Centralized authority 

 Strict supervision 

 Limited employee participation 

Advantages 

 Quick decisions 

 Effective during emergencies 

Disadvantages 

 Low morale 

 Reduced creativity 
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2. Democratic Leadership 

Employees participate in decision making. 

Advantages 

 Higher motivation 

 Better teamwork 

 Increased creativity 

Disadvantages 

 Time consuming decisions 

3. Laissez-Faire Leadership 

The leader provides maximum freedom to employees. 

Advantages 

 Encourages innovation 

 Suitable for experts 

Disadvantages 

 Lack of control 

 Possibility of confusion 

4. Transactional Leadership 

Leadership based on rewards and punishments. 

Features 

 Performance monitoring 

 Clear expectations 

 Structured environment 

5. Transformational Leadership 

Leaders inspire employees to achieve extraordinary results. 
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Features 

 Visionary approach 

 Employee empowerment 

 Innovation 

Comparison of Leadership Styles 

Feature Autocratic Democratic Laissez-Faire 

Decision Making Leader Group Employees 

Authority High Shared Very Low 

Employee Participation Low High Very High 

Creativity Low High High 

Speed of Decision Fast Moderate Slow 

 

IMPORTANT SHORT QUESTIONS 

1. Define leadership. 

2. Define management. 

3. State any four characteristics of leadership. 

4. Mention Fayol's principles of management. 

5. What are managerial functions? 

6. Differentiate leader and manager. 

7. Explain democratic leadership. 

8. What is transformational leadership? 

9. What is unity of command? 

10. Define planning. 

LONG QUESTIONS 

1. Explain various leadership theories. 

2. Discuss the characteristics of an effective leader. 

3. Explain the principles of management proposed by Henri Fayol. 

4. Describe managerial functions in detail. 

5. Differentiate between a leader and a manager. 

6. Explain different leadership styles with advantages and disadvantages. 
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MULTIPLE CHOICE QUESTIONS 

1. Leadership is the process of: 

a) Controlling machines 

b) Influencing people 

c) Maintaining inventory 

d) Accounting 

Answer: (b) 

2. The principles of management were proposed by: 

a) Taylor 

b) Fayol 

c) Drucker 

d) Mayo 

Answer: (b) 

3. Which function comes first in management? 

a) Organizing 

b) Staffing 

c) Planning 

d) Controlling 

Answer: (c) 

4. Democratic leadership encourages: 

a) Fear 

b) Participation 

c) Punishment 

d) Isolation 

Answer: (b) 

5. A manager mainly focuses on: 

a) Vision 

b) Systems and processes 

c) Inspiration 

d) Emotions 

Answer: (b) 
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UNIT – II: HUMAN RESOURCE MANAGEMENT IN ORGANIZATIONS 

INTRODUCTION TO HUMAN RESOURCE MANAGEMENT (HRM) 

Meaning of Human Resource Management 

Human Resource Management (HRM) is the process of planning, organizing, directing and 

controlling the procurement, development, compensation, integration, maintenance and 

separation of human resources to achieve organizational objectives efficiently and effectively. 

Human resources are considered the most valuable assets of an organization because machines, 

materials and money cannot produce results without people. 

Definitions of HRM 

According to Edwin B. Flippo: 

"Human Resource Management is the planning, organizing, directing and controlling of 

procurement, development, compensation, integration, maintenance and separation of human 

resources to accomplish organizational objectives." 

According to Gary Dessler: 

"HRM refers to policies and practices involved in carrying out the people or human resource 

aspects of a management position." 

Importance of HRM 

1. Ensures availability of skilled manpower. 

2. Improves employee productivity. 

3. Enhances employee satisfaction. 

4. Reduces employee turnover. 

5. Maintains industrial harmony. 

6. Develops leadership qualities. 

7. Helps achieve organizational goals. 
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Human Resource Management Cycle 

Human Resource Planning 

↓ 

Recruitment 

↓ 

Selection 

↓ 

Training 

↓ 

Performance Appraisal 

↓ 

Promotion and Development 

↓ 

Retirement/Separation 

NATURE, OBJECTIVES AND SCOPE OF HRM 

Nature of HRM 

The major characteristics of HRM are: 

1. Human oriented approach. 

2. Continuous process. 

3. Development-oriented function. 

4. Integral part of management. 

5. Multidisciplinary in nature. 

6. Future-oriented approach. 

7. Action-oriented process. 

8. Comprehensive function. 

Objectives of HRM 

1. Organizational Objectives 

 Achievement of organizational goals. 

 Improvement of productivity. 

2. Functional Objectives 

 Proper utilization of human resources. 
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3. Personal Objectives 

 Employee growth and development. 

4. Social Objectives 

 Contribution to society and ethical practices. 

Scope of HRM 

The scope of HRM includes: 

Procurement Functions 

 Human resource planning 

 Recruitment 

 Selection 

 Placement 

Development Functions 

 Training 

 Career development 

 Performance appraisal 

Compensation Functions 

 Wage and salary administration 

 Incentives 

 Bonus and benefits 

Maintenance Functions 

 Welfare measures 

 Safety and health 

 Employee relations 

Separation Functions 

 Retirement 

 Resignation 

 Layoff 

 Termination 
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JOB AND JOB ANALYSIS 

Meaning of Job 

A job is a collection of tasks, duties and responsibilities assigned to an employee. 

Example: 

Lecturer 

 Teaching 

 Evaluation 

 Student guidance 

 Research activities 

Workshop Instructor 

 Conducting practical classes 

 Equipment maintenance 

 Student supervision 

Meaning of Job Analysis 

Job analysis is the process of collecting and analyzing information about the duties, 

responsibilities, skills and working conditions of a job. 

It provides detailed information regarding what work is to be done and who should perform it. 

Definitions of Job Analysis 

According to Michael J. Jucius: 

"Job analysis is the process of studying and collecting information relating to the operations and 

responsibilities of a specific job." 

Objectives of Job Analysis 

1. Recruitment and selection. 

2. Training requirements identification. 

3. Performance appraisal. 

4. Wage determination. 

5. Job evaluation. 

6. Promotion decisions. 
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COMPONENTS OF JOB ANALYSIS 

1. Job Description 

A written statement describing duties and responsibilities of a job. 

Contents of Job Description 

 Job title 

 Job location 

 Duties and responsibilities 

 Reporting authority 

 Working conditions 

Example of Job Description 

Job Title: 

Lecturer in Mechanical Engineering 

Duties: 

 Conduct theory and practical classes. 

 Prepare lesson plans. 

 Evaluate answer scripts. 

 Mentor students. 

2. Job Specification 

A written statement describing qualifications and qualities required for a job holder. 

Contents 

 Educational qualification 

 Experience 

 Technical skills 

 Communication ability 

 Physical requirements 

 

 



PREPARED BY Er. DEVI PRASAD ACHARYA, Lect. Mech. OSME, Keonjhar Page 20 
 

Difference Between Job Description and Job Specification 

Job Description Job Specification 

Describes the job Describes the employee 

Focuses on duties Focuses on qualifications 

Job-oriented Person-oriented 

 

STAFF DEVELOPMENT 

Meaning of Staff Development 

Staff development refers to activities undertaken to improve employee knowledge, skills, 

attitudes and competencies for better performance. 

Need for Staff Development 

1. Technological advancement. 

2. Increased competition. 

3. Changing work methods. 

4. Skill enhancement. 

5. Leadership development. 

6. Employee motivation. 

Objectives of Staff Development 

 Improve productivity. 

 Enhance employee competence. 

 Prepare employees for future responsibilities. 

 Improve morale and motivation. 

 Reduce supervision requirements. 

 Increase organizational effectiveness. 

APPROACHES TO STAFF DEVELOPMENT 

1. On-the-Job Approach 

Learning while performing actual work. 
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Examples: 

 Coaching 

 Job rotation 

 Mentoring 

 Apprenticeship 

Advantages 

 Practical experience 

 Lower cost 

 Immediate application 

2. Off-the-Job Approach 

Training away from the workplace. 

Examples: 

 Workshops 

 Seminars 

 Conferences 

 Classroom training 

Advantages 

 Better concentration 

 Exposure to experts 

 Advanced knowledge acquisition 

3. Self-Development Approach 

Employees take responsibility for their own learning. 

Examples: 

 Online courses 

 Professional certifications 

 Self-study 

 

 



PREPARED BY Er. DEVI PRASAD ACHARYA, Lect. Mech. OSME, Keonjhar Page 22 
 

TRAINING AND DEVELOPMENT 

Meaning of Training 

Training is the process of improving employee skills and knowledge for performing current jobs 

effectively. 

Meaning of Development 

Development refers to preparing employees for future responsibilities and higher positions. 

Difference Between Training and Development 

Training Development 

Short-term Long-term 

Current job focus Future job focus 

Technical skills Managerial skills 

Specific objectives Broad objectives 

 

Importance of Training 

1. Improves productivity. 

2. Reduces accidents. 

3. Improves quality. 

4. Increases confidence. 

5. Reduces supervision. 

TRAINING METHODS 

On-the-Job Training Methods 

 Coaching 

 Mentoring 

 Job instruction training 

 Job rotation 

 Apprenticeship 

 

Off-the-Job Training Methods 
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 Lectures 

 Seminars 

 Case studies 

 Role playing 

 Simulations 

 Management games 

Training Process 

Training Needs Identification 

↓ 

Training Objectives 

↓ 

Program Design 

↓ 

Training Implementation 

↓ 

Evaluation 

ORGANIZATIONAL DEVELOPMENT (OD) 

Meaning of Organizational Development 

Organizational Development is a planned and systematic effort to improve organizational 

effectiveness and employee well-being through changes in processes, culture and structure. 

Objectives of OD 

1. Improve organizational effectiveness. 
2. Enhance employee satisfaction. 

3. Improve communication. 

4. Encourage teamwork. 

5. Manage change successfully. 

Characteristics of OD 

 Planned effort 

 Long-term approach 

 Organization-wide process 

 Behavioural science based 

 Continuous improvement 

Components of Organizational Development Process 
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1. Problem Identification 

Recognizing organizational issues. 

 

2. Data Collection 

Gathering relevant information. 

3. Diagnosis 

Analyzing problems and causes. 

4. Action Planning 

Developing improvement plans. 

5. Intervention 

Implementing changes. 

6. Evaluation 

Assessing effectiveness. 

OD Process Flowchart 

Problem Identification 

↓ 

Data Collection 

↓ 

Diagnosis 

↓ 

Action Planning 

↓ 

Intervention 

↓ 

Evaluation 

 

LEARNING ORGANIZATION 
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Meaning of Learning Organization 

A learning organization continuously acquires, creates and transfers knowledge and modifies its 
behaviour to reflect new knowledge and insights. 

The organization encourages continuous learning among employees. 

Characteristics of Learning Organization 

1. Continuous learning. 

2. Knowledge sharing. 

3. Team learning. 

4. Innovation and creativity. 

5. Employee empowerment. 

6. Systems thinking. 

7. Adaptability. 

Benefits of Learning Organization 

 Improved innovation. 

 Better problem solving. 

 Increased flexibility. 

 Higher employee engagement. 

 Competitive advantage. 

Challenges of Learning Organization 

 Resistance to change. 

 High training costs. 

 Lack of commitment. 

 Poor communication. 

Difference Between Traditional Organization and Learning Organization 

Traditional Organization Learning Organization 

Hierarchical structure Flexible structure 

Limited information sharing Open communication 

Reactive approach Proactive approach 

Individual learning Team learning 

Stability oriented Change oriented 

 

UNIT–II SUMMARY 
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After studying this unit, students should be able to: 

1. Explain the meaning, nature, objectives and scope of HRM. 

2. Describe job and job analysis. 

3. Explain staff development and its approaches. 

4. Differentiate between training and development. 

5. Explain organizational development and its process. 

6. Describe the concept of learning organization. 

IMPORTANT SHORT QUESTIONS 

1. Define HRM. 

2. State the objectives of HRM. 

3. Define job analysis. 

4. Differentiate job description and job specification. 

5. What is staff development? 

6. Mention approaches to staff development. 

7. Differentiate training and development. 

8. Define Organizational Development. 

9. Explain learning organization. 

10. List the components of OD process. 

LONG QUESTIONS 

1. Explain the meaning, objectives and scope of HRM. 

2. Discuss job analysis and its components. 

3. Explain staff development and its approaches. 

4. Differentiate training and development with examples. 

5. Explain the Organizational Development process. 

6. Describe the characteristics and benefits of a learning organization. 

MULTIPLE CHOICE QUESTIONS 

1. HRM primarily deals with: 

a) Machines 

b) Materials 

c) Human resources 

d) Finance 

Answer: (c) 
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2. Job analysis provides information regarding: 

a) Market demand 

b) Job duties and responsibilities 

c) Company profits 

d) Inventory 

Answer: (b) 

3. Training mainly focuses on: 

a) Future jobs 

b) Current jobs 

c) Retirement 

d) Promotion 

Answer: (b) 

4. Organizational Development is: 

a) Unplanned change 

b) Planned change 

c) Financial planning 

d) Inventory control 

Answer: (b) 

5. A learning organization promotes: 

a) Knowledge hiding 

b) Knowledge sharing 

c) Centralization 

d) Isolation 

Answer: (b) 
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UNIT – III: PERSONAL DISPOSITION, SKILLS AND ABILITIES OF LEADERS 

SELF-AWARENESS: FOUNDATION OF LEADERSHIP 

Introduction 

Self-awareness is the ability of an individual to understand and recognize his or her own 

emotions, strengths, weaknesses, values, beliefs, attitudes and behavior patterns. 

Self-awareness is considered the foundation of effective leadership because a leader who 

understands himself or herself can understand and manage others better. 

Definition of Self-Awareness 

According to Daniel Goleman: 

"Self-awareness is the ability to recognize and understand one's moods, emotions and drives and 

their effects on others." 

Components of Self-Awareness 

1. Emotional Awareness 

Understanding one's own emotions and feelings. 

2. Accurate Self-Assessment 

Knowing one's strengths and limitations. 

3. Self-Confidence 

Having faith in one's capabilities and decisions. 

Importance of Self-Awareness in Leadership 

1. Improves decision-making ability. 

2. Enhances emotional control. 

3. Improves interpersonal relationships. 

4. Helps leaders manage stress. 

5. Increases confidence. 

6. Builds trust among team members. 

7. Supports continuous improvement. 
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Techniques to Develop Self-Awareness 

 Self-reflection 

 Feedback from others 

 Journaling 

 Personality assessment 

 Meditation and mindfulness 

 Performance evaluation 

Self-Awareness Cycle 

Experience 

↓ 

Reflection 

↓ 

Learning 

↓ 

Improvement 

↓ 

Better Performance 

LEADERSHIP CHARACTERISTICS AND TRAITS 

Meaning of Leadership Traits 

Leadership traits are personal qualities and characteristics that enable an individual to 

influence and guide others effectively. 

Major Leadership Characteristics 

1. Vision 

The ability to foresee future opportunities and challenges. 

2. Integrity 

Honesty and ethical conduct in all activities. 

3. Confidence 

Belief in one's abilities and decisions. 
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4. Responsibility 

Accepting accountability for actions and decisions. 

5. Courage 

Ability to take difficult decisions despite uncertainty. 

6. Communication Skill 

Ability to convey ideas clearly and effectively. 

7. Empathy 

Understanding and sharing the feelings of others. 

8. Adaptability 

Ability to adjust to changing situations. 

9. Creativity 

Generating innovative ideas and solutions. 

10. Commitment 

Dedication towards organizational goals. 

Importance of Leadership Traits 

 Builds employee trust. 

 Improves team performance. 

 Enhances organizational culture. 

 Encourages employee engagement. 

LEADERSHIP SKILLS AND ABILITIES 

Meaning 

Leadership skills are the competencies and capabilities required to guide individuals and teams 

toward organizational objectives. 

 



PREPARED BY Er. DEVI PRASAD ACHARYA, Lect. Mech. OSME, Keonjhar Page 31 
 

Major Leadership Skills 

1. Decision-Making Skill 

The ability to choose the best alternative among available options. 

2. Problem-Solving Skill 

The ability to identify problems and develop solutions. 

3. Communication Skill 

Effective exchange of information and ideas. 

4. Delegation Skill 

Assigning responsibilities to suitable employees. 

5. Team Building Skill 

Developing cooperation and trust among members. 

6. Negotiation Skill 

Reaching mutually beneficial agreements. 

7. Conflict Management Skill 

Resolving disputes effectively. 

8. Time Management Skill 

Efficient use of available time. 

9. Strategic Thinking Ability 

Planning for long-term goals and growth. 

10. Adaptability Ability 

Responding effectively to change. 

 



PREPARED BY Er. DEVI PRASAD ACHARYA, Lect. Mech. OSME, Keonjhar Page 32 
 

Technical, Human and Conceptual Skills 

According to Robert L. Katz, managers require three essential skills: 

Technical Skills 

Knowledge and proficiency in specific activities. 

Human Skills 

Ability to work effectively with people. 

Conceptual Skills 

Ability to understand the organization as a whole. 

Skill Requirement at Different Levels 

Management Level Technical Skill Human Skill Conceptual Skill 

Top Level Low High Very High 

Middle Level Moderate High High 

Lower Level High Moderate Low 

EMOTIONAL INTELLIGENCE (EI) 

Meaning of Emotional Intelligence 

Emotional Intelligence is the ability to recognize, understand, manage and use emotions 

effectively in oneself and others. 

Definition 

According to Daniel Goleman: 

"Emotional intelligence is the capacity for recognizing our own feelings and those of others, for 

motivating ourselves and for managing emotions effectively in ourselves and in our relationships." 
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Importance of Emotional Intelligence 

1. Better leadership effectiveness. 

2. Improved communication. 

3. Enhanced teamwork. 

4. Better conflict management. 

5. Improved employee motivation. 

6. Better stress management. 

COMPONENTS OF EMOTIONAL INTELLIGENCE 

According to the Emotional Intelligence model proposed by Daniel Goleman, EI consists of five 

major components. 

1. Self-Awareness 

Understanding one's emotions. 

2. Self-Regulation 

Controlling emotions and impulses. 

3. Motivation 

Internal drive to achieve goals. 

4. Empathy 

Understanding the emotions of others. 

5. Social Skills 

Building and maintaining relationships. 

Emotional Intelligence Model 

Emotional Intelligence 

│ 

┌──────┼──────┐ 

│      │      │ 

Self- Self- Motivation 

Aware Regulation 

│ 

Empathy 

│ 

Social Skills 
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Benefits of Emotional Intelligence in Leadership 

 Builds trust. 

 Improves employee morale. 

 Enhances cooperation. 

 Encourages innovation. 

 Reduces conflicts. 

COMMUNICATION SKILLS FOR EFFECTIVE LEADERSHIP 

Meaning of Communication 

Communication is the process of transmitting information, ideas, feelings and understanding 

from one person to another. 

Communication Process 

Sender 

↓ 

Message 

↓ 

Encoding 

↓ 

Channel 

↓ 

Receiver 

↓ 

Feedback 

Importance of Communication in Leadership 

1. Provides direction. 

2. Motivates employees. 

3. Builds trust. 

4. Reduces misunderstandings. 

5. Improves coordination. 
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Communication Skills Required for Leaders 

 Clear speaking 

 Effective writing 

 Presentation skills 

 Feedback giving 

 Negotiation 

 Persuasion 

BARRIERS TO EFFECTIVE COMMUNICATION 

Meaning 

Communication barriers are obstacles that prevent accurate understanding of messages. 

Types of Communication Barriers 

1. Physical Barriers 

Noise, distance and poor infrastructure. 

2. Semantic Barriers 

Differences in language and terminology. 

3. Psychological Barriers 

Fear, anger and stress. 

4. Organizational Barriers 

Complex hierarchy and bureaucracy. 

5. Cultural Barriers 

Differences in customs and values. 

6. Personal Barriers 

Poor listening and attitudes. 
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Methods to Overcome Communication Barriers 

 Use simple language. 

 Encourage feedback. 

 Improve listening skills. 

 Reduce noise and interruptions. 

 Use multiple communication channels. 

ACTIVE LISTENING AND MINDFUL LISTENING 

Active Listening 

Active listening means listening attentively and understanding the speaker's message 

completely. 

Characteristics of Active Listening 

 Maintaining eye contact. 

 Asking questions. 

 Giving feedback. 

 Avoiding interruptions. 

 Clarifying doubts. 

Benefits of Active Listening 

 Builds trust. 

 Improves understanding. 

 Reduces conflict. 

 Strengthens relationships. 

Mindful Listening 

Mindful listening means paying full attention to the speaker without judgment or distraction. 

Characteristics of Mindful Listening 

 Being fully present. 

 Avoiding assumptions. 

 Observing verbal and non-verbal cues. 

 Responding thoughtfully. 
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Difference Between Active and Mindful Listening 

Active Listening Mindful Listening 

Focus on understanding Focus on awareness 

Includes feedback Includes presence 

Interactive process Reflective process 

 

LEADING AND MENTORSHIP: INFLUENCING AND MENTORING 

Meaning of Leading 

Leading is the process of influencing people to work willingly towards achieving organizational 

goals. 

Meaning of Mentorship 

Mentorship is a developmental relationship in which an experienced person guides and 

supports a less experienced individual. 

Importance of Mentorship 

1. Knowledge transfer. 

2. Career development. 

3. Confidence building. 

4. Skill development. 

5. Leadership development. 

Influencing Skills of Leaders 

Rational Influence 

Using facts and logic. 

Inspirational Influence 

Using motivation and vision. 

Collaborative Influence 

Building participation and teamwork. 
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Relationship Influence 

Using trust and credibility. 

Qualities of a Good Mentor 

 Experience 

 Patience 

 Empathy 

 Integrity 

 Communication skill 

 Commitment to development 

Mentor-Mentee Relationship Process 

Trust Building 

↓ 

Goal Setting 

↓ 

Guidance and Support 

↓ 

Skill Development 

↓ 

Performance Improvement 

↓ 

Career Growth 

UNIT–III SUMMARY 

After completion of this unit, students should be able to: 

1. Explain the concept of self-awareness. 

2. Describe leadership traits and characteristics. 

3. Explain leadership skills and abilities. 

4. Discuss emotional intelligence and its components. 

5. Explain communication skills for effective leadership. 

6. Identify barriers to communication and methods to overcome them. 

7. Differentiate active listening and mindful listening. 

8. Explain the role of leadership in mentoring and influencing others. 
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IMPORTANT SHORT QUESTIONS 

1. Define self-awareness. 

2. State any five leadership traits. 

3. What are conceptual skills? 

4. Define emotional intelligence. 

5. List the components of emotional intelligence. 

6. Define active listening. 

7. What is mindful listening? 

8. Mention barriers to communication. 

9. Define mentorship. 

10. State the qualities of a good mentor. 

LONG QUESTIONS 

1. Explain self-awareness and its importance in leadership. 

2. Discuss leadership traits and characteristics in detail. 

3. Explain leadership skills and abilities required for effective leadership. 

4. Discuss emotional intelligence and its components. 

5. Explain communication skills and barriers to effective communication. 

6. Differentiate active listening and mindful listening. 

7. Explain mentoring and influencing skills of leaders. 

MULTIPLE CHOICE QUESTIONS 

1. Self-awareness is primarily related to: 

a) Finance 

b) Machines 

c) Understanding oneself 

d) Marketing 

Answer: (c) 

2. Emotional Intelligence was popularized by: 

a) Fayol 

b) Taylor 

c) Daniel Goleman 

d) Drucker 

Answer: (c) 
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3. Which is not a component of emotional intelligence? 

a) Empathy 

b) Motivation 

c) Inventory Control 

d) Social Skills 

Answer: (c) 

4. Active listening mainly involves: 

a) Interrupting frequently 

b) Listening attentively 

c) Ignoring feedback 

d) Speaking continuously 

Answer: (b) 

5. Mentorship primarily focuses on: 

a) Punishment 

b) Development and guidance 

c) Financial management 

d) Inventory control 

Answer: (b) 
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UNIT – IV: LEADER'S ROLE IN MOTIVATING, INSPIRING AND TRANSFORMATIVE 

LEADERSHIP, NURTURING TEAMWORK 

GOAL SETTING AND LEADERSHIP 

Introduction 

One of the primary responsibilities of a leader is to establish clear goals and guide team 

members towards achieving them. Effective goal setting provides direction, motivation, focus 

and a basis for evaluating performance. 

Meaning of Goal Setting 

Goal setting is the process of identifying desired outcomes and developing action plans to 

achieve them within a specified time frame. 

A goal answers the following questions: 

 What is to be achieved? 

 By whom will it be achieved? 

 When should it be achieved? 

 How will it be achieved? 

Importance of Goal Setting in Leadership 

1. Provides direction to employees. 

2. Improves employee motivation. 

3. Enhances productivity. 

4. Facilitates performance evaluation. 

5. Encourages commitment and accountability. 

6. Reduces confusion and uncertainty. 

7. Improves coordination among team members. 

Characteristics of Effective Goals 

Leaders should establish SMART goals. 

S – Specific 

Goals should be clearly defined. 

 



PREPARED BY Er. DEVI PRASAD ACHARYA, Lect. Mech. OSME, Keonjhar Page 42 
 

M – Measurable 

Progress should be measurable. 

A – Achievable 

Goals should be realistic and attainable. 

R – Relevant 

Goals should align with organizational objectives. 

T – Time Bound 

Goals should have deadlines. 

SMART Goal Model 

Specific 

↓ 

Measurable 

↓ 

Achievable 

↓ 

Relevant 

↓ 

Time Bound 

Role of Leaders in Goal Setting 

 Establish organizational objectives. 

 Communicate goals clearly. 

 Allocate resources. 

 Monitor progress. 

 Provide feedback and support. 

 Encourage participation in goal formulation. 
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TRANSFORMATIVE LEADERSHIP 

Meaning of Transformative Leadership 

Transformative leadership is a leadership style in which leaders inspire followers to achieve 

exceptional results by changing attitudes, beliefs and values. 

Transformative leaders motivate employees to exceed expectations and contribute to 

organizational growth. 

Definition 

According to James MacGregor Burns: 

"Transformational leadership occurs when leaders and followers raise one another to higher levels 

of motivation and morality." 

Characteristics of Transformative Leaders 

1. Visionary thinking. 

2. Strong communication skills. 

3. Ability to inspire followers. 

4. Creativity and innovation. 

5. High ethical standards. 

6. Focus on employee development. 

7. Ability to manage change. 

Components of Transformative Leadership 

1. Idealized Influence 

Leader acts as a role model. 

2. Inspirational Motivation 

Leader inspires employees through vision. 

3. Intellectual Stimulation 

Leader encourages innovation and creativity. 
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4. Individualized Consideration 

Leader gives personal attention to followers. 

Benefits of Transformative Leadership 

 Higher employee satisfaction. 

 Increased innovation. 

 Better teamwork. 

 Greater organizational commitment. 

 Improved productivity. 

VISION AND ENVISIONING 

Meaning of Vision 

Vision is a clear picture of the desired future state of an organization. 

It describes where the organization wants to be in the future. 

Meaning of Envisioning 

Envisioning is the process of creating, communicating and sharing the future vision with 

employees. 

Characteristics of Effective Vision 

1. Clear and understandable. 

2. Challenging but achievable. 

3. Inspiring and motivating. 

4. Future-oriented. 

5. Consistent with organizational values. 

Importance of Vision in Leadership 

 Provides long-term direction. 

 Motivates employees. 

 Helps in strategic planning. 

 Improves coordination. 

 Encourages innovation. 
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Vision Creation Process 

Environmental Analysis 

↓ 

Identify Opportunities 

↓ 

Develop Vision 

↓ 

Communicate Vision 

↓ 

Implement Vision 

MOTIVATIONAL ROLE OF LEADER IN PEOPLE MANAGEMENT 

Meaning of Motivation 

Motivation is the process of stimulating individuals to take action to achieve desired objectives. 

Definition 

According to William G. Scott: 

"Motivation means a process of stimulating people to action to accomplish desired goals." 

Importance of Motivation 

1. Improves productivity. 

2. Increases employee commitment. 

3. Reduces absenteeism. 

4. Improves morale. 

5. Encourages innovation. 

Role of Leaders in Motivation 

1. Providing Recognition 

Employees appreciate appreciation and rewards. 

2. Delegating Responsibility 

Providing opportunities for growth. 
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3. Maintaining Open Communication 

Encouraging employee participation. 

4. Providing Training 

Improving employee competence. 

5. Creating Positive Work Environment 

Promoting teamwork and trust. 

Types of Motivation 

Intrinsic Motivation 

Motivation arising from internal satisfaction. 

Examples: 

 Achievement 

 Personal growth 

 Recognition 

Extrinsic Motivation 

Motivation arising from external rewards. 

Examples: 

 Salary 

 Promotion 

 Bonus 

GROUP AND TEAM 

Meaning of Group 

A group is a collection of individuals who interact with each other to achieve individual or 

common objectives. 

Example: 

Students in a classroom. 
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Meaning of Team 

A team is a group of individuals working together with shared goals and collective 

responsibility. 

Example: 

Project team in an organization. 

Difference Between Group and Team 

Basis Group Team 

Objective Individual goals Common goals 

Responsibility Individual Shared 

Accountability Individual Collective 

Coordination Limited High 

Synergy Low High 

 

Characteristics of Effective Teams 

1. Common objective. 

2. Mutual trust. 

3. Open communication. 

4. Cooperation. 

5. Shared responsibility. 

6. Leadership support. 

TEAM DYNAMICS 

Meaning of Team Dynamics 

Team dynamics refer to the interactions and relationships among team members that influence 

team performance. 

Elements of Team Dynamics 

1. Communication 

Exchange of information among members. 
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2. Trust 

Confidence in team members. 

3. Cooperation 

Working together towards common goals. 

4. Leadership 

Providing direction and support. 

5. Roles and Responsibilities 

Clear allocation of work. 

Stages of Team Development 

According to Bruce Tuckman: 

1. Forming 

Team members meet and understand objectives. 

2. Storming 

Conflicts and disagreements arise. 

3. Norming 

Team members develop cooperation. 

4. Performing 

Team performs effectively. 

5. Adjourning 

Team completes its task and disbands. 
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Team Development Model 

Forming 

↓ 

Storming 

↓ 

Norming 

↓ 

Performing 

↓ 

Adjourning 

CONFLICT MANAGEMENT 

Meaning of Conflict 

Conflict is a disagreement or clash between individuals or groups arising from differences in 

goals, values or interests. 

Causes of Conflict 

1. Poor communication. 

2. Competition for resources. 

3. Personality differences. 

4. Differences in values. 

5. Role ambiguity. 

6. Work pressure. 

Types of Conflict 

Intrapersonal Conflict 

Conflict within an individual. 

Interpersonal Conflict 

Conflict between individuals. 
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Intergroup Conflict 

Conflict between groups. 

Organizational Conflict 

Conflict involving organizational units. 

Positive Effects of Conflict 

 Encourages creativity. 

 Improves problem-solving. 

 Promotes innovation. 

 Identifies hidden issues. 

Negative Effects of Conflict 

 Reduces morale. 

 Decreases productivity. 

 Creates stress. 

 Damages relationships. 

STRATEGIES IN MANAGING CONFLICTS 

Conflict Management 

Conflict management refers to the process of identifying and resolving conflicts effectively to 

achieve organizational objectives. 

Conflict Management Strategies 

1. Avoiding 

Ignoring the conflict temporarily. 

Suitable when: 

 Issue is minor. 

 Emotions are high. 
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2. Accommodating 

One party gives priority to others. 

Suitable when: 

 Maintaining relationships is important. 

3. Competing 

One party pursues its own interests strongly. 

Suitable during emergencies. 

4. Compromising 

Both parties make concessions. 

Suitable for temporary solutions. 

5. Collaborating 

Both parties work together to find a win-win solution. 

This is generally considered the most effective strategy. 

Conflict Resolution Process 

Identify Conflict 

↓ 

Analyze Causes 

↓ 

Generate Alternatives 

↓ 

Select Solution 

↓ 

Implement Solution 

↓ 

Evaluate Results 
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ROLE OF LEADERS IN CONFLICT MANAGEMENT 

1. Encourage open communication. 

2. Maintain neutrality. 

3. Promote collaboration. 

4. Focus on organizational objectives. 

5. Develop trust among employees. 

UNIT–IV SUMMARY 

After studying this unit, students should be able to: 

1. Explain the role of leaders in goal setting. 

2. Describe transformative leadership and its characteristics. 

3. Explain vision and envisioning. 

4. Discuss the motivational role of leaders. 

5. Differentiate between groups and teams. 

6. Explain team dynamics and team development stages. 

7. Describe conflict and conflict management strategies. 

IMPORTANT SHORT QUESTIONS 

1. Define goal setting. 

2. What is transformative leadership? 

3. Define vision. 

4. What is envisioning? 

5. Define motivation. 

6. Differentiate group and team. 

7. What is team dynamics? 

8. State Tuckman's stages of team development. 

9. Define conflict management. 

10. List conflict management strategies. 

LONG QUESTIONS 

1. Explain the role of leaders in goal setting. 

2. Discuss transformative leadership and its components. 

3. Explain vision and envisioning in leadership. 

4. Describe the motivational role of leaders in people management. 

5. Differentiate between group and team. 

6. Explain team dynamics and stages of team development. 

7. Discuss conflict management strategies in detail. 
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MULTIPLE CHOICE QUESTIONS 

1. SMART goals include: 

a) Technical 

b) Time Bound 

c) Tactical 

d) Temporary 

Answer: (b) 

2. Transformational leadership was popularized by: 

a) Fayol 

b) Burns 

c) Taylor 

d) Mayo 

Answer: (b) 

3. Which stage follows Storming in Tuckman's model? 

a) Performing 

b) Norming 

c) Forming 

d) Adjourning 

Answer: (b) 

4. A team differs from a group because of: 

a) Shared goals 

b) Different location 

c) Higher salary 

d) Individual competition 

Answer: (a) 

5. Which conflict management strategy seeks a win-win solution? 

a) Avoiding 

b) Competing 

c) Collaborating 

d) Accommodating 
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Answer: (c) 

UNIT – V: CHANGE MANAGEMENT & LEADERSHIP 

INTRODUCTION TO CHANGE MANAGEMENT 

Meaning of Change 

Change refers to any alteration in the structure, processes, technology, people, policies or 

culture of an organization. 

Organizations operate in a dynamic environment where customer expectations, technology, 

competition and government regulations continuously evolve. Therefore, organizations must 

adapt to survive and grow. 

Meaning of Change Management 

Change Management is the systematic approach of planning, implementing, controlling and 

sustaining change within an organization to achieve desired objectives while minimizing 

resistance. 

Definitions of Change Management 

According to John P. Kotter: 

"Change management is the process of helping individuals and organizations transition from the 

current state to a desired future state." 

According to Kurt Lewin: 

"Successful change requires preparing organizations to accept change before implementing it." 

Characteristics of Organizational Change 

1. Continuous process. 

2. Dynamic in nature. 

3. Influences people and processes. 

4. May be planned or unplanned. 

5. Requires effective leadership. 

6. Involves adaptation and learning. 
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Need for Change Management 

 Technological advancement 

 Increased competition 

 Globalization 

 Customer expectations 

 Government regulations 

 Market fluctuations 

MODELS OF CHANGE 

Change models provide structured approaches for implementing organizational change 

successfully. 

1. Lewin's Three-Step Model 

Developed by Kurt Lewin. 

Step 1: Unfreezing 

Preparing employees for change by creating awareness of the need for change. 

Step 2: Changing (Movement) 

Implementing new methods, systems or behaviors. 

Step 3: Refreezing 

Stabilizing and institutionalizing the new practices. 

Lewin's Change Model 

Unfreezing 

↓ 

Changing 

↓ 

Refreezing 
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Advantages 

 Simple and easy to understand. 

 Suitable for planned changes. 

 Encourages employee participation. 

Limitations 

 Less suitable for rapidly changing environments. 

 Assumes change is linear. 

2. Kotter's Eight-Step Change Model 

Developed by John P. Kotter. 

Steps: 

1. Create urgency. 

2. Build a guiding coalition. 

3. Develop vision and strategy. 

4. Communicate the vision. 

5. Empower employees. 

6. Generate short-term wins. 

7. Sustain momentum. 

8. Anchor changes in culture. 

FORCES DRIVING CHANGE 

Organizations experience change due to internal and external forces. 

External Forces Driving Change 

1. Technological Changes 

Introduction of automation, artificial intelligence and digital systems. 

2. Economic Factors 

Inflation, recession and market conditions. 

3. Political and Legal Factors 
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Government policies and regulations. 

4. Social Changes 

Changing lifestyles and customer preferences. 

5. Globalization 

International competition and global markets. 

Internal Forces Driving Change 

1. Organizational Growth 

Expansion of operations and workforce. 

2. Employee Expectations 

Demand for better work culture and benefits. 

3. Leadership Changes 

New leadership introducing new strategies. 

4. Performance Issues 

Need for productivity improvement. 

5. Organizational Restructuring 

Mergers, acquisitions and departmental changes. 

Driving Forces and Restraining Forces 

According to Kurt Lewin: 

 Driving forces encourage change. 

 Restraining forces resist change. 

Successful change occurs when driving forces exceed restraining forces. 
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CHANGE MANAGEMENT: PROCESS, GOALS AND IMPORTANCE 

Goals of Change Management 

1. Improve organizational performance. 

2. Increase competitiveness. 

3. Enhance productivity. 

4. Improve customer satisfaction. 

5. Encourage innovation. 

6. Develop organizational flexibility. 

Change Management Process 

Identify Need for Change 

↓ 

Analyze Current Situation 

↓ 

Develop Change Plan 

↓ 

Communicate Change 

↓ 

Implement Change 

↓ 

Monitor Progress 

↓ 

Evaluate Results 

Importance of Change Management 

 Reduces uncertainty. 

 Minimizes resistance. 

 Improves employee acceptance. 

 Ensures successful implementation. 

 Enhances organizational adaptability. 

Benefits of Effective Change Management 

 Better employee engagement. 

 Improved organizational performance. 
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 Faster implementation. 

 Reduced conflict and confusion. 

THE PROCESS OF CHANGE HAPPENING IN AN ORGANIZATION 

Organizational change usually follows a sequence of events. 

Stage 1: Recognition of Need 

Management identifies the necessity for change. 

Examples: 

 Declining productivity. 

 Technological changes. 

 Increased competition. 

Stage 2: Diagnosis 

Problems and opportunities are analyzed. 

Stage 3: Planning 

Objectives, resources and timelines are determined. 

Stage 4: Communication 

Employees are informed about: 

 Reasons for change 

 Benefits of change 

 Their responsibilities 

Stage 5: Implementation 

The organization introduces new systems or procedures. 

Stage 6: Evaluation and Feedback 

Management assesses results and takes corrective measures if necessary. 
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Organizational Change Cycle 

Need Identification 

↓ 

Diagnosis 

↓ 

Planning 

↓ 

Communication 

↓ 

Implementation 

↓ 

Evaluation 

RESISTANCE TO CHANGE 

Meaning 

Resistance to change refers to employee opposition or reluctance toward organizational 

changes. 

Causes of Resistance 

1. Fear of job loss. 

2. Lack of information. 

3. Fear of uncertainty. 

4. Loss of authority or status. 

5. Lack of trust in management. 

6. Habit and comfort with existing systems. 

Effects of Resistance 

 Reduced productivity. 

 Employee dissatisfaction. 

 Delays in implementation. 

 Increased conflict. 

Methods to Overcome Resistance 
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 Effective communication. 

 Employee participation. 

 Training and education. 

 Counseling and support. 

 Incentives and recognition. 

LEADERSHIP IN CHANGE MANAGEMENT 

Leadership plays a vital role in ensuring successful organizational transformation. 

Role of Leaders During Change 

1. Develop a clear vision. 

2. Communicate the need for change. 

3. Motivate employees. 

4. Reduce uncertainty. 

5. Build commitment. 

6. Provide resources and support. 

7. Monitor progress. 

Leadership Skills Required During Change 

 Communication skills 

 Emotional intelligence 

 Decision-making ability 

 Conflict management skills 

 Negotiation skills 

 Problem-solving skills 

Characteristics of Successful Change Leaders 

 Visionary thinking 

 Flexibility 

 Confidence 

 Integrity 

 Empathy 

 Resilience 

RESPONSIBILITIES OF A CHANGE LEADER 

Meaning of Change Leader 
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A change leader is an individual responsible for guiding employees and the organization 

through the transition process. 

Responsibilities of a Change Leader 

1. Creating Vision 

Developing a clear picture of the desired future state. 

2. Communicating Effectively 

Explaining the purpose and benefits of change. 

3. Building Trust 

Maintaining transparency and honesty. 

4. Motivating Employees 

Encouraging participation and commitment. 

5. Managing Resistance 

Addressing concerns and reducing fear. 

6. Providing Resources 

Ensuring adequate manpower, finance and technology. 

7. Monitoring Progress 

Tracking implementation and outcomes. 

8. Reinforcing New Behaviors 

Ensuring the change becomes part of organizational culture. 

Qualities of an Effective Change Leader 

1. Strategic thinking. 

2. Adaptability. 

3. Communication ability. 

4. Emotional intelligence. 

5. Problem-solving capability. 
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6. Leadership presence. 

7. Team-building ability. 

UNIT–V SUMMARY 

After completion of this unit, students should be able to: 

1. Explain the concept of change management. 

2. Describe major models of change. 

3. Identify forces driving organizational change. 

4. Explain the goals and importance of change management. 

5. Describe the process of organizational change. 

6. Discuss resistance to change and methods to overcome it. 

7. Explain the role and responsibilities of leaders in change management. 

IMPORTANT SHORT QUESTIONS 

1. Define change management. 

2. State the three stages of Lewin's model. 

3. Mention the steps of Kotter's change model. 

4. What are driving forces of change? 

5. Define resistance to change. 

6. State the goals of change management. 

7. Mention causes of resistance to change. 

8. Define change leader. 

9. List the responsibilities of a change leader. 

10. State the qualities of an effective change leader. 

LONG QUESTIONS 

1. Explain Lewin's three-step model of change. 

2. Discuss Kotter's eight-step model of change management. 

3. Explain the forces driving organizational change. 

4. Describe the process and importance of change management. 

5. Explain resistance to change and methods to overcome it. 

6. Discuss the role and responsibilities of leadership in change management. 
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MULTIPLE CHOICE QUESTIONS 

1. The three-step model of change was proposed by: 

a) Fayol 

b) Taylor 

c) Kurt Lewin 

d) Drucker 

Answer: (c) 

2. Which is the first stage of Lewin's model? 

a) Refreezing 

b) Changing 

c) Unfreezing 

d) Evaluation 

Answer: (c) 

3. Which is an external force driving change? 

a) Employee promotion 

b) Technological advancement 

c) Department restructuring 

d) Leadership succession 

Answer: (b) 

4. Resistance to change generally occurs due to: 

a) Complete information 

b) Certainty 

c) Fear and uncertainty 

d) High motivation 

Answer: (c) 

5. Which is a responsibility of a change leader? 

a) Ignoring employee concerns 

b) Avoiding communication 

c) Motivating employees 

d) Delaying implementation 

Answer: (c) 
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