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1.2.1 Demonstrate how to manage individual activities to meet corporate objectives
Roles and responsibilities are given to each job role/employee as in terms of reference. These are the expected tasks that an individual must complete to fulfil their terms of reference (TORS). Failure to meet TORS could result in dismissal from organisation or less severe warnings prior to this. Objectives are set through SMART (Specific, Measurable, Agreed, Realistic, Time based). These are tasks set by management and will be over seen by supervisors and higher management depending on the situation. Military staff can gain end of term awards which can be in the form of framed certificates or vouchers and are presented in front of their unit.
Core working week is in place in the stores department, staff can work extra hours in the week and travel home Thursday night. In April 2019, the government is launching a new military flexible working routine which will be interesting to see how it will work in practice. Adaptable working patterns can be beneficial for management and main body of staff and increase morale throughout the unit. Time off is given to staff so they can complete training and professional courses. Fitness is encouraged throughout the Navy and helps maintain and prepare individuals for leadership courses. There is a yearly Fitness test that all the organisation must pass to a certain standard.

1.2.2 Demonstrate how to manage team activities to meet corporate objectives

Within RNAS Yeovilton it is important to manage the office workers to meet the daily objectives. Objectives within the department are broken down into desks for example losses, ammunition, discrepancies’ and demand progression desk are just some of the separate task responsibilities allocated to meet the overall objectives of the supply chain department. The share point is useful in managing and observing were everybody is in relation to the work progress made for their task. Compliancy management tool (CMT) is where the objectives of each job role is examined by impartial investigators in the form of supply chain workers employed within the department. Each month individuals must carry out a question check list and then report their findings on the CMT database. This CMT database uses a traffic light system which dictates if objectives are being met or if not, why not? 

· Green – Fully compliant
· Amber – Some Minor issues need rectifying
· Red – Non-compliance action needs to be taken to improve
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3.1.1 Implement an effective process for the recruitment and selection of staff

It is essential that an organisation has the right staff with the correct skill set and qualifications to carry out the objective. When recruiting a new team member, it’s the manager’s responsibility to choose the best person for the job and organisation. When the manager recruits, he must fully recognise the job role requirements and the type of person this would best suit. Leading hands and workers with knowledge of the open job position should be consulted and views noted to help make a more qualified decision. When advertising a job, it is vital to give accurate information and key responsibilities required to attract the right candidates. Good methods of advertising vacancies can include television, newspapers, websites and word of mouth. Recruits within the Royal Navy can be recruited internally through the forces, RAF to Royal Navy or cadets for a few examples.

When recruiting, it is important that the potential employee knows what type of CV and the references that are required of them. When the manager receives all the applications before the cut- off date it is recommended he high lights the most promising candidates before the interview stage as this will help in the selection process. Not all applicants will make it to the interview stage they must be reduced to a relevant number depending on the positions available and the interview time allowed for on the day. A decision must be made on interview techniques and system in the lead up to the day.

On completion of interviews it’s essential to mark interviews accurately and consistently to reach the right outcome. Information learned can be used to inform the job applicants both successful and unsuccessful. It can be useful to have an applicant meeting after as this can validate all thoughts on prospective employees and decide on the best applicants. When joining the Royal Navy (RN), there are four main stages these are initial application, written tests, fitness and medical and finally a final interview prior to acceptance. Before joining HMS Raleigh, the younger candidates with less life experience have a week away learning the basic skills and requirements necessary for success in the RN. This experience could be compared to a job trial in civilian street and acts as a last chance to weed out any unsuitable personnel. 

3.2.1 Demonstrate how to motivate and develop him/herself

Motivating staff is crucial within the Royal Navy, good ways of achieving this are:
· Offering flexible working routines
· Varied job role
· Good career progression
· Good level pay and increase yearly
· Pension
As well as all this strong leadership is vital along with listening, guiding and communicating well with subordinates always. A fun easy going office atmosphere is vital in motivating staff and keeping them happy.
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3.2.2 Demonstrate how to motivate and develop other people

Motivational management is vital to give purpose to staff actions within the organisation. The use of this can inspire staff to instigate work themselves and drive towards the end target or goal. Maslow’s hierarchy of needs is a motivational theory depicted in a diagram including five human requirements which are self-actualization, esteem, love/belonging, safety and physiological. Staff motivations arise from five main requirements and when needs are met, other needs arise and when they are met it goes on and on. All staff have the potential to get promoted however fundamental needs may hamper this for example family commitments may cloud a person’s work perspective and ambition which can be obvious to an employer. Because of this within the RN only some people will truly meet their full potential in realising their maximum promotion potential.

Motivation expectancy theory can be described as a staff member view of what will happen, this is not necessarily what will happen. When managing performance, it is important to use SMART objectives, these are:

Specific – Clear set objectives

Measurable – The result needs to be quantifiable

Achievable – Can it be done?

Realistic – Are suitable resources available?

Time bounded – Deadlines need setting

Motivating staff within the organisation is essential for success it can be something a s simple as a thankyou or acknowledgement of a job well done can go a long way. Holiday leave can focus and motivate staff and if it can’t be granted explain to them, why not? Leading by example can aspire staff, aim to be a good role model. Always remember to listen, it is a easy thing to forget to do. Look out for individuals who may become stressed and deal with it specifically to that person’s individual needs. Remember to keep yourself motivated, if you’re not then you can’t expect to motivate anyone else.

3.3.1 Select a team from a group of individuals

Teams are important to coordinate work within the organisation, and they will develop over time. It’s essential that the team is managed correctly recognising all the member’s strengths and weaknesses and employing them appropriately. When a manager selects their team, they should consider its size, expert knowledge that is required within and how they will work together. Within the team there can be two different group types, homogenous and heterogeneous. Homogenous group share similar views and work together well in a happy culture. Heterogenous group tend to be more creative due to their different views and argue more causes a lot of friction. Both type of groups come with their own problems and need careful management.

Within the groups it’s important that honesty is encouraged so that any issues can be discussed and solutions found. When a new member joins the group its important they get guidance and help blend in by a well-respected member of the group.

There are nine deemed roles within a team:

Shaper role – Have a positive mentality never giving up and help move the project forward and motivates other members.
Implementer role – They get things done practically and plan while being well organised.
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3.3.1 Select a team from a group of individuals continued

Completer role – Monitor any errors and have an eye for detail

Coordinator role – Have a good view over the project and are good at delegating tasks

Team worker role – Bond the team and help keep the team together

Resource investigator role – Are good networkers and negotiators

Monitor-evaluator role – The brains in the team making decisions and will only act when certain

Specialist role – SME, subject matter expert 

Plants role – Innovative member that’s good of thinking of ideas

Team building is a manager’s responsibility with includes several factors. The team needs to understand the aim and need to respect what each member brings to the party. The team must have adequate specialist knowledge or know where to find it out. Members should be given additional training as and when required. Training can be given to enable members to fulfil other job roles in case of potential job gapping. Feedback is essential to be able to improve in the future, recorded feedback can be looked back upon as required in the future. 


.
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3.3.2 Illustrate how to plan, organise, direct and control the work of others to ensure that the desired outcomes are achieved
Teams all require SMART objectives to be met in accordance to organisational requirements. Individual roles should be met by the correct suitable person depending on requirement. The team need to meet their responsibilities as required for their role within the organisation. A clear hierarchy is set out to show exactly who is in charge always and in different circumstances. Resources need to be put in place so that the team can most efficiently complete their task. The team is evaluated and individually as deemed appropriate, for example staff yearly reports and team evaluation at project end. Bonus schemes and rewards to the team is important and a proven motivator.  
A self-directed work team (SDWT) is one which leads and motivates itself independently without the need for the usual supervision. It is usually made up of a maximum thirty individuals with around ten being an advised amount for best outcome. Rules and guidelines must be agreed within the team to produce the best outcome. A fixed target must be in place within the team and individual expectations agreed upon. Supporting one another is vital as the result accountability is held by the team.
3.3.3 Demonstrate how to communicate effectively with all levels in an organisation

Communication is very important individually and throughout teams to create understanding and organisation of tasks. When information is communicated its vital that its heard and understood. Questions should be asked to verify information is being taken on board by staff. 

It’s as important to listen as to talk this can be a common mistake when communicating. When talking to a manager you should employ a more formal style. However, when talking to the same rank or subordinate you could look to use a more relaxed manor. You must also consider the environment you are in for example office or deployed exercise? And who is present as this can alter the form of communication used which methods include verbal and telephone just to mention a couple
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3.4.1 Illustrate how to ensure compliance with current employment, health and safety and discrimination laws

The organisation must adhere to all legal legislation throughout the workplace always. The employer and employees both have a responsibility to uphold this. This starts from when the person is recruited in the way of that there is no employer discrimination towards the candidate. One of the biggest acts is Equality act 2010 which contains 116 pieces of legislation covering pay, race disability are just a few examples. Health and safety at work 1974 contains responsibilities of all those involved in the workplace and helps protect employees. Display screen equipment regulations help protect and train office workers. Personnel protection regulations deeming what equipment is issued and required depending on the workplace. Working time regulations regarding night shifts and out of hours also driver’s hours are monitored via EU rules. Control of substances hazardous to health is a huge topic and in use within all organisations to monitor and protect staff. The transportation of dangerous goods via road, sea and air must be regulated and there is a two-week course available in Plymouth, HMS Raleigh. 

Within the department there is a compliancy Petty officer who check people are adhering to the rules. In regards to necessary training completed and correct working practices being used in the workplace. A training plan is on the units SharePoint and can be used to monitor any short comings and pick-ups. 
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