
 
Ravin. Gunawardana.  – IPD – eticut4u@gmail.com – Mobile :- 0773066213 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Participants Name :-                                                                                                           Date :-   

 
Leadership in people management 

Managing people is all about getting people to do 

certain desired tasks to achieve goals and objectives 

that you want achieved. Getting people to do this for 

you the way you want it and how you want it is one of 

the most difficult things in people management. Giving 

good leadership to people and teams is one of the 

most effective and efficient ways of getting things 

done through people. Leadership in people 

management in nothing new and is as old as human 

existence. But there are certain traits of good leaders 

throughout history that we can learn from and put to 

use in our day to day lives to make people do things for 

us. These traits can be learned as skills and practiced 

to give the desired results. Leadership and people 

management go hand in hand and most often 

inseparable. 

People Management 

Management could be defined as a process of 

planning, organizing, directing or leading and 

controlling an organization’s “human”, financial, 

physical & informational resources to achieve 

organizational goals in an effective & efficient manner. 

People management could be defined in many ways 

but can be generalized in today’s terms as to 

manage people’s development, their work activities 

and their performance with the goal of optimizing 

efficient use of talent. Focuses on unlocking and 

channeling employees' potential. Planning, organizing, 

directing or leading and controlling applies to all 

aspects of management whether people or resources. 

These can be call the hard factors if management. 

The Subject people management is 

very broad. People management involves human 

resource management (HRM) practices as well, and 

every line manager needs to be familiar with the 

various aspects of HRM. HRM is not to be left solely to 

the HR division or department. Every manager should 

be involved with the HRM processes in their 

organization to optimize its effectiveness. 

In leading and managing people we 

must give a clear vision, build the right attitude, Train, 

motivate and reward, provide the right resource, 

make them aware of the environment, take stock of 

our strengths and weakness, strategize and plan, 

organize and direct, and control. 

Good people management is, bring 

out the best in every one, leading from the front and 

leading by example. We must be there holding their 

hand guiding them, we must let them know that they 

are not alone, let them know that we will back them 

in rough times. We must be their safety net. We must 

not leave any one behind. 

What is Management? 

• Planning, Organizing, Directing/leading and 

Controlling People and resources  

“Before managing others one must manage one’s own self”  

Follow the rule of 8 8 8 – 8hours of sleep, 8hour of 

personal time 8hours of work. For a balanced life.  

 

Leadership is the ability to influence and guide a group 

toward a common goal, while entertaining a relationship 

of mutual trust. Leadership skills are more oriented to 

the soft side of people management and most often 

called an art more than a science. People tend to look for 

leadership in most situations and follow the leader that 

emerges in those situation. This can be called situational 

leadership where even a junior employee will take the 

lead. For example a junior employee organizing a staff 

party/function. Leaders inspire people, they share their 

vision with them, empower them and lead change 

towards achieving the end goal.  

Do you like to be managed Badly ? 

Do you like people giving you orders all the time? 

How would you like it be managed? 
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Information is also an important resource  

What are the skills needed to manage People and 

Resources? 

 

 

Basics in people management- You got to have; Good 

Self Discipline, Good Time Management Skills, Good 

Communication Skills, Good Resource Management 

Skills, Good Leadership Skills. 

Managing your self – Personal Grooming and attire. 

Follow the 8 8 8 Rule. Plan your work and manage your 

time. Stick to your plan. 

Managing your time – Managing change, sometimes 

unexpected situations will crop up, evaluate them, and 

assess the pros and cons. TAKE ACTION.  Notify others 

concerned of the changes and new plans. Have 

contingency plans in place and be prepared. Manage 

your activities by setting specific and realistic time 

frames for each activity. Move on to the next activity. 

Manage your customers by scheduling appointments 

well before time and keep close contact with them.  

 

Develop communication skills – Think beforehand 

what you want to say to people and formulate possible 

replies and answers. Listen carefully to what people 

are saying and clarify and confirm. Be polite and clear 

and open minded when communicating. Remember 

that information has to be processed carefully and 

don’t jump to conclusions.   

Develop resource management skills – Understand 

your organization. Asses your resource requirements 

and find out the excess and shortfall of resources. 

Formulate a resource utilization strategy with your 

team. Monitor resource usage with quantifiable 

method.  

What is People Management? 

PEOPLE MANAGEMENT. Definition: 

“Manages people development, their work activities 

and their performance with the goal of optimizing 

efficient use of talent. Focuses on unlocking and 

channeling employees’ potential to effectively and 

efficiently achieve goals and objectives.” 
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 Resource Management 
✓ Man Power 
✓ Money  
✓ Material 
✓ Machinery & Plant 
✓ Method 
✓ Measurement  
✓ Marketing   
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Grooming  

 Nose hair 

• Pluck out nose hair that is coming out with a tweezers 

kept for this purpose. 

• Clean nose well when washing. 

Ear hair 

• Pluck out prominent hair if any, with tweezers. Do not 

shave or cut. Visit a salon if it is a problem. 

Body hair  

• Shave under the arm pit if constantly having bad 

odour. 

• Trim pubic hair if necessary. If scratching, medicate! 

• Chest hair can be shaved if it is a problem to you.  
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Punctuality  

• A time is a time. 7.30 is 7.30. Don’t be late. (If getting 

late on any unavoidable circumstances inform of delay)  

• If you are starting work at 8.00 come a few minutes 

early and get yourself organized and settled down.  

Finish early and use your extra time to plan ahead for 

the next day and week. 

• You are paid for your time engaged in work do not idle.  

• You are paid for your efficient and effective work, be 

productive. 

• If you have an appointment outside office, find out how 

to get there and how long it takes, have all required 

documents and items ready early , (make a check list) 

• Reconfirm the appointment closer to the date. 

• Arrive early and cool off a little. Freshen up and check 

yourself. 

 

Body Posture  

Walking and entering 

• Walk fast don’t run. Plan yourself so that you are not in 

a hurry all the time. 

• Walk with your hands down and by your side. 

• Knock at the door before you enter (if open or not) 

• Wait till you here a reply before you enter. 

• Don’t barge in on any conversation wait till you are 

asked or your opinion asked for. 

• Open the door with one hand and the other at you 

back; hesitate a little before you enter. 

• If the door was closed before you entered then close 

the door behind you. 

• Wait till you are asked to sit. Sit down quietly sit with 

back straight, don’t lean back or slouch. 

• Keep file on the table and hands on your lap. Don’t start 

looking around the room or meddling with things on 

the table. Don’t mess with your file, bite your nails or 

fidget when sitting or standing. 

• If your are standing , stand straight, chin up, 

shoulders back, feet slightly apart and hands 

behind you back or one hand behind your back. 

 

Develop leadership skills – Be skilled and competent in 

your area of work. See how your work and the work of 

your team is aligned to the overall goals and objectives 

of the organization. Show people the end state or what 

is envisioned. Train and develop people and be a part of 

those processes. Be an example and encourage people. 

Support and guide your team and take on part of their 

load. Manage people.  

 

 

 
 

Leader - Director – Manager and their roles in general  

 

 

 

 

Having a balanced mix of all three roles will help you 

better manage people and your team. The perfect 

team captain.  

 

 

 

Leader – Vision oriented  Director – Mission and 

Objective oriented (the 

What and the Why in the 

operation)

Manager – Execution and 

Supervision oriented (the 

Who and How in the 

operation)

Gives/creates a vision Articulates the vision in to 

mission and objectives 

Breaks mission & 

objectives to goals, action 

and solution 

Good communicator –

well balanced downward 

and upward 

communication

Downward communication 

and Feedback 

Mostly downward 

communication 

Inspiring others Directs others Orders others, executes 

Focus on overall direction Strategic and operational 

decision making oriented 

Implementation & Process 

oriented 

Commands loyalty Commands respect Commands authority 

Shares work & duties Delegation work & duties Allocates work & duties

Fearless and courageous Takes risks but cautious Avoids or mitigates risks  

Focus on overall direction Strategic and operational 

decision making oriented 

Implementation & Process 

oriented 

Commands loyalty Commands respect Commands authority 

Shares work & duties Delegation work & duties Allocates work & duties

Fearless and courageous Takes risks but cautious Avoids or mitigates risks  

Open minded, Fast 

learning and adaptable 

Broad knowledge, 

Intellectual resources 

Managerial and technical 

skilled 

Empathy Autonomous and 

Responsible 

Surrounded by fans / 

followers 

Surrounds oneself well –

strategic alliances/partners  

Calls people for 

meetings/discussions

Emotional intelligence –

High EQ 

Highly intelligent - High IQ / 

street smarts 

Subject knowledge – highly 

technical 

People oriented Has a political sense  Productivity oriented 

Positive and enthusiastic Skeptical and impatient Interested 
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What are the skills needed to manage People and 

Resources? 

Technical Skills – In-depth know how in to the business 

and its processes, or the area/subject specific theoretical 

and practical knowledge.  

Conceptual Skills - Think Creatively, Analyze, Understand 

complicated abstract ideas, looking at the company as a 

holistic entity, Understand how the company fits in to 

and effects its environment, Understand how the 

environment effects the company. 

Interpersonal Skills - Self Confidence  & Positive attitude, 

Work ethic & etiquette, Relationship Management, 

Receptiveness to feedback, Body Language, Listening, 

Collaboration, Showing appreciation 

Throughout history there has been different styles of 

managing people each having its own plus and minus 

factors. The different Styles of Management:- 

• Autocratic – Leader way is the only way 

• Consultative – Consults team but takes the final call 

• Persuasive – Makes team persuade the leader  

• Democratic – Executes team decisions  

• Laissez-faire – Team is allowed to make decisions 

• Management By Walking Around (MBWA) – 

Gathers information from team and addresses 

problems in situ.  

Most often in managing people a situational approach 

where a combination of the above styles or the most 

appropriate style for that instance is the best and most 

progressive way forward. This will of course depend on 

how you have interacted with your team and how you 

have developed your team and your level of experience 

in group dynamics.  

To manage people well is to get them to work and 

perform without you being their behind them all the 

time. A well-motivated, trained and empowered team 

with a good team captain will perform and keep 

performing delivering results over and over again.  

Your team should be lead along the learning curve of 

directing, coaching, supporting and delegating. Once 

your team is well trained and competent, you can 

delegate tasks for your team to function autonomously.        

 

 

 
 

How to direct- Use respectful words such as "please" 

when giving orders. Give clear instructions to your 

employees. Make yourself available to answer 

questions that employees might have. Let employees 

know the reason you are giving them an order. Put your 

request in writing if it is complex.  

How to coach – 1. Explain well; where are we going? 

(Strategy). What are we doing to get there? (Plans). 

What can I do to contribute? (Roles). What is in it for 

me? (Rewards) 

2. Ask if everything is understood clearly and well. 

Listen carefully to how they explain back to your what 

needs to be done. Be patient!  

3. Get involved and identify the performance gaps and 

their root causes. This will take lots of discussions and 

talking about work. Collaborate with the employee to 

set SMART (Specific, Measurable, Achievable, 

Relevant, Time-framed) performance goals for 

improvement. Then, ask yourself, "What can I do to 

prevent this in the future?" Winning leaders always 

look inside to see what they can improve.  

4. Appreciate. Recognize positive movement or effort 

in order to encourage continued progress toward the 

agreed-upon goal. Look for things they are doing well 

and reinforce it. Demonstrate your appreciation for 

who they are, not just what they are doing.  
How to Support – Supporting employees is one of the 

most important aspects in managing people  
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 Employee support in this context means giving the people who 

work for your business the right tools to get the job done right 

the first time. When employees have everything they need to 

perform, their job satisfaction levels increase dramatically.  

All employee support strategies should take note of the 

employees’ motivations to perform and excel in the workplace 

using the adequate resources at their disposal – tools and 

equipment. 

An important part of this strategy, and most often neglected, 

is the lack of understanding that employees need moral and 

mental support from their peers, superiors, managers and 

company owners. 

Thus, employee support starts with the employer’s attitude 

and the belief that employees are valuable assets that 

contribute to the company’s success. 

What is your company doing to promote a better setup for its 

employees? 

• Keep employees in the loop. The more information 
you share about the company, its mission and the activities 
that need to be done, the more valuable the staff’s 
contribution becomes. 

• Be clear on job responsibilities and accountability. 
Help staff to understand what their jobs entail and mean for 
the growth of the company. 

• Give employees productive and challenging work. 
Meaningful activities and valued input are key to job 
satisfaction. 

• Provide the right tools and equipment for the job. 
Remove any obstacles and barriers standing in the way of 
getting the job done. 

• Establish effective communication systems. 
Managers need to communicate clearly and effectively. 
Ensure everyone in the team understands their work roles and 
each other to avoid misunderstandings and costly mistakes. 

• Encourage and reward initiative and creativity. Let 
employees show their best work by giving them room to 
breathe and excel. Micro-management kills initiative. 

• Consider work flexibility. Include job flexibility in the 
benefits offered to employees as a sign of good faith and trust. 
Some employees can be more productive with a flexible 
schedule. 

Implementing and maintaining employee support 

strategies contributes to higher job satisfaction and less 

absenteeism in the workplace. Understanding and helping 

your employees thrive at work is crucial for successful 

employee retention 

 

How to delegate - 

• Pick the right person 

• Match the requirements of the job with the 

abilities of the person 

• Delegate smaller tasks to the newer staff to 

build confidence and competence  

• Delegate 100%  

• Delegated tasks should be measurable  

• Discuss what you are delegating and make it 

well understood 

• Don’t blame shift if things go wrong, work it 

out together. 

What tasks to delegate – Delegate the Urgent and not 

important tasks first.  

  
 

Oversee team work – This does not mean 

micromanagement! It more like MBWA – Management 

by walking around.  

Visit people at their work stations, ask them how things 

are and how they are doing. Don’t ask about the work 

they are doing immediately. Get them comfortable 

with your presence.  

Then ask them how they are coping with the task and 

if they need any king of support. Ask about the progress 

of the task and how they feel about the progress. If 

they are confident and have things under control move 

on to others in the team. If they are having   issues or 

concerns address them immediately.   
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Decision Making – Get in to the habit of making a decision 

and executing it. Indecision is a big killer in team 

performance, moral and overall progress.  

Ask; What , When, Why, How, Who when confronted 

with a decision that has to be made by you or your team. 

• What EXACTLY has to be done? - People can work more 

autonomously and coherently when they know exactly 

what needs to be done. In fact Smart people will do it 

better that you can. 

• When - When is it needed to be done? - the moment  

people know “when” they have to deliver a certain task 

by, they can schedule and prioritize work.  

• Why – Why are we doing this? - People work better when 

they know why they are doing something. Communicate 

Goals, Objectives, Outcomes, Benefits, and Rewards.  

• How – How do they want the task/job done & how will it 

affect or benefit you and your team/organization. 

• Who - Who is it to do the task? Who should be doing the 

task? Who can do the task better? Who is best for the job?   

•  

•  

•  

•  

 

1. What is management ? 

………………………………………………………………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………………………………………………………………. 

2. What is people management ? In terms of getting things done.  

………………………………………………………………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………………………………………………………………. 

3. How do we motivate/inspire people to get things done?   

………………………………………………………………………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………………………………………………………………………. 

4. What are the key skills you need to develop to manage people? 

………………………………………………………………………………………………………………………………………………………………………………. 

5. What is the importance of team work and the role of the team leader?  

………………………………………………………………………………………………………………………………………………………………………………. 

 

 

 
Better decisions can be made following this process 

and asking the What, When, Why, How, Who 

questions at every corner. 
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Follow these steps to manage people well, be good at it and practice these things, and you will be managing people 

like a professional in no time at all - Managing yourself, Managing your time, Develop 

communication skills, Develop resource management skills, Develop leadership skills, 

Learn to direct people, Learn to be a coach, Support your team/employees, Learn to 

Delegate work and responsibility, Oversee team work, Making Decision.  

 

mailto:eticut4u@gmail.com

