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LEADERSHIP SKILLS
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LEADERSHIP SKILLS
What they are and why they’re important

• Are some people natural born leaders, whilst others are destined to 
follow?

• Are you generally obedient towards authority, or do you think of yourself 
as a rebel?

In many aspects of life, some people stand out more than others. However, we rarely think about why. 
It’s easy to criticise people we think are ‘bad’ leaders, and no doubt we can all think of teachers we didn’t 
like at school, or of politicians who regularly abuse their power.  

Leadership is not just restricted to those in positions of power and authority, but is evident in all aspects 
life, starting with your family and friends, and ultimately with you! Life throws up all sorts of situations 
where leadership is called for. The need for these skills is not just restricted to those we call leaders.

In this part of the toolkit you will gain an understanding of the skills and attributes which make someone 
an effective leader, and how you can develop these. Leadership is not a single skill but rather is made up 
of a cluster of other skills such as communication skills, adaptability and teamwork.

How to use this toolkit

You can either use the sections of the toolkit on your own or as part of a group. Your tutor/mentor/
support worker will help decide which approach is better suited to meet your individual needs. 

If you have not done so already, then read the ‘Introduction and Guidance’ section which gives an overview 
of how to get the best out of your use of the UMJ toolkit.

If you need more space to write down your thoughts or actions then use additional sheets of paper.
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LEADERSHIP SKILLS
Learning Outcomes

In this section, you will:

• Reflect on the skills and attributes needed for effective leadership.
• Think about some different approaches to leadership, and which of these could be applied in a range 

of scenarios.
• Plot out your own leadership abilities, and decide how you might need to improve these skills.
• Identify a situation or task you are involved in, and plan to apply some leadership skills whilst involved 

in this.
• Evaluate how your skills have developed as a result of this activity, and how you plan to keep on 

developing your leadership skills.

Remember! Your skills won’t develop overnight. You will need to give some time to work through these 
activities, go away and try out your skills, then come back and see how much your skills have improved.

If you need help, ask someone to work through this section with you. This could be a teacher, youth 
worker, coach, mentor or employment advisor, or someone in a similar role.

This stage of the journey is slightly different from the other stages, and will draw on each soft skill included 
so far in order to develop your leadership skills. But first, let’s see where you’re at before you start this 
stage of the journey. It’s time to take a skills check.

You may find this chart helps you to plan and track your progress through your journey:

Aspect Date 
started

Date 
finished Your notes

Initial skills check

Development activities

Action planning

Developmental 
activities

Reflection, evaluation 
and 2nd skills check

Moving on
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BEFORE THE JOURNEY – SKILLS CHECK

Who has the power?

Think about the following situations.
Who holds the power in these situations? How do they use this power?

Write down your thoughts about the following. Don’t think too long - just write down the 
first thoughts which come to you!

A famous person you admire:

A time you trusted someone to take charge of 
a situation:

A  person from school, college, work or other 
group who you respect:

A  time when you had to take charge of 
a situation:
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Now, complete the Skills Check.

Step 1:
Indicate the places on the chart which best represents where your skills are at.
You can shade or colour in the grid, or mark with a X and then draw a line to plot out your skills.
You can do this by yourself if you want to. If you’re not sure how to complete this, ask for help.

Emerging Consolidating Established

N
ever –

I struggle w
ith 

this

H
ardly ever

Som
etim

es

U
sually, 

but not alw
ays

Alw
ays – 

no problem
!

Example: I am an active listener and work well in a team 
with other people

1 2 3 4 5

1 I am an active listener and work well in a team with 
other people

1 2 3 4 5

2 Other people listen to my views, and I am persuasive 
and convincing

1 2 3 4 5

3 I recognise who can best get the job done and can get 
them on board

1 2 3 4 5

4 I respect the other members of my team and give 
praise and reward when it’s deserved

1 2 3 4 5

5 I do as I say, and people trust me to act in accordance 
with my values

1 2 3 4 5

6 I can analyse and solve problems efficiently and 
creatively

1 2 3 4 5

7 I learn from my mistakes and encourage others to do 
the same

1 2 3 4 5

8 I am accountable for my actions and am happy to be 
challenged by others

1 2 3 4 5

9 I focus on a task and make sure it is completed well and 
on time

1 2 3 4 5

10 I am adaptable, and decisive enough to change my 
approach when I need to

1 2 3 4 5

Shade in the box which indicates your overall leadership skills level.

Overall, my leadership skills are: Emerging Consolidating Established

Emerging = your skills are starting to develop.

Consolidating = you’re practicing and 
developing your skills, but you’re not quite 
there yet.

Established = your skills are well developed, 
and have become part of how you naturally do 
things.
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Step 2:
Ask someone who knows you well to shade or mark the spaces which best represents where you’re at.
This could be a teacher, youth worker, mentor or employment advisor, or someone in a similar role.
They must not look at your answers! 

Peer reflection carried out by: Emerging Consolidating Established

Relationship:

N
ever –

I struggle w
ith 

this

H
ardly ever

Som
etim

es

U
sually, 

but not alw
ays

Alw
ays – 

no problem
!

Example: Is an active listener and can work well in a team 
with other people

1 2 3 4 5

1 Is an active listener and can work well in a team with 
other people

1 2 3 4 5

2 Other people listen to their views, and is persuasive 
and convincing

1 2 3 4 5

3 Recognises who can best get the job done and can get 
them on board

1 2 3 4 5

4 Respects the other members of their team and gives 
praise and reward when it’s deserved

1 2 3 4 5

5 Does as they say, and people trust them to act in 
accordance with their values

1 2 3 4 5

6 Analyses and solves problems efficiently and creatively
1 2 3 4 5

7 Learns from their mistakes and encourages others to 
do the same

1 2 3 4 5

8 Is accountable for their actions and is happy to be 
challenged by others

1 2 3 4 5

9 Focuses on a task and make sure it is completed well 
and on time

1 2 3 4 5

10 Is adaptable, and decisive enough to change their 
approach when they need to

1 2 3 4 5

Shade in the box which indicates their overall leadership skills level.

Overall, their leadership skills are: Emerging Consolidating Established

Emerging = your skills are starting to develop.

Consolidating = you’re practicing and 
developing your skills, but you’re not quite 
there yet.

Established = your skills are well developed, 
and have become part of how you naturally do 
things.
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Step 3:

Next, plot your answers on the spider web diagrams below.

Q1 - Q10 represents the questions. On each question, if you answered 5, circle the blue cross. If you 
answered 4, circle the purple cross. If you answered 3, circle green; 2 circle red; 1 circle dark blue.

When you have circled all the crosses, right around the web, you should join each cross with a black 
line. The final diagram should look something like a spider’s web and can be lots of different shapes 
depending on your answers.

If you need more help, look in the Instructions and Guidance section for how to do this.

My responses: The other person’s responses:

1

0

2

3

4

5

1

0

2

3

4

5
Q1

Q2

Q3

Q4

Q5

Q6

Q7

Q8

Q9

Q10

1

0

2

3

4

5

1

0

2

3

4

5
Q1

Q2

Q3

Q4

Q5

Q6

Q7

Q8

Q9

Q10

Discuss your different grids.

• Are your finished diagrams the same or different?
• Do other people see you the same way you see yourself?

Decide together what your strong and weak areas are, and make sure you both agree.
List your strengths and weaknesses below.

What are your three weakest areas? What are your three strongest areas?

Area 1: Area 1:

Area 2: Area 2:

Area 3: Area 3:

Your strongest areas might be aspects leadership skills you’re good at, but you can always improve. Your 
weakest areas are definitely areas you should think about improving.

Remember that the levels are personal to you and reflect your habits, knowledge and experience and 
cannot be compared with other people who will have different backgrounds.
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YOUR NOTES
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CONTINUING THE JOURNEY – DEVELOPMENT 
ACTIVITIES
You’re already on a journey, because you’re already involved in some kind of activity or project which 
means that you have to work together with other people.

Leadership as a combination of skills

If you’ve worked through some of the other sections and looked at teamwork, you’ll 
have noticed that leadership is made up of lots of different skills. As with teamwork, 
it’s best to think of leadership as a ‘cluster’ or combination of skills.

Problem Solving & 
Analytical Skills

Team Working
Skills

Communication
Skills

Adaptability Skills

Positive Attitude

Time & Energy 
ManagementWork Ethic

Leadership 
Skills

Communication 
Skills

• Listen and empathise. As well as being an active listener, you care about 
the people in your team, and you are able to put yourself in their shoes. 
You can resolve conflict objectively and diplomatically.

• Persuade and convince. You can give a full explanation of your ideas and 
your reasoning. Other people can easily see your logic.

• Communicate with clarity. Other members of the team know exactly 
what to expect because you explain things in full, using clear and easily 
understandable language. You can do this in speech and in writing.

Adaptability Skills • Take on feedback. You are able to accept critical feedback from other 
people without feeling that this is an attack on your leadership. You are 
able to change your approach on the basis of this feedback.

• Make difficult decisions. You can judge the pros and cons of a situation 
quickly, and are ready to make decisions based on the evidence, even if 
they’re not easy or popular.

Positive Attitude • See the best in people. You respect the other members of your team and 
you give praise and reward when it’s deserved.

• Demonstrate expertise. You are knowledgeable and skilled at what 
you do, and you are passionate about this, too. You are confident in your 
abilities without being arrogant.
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Time & Energy 
Management

• Be reliable and consistent. You show up on time, and do more than your 
fair share of the work. You are consistent in meeting deadlines.

• Delegate wisely. You don’t take on too much work, and don’t promise to 
do things you know you can’t achieve. Instead, you are confident in giving 
tasks to others. You help and support team members to manage their 
time and energy well.

Work Ethic • Lead with integrity. You are honest and trustworthy, and you lead by 
example. Your actions are consistent with your values, and you take 
responsibility for both successes and failures.

• Motivate your team. You are driven and determined, and this example 
serves to motivate your team, too. You inspire others to take initiative.

Problem Solving 
& Analytical Skills

• Have a clear vision. You can think strategically, with an ability to foresee 
the consequences of a particular action. You can see the ‘bigger picture’ as 
well as being able to focus in on the details.

• Take measured risks. You welcome the opportunity to experiment 
with new solutions. However, you are balanced and considered in your 
decisions, rather than overly negative or reckless.

Team working 
skills

• Build and sustain a team. You can see which person is the best for each 
role in the team, and you can get everyone motivated and working well 
together. You actively build relationships and a sense of purpose across 
the team.

Think about the following questions (you don’t have to make notes).

• Are any of these leadership skills surprising? Why? Which ones?
• Are there any which you think are missing?
• Do you think that most leaders in politics and business exhibit   

these leadership skills? Why? Why not?
• Can you think of people you know who exhibit these leadership 

skills? Are they in a leadership role?
• How many of these leadership skills do you think you exhibit?
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The 6 Forms of Power

Power is held and exercised in hundreds of ways in our daily lives. It can help groups 
and societies to harness their ability to get things done, but it can also be used to 
manipulate, to abuse or to exploit.

Over 60 years ago, the social psychologists French and Raven identified 6 forms of power1  which people 
in authority and leadership positions can wield. Noticing which type of power is being used can help you 
to recognise a good leader.

Legitimate power is given to people who occupy a respected position of authority 
with some degree of popular support. This includes political, business or religious 
leaders, for example. However, this support – and therefore legitimacy - can change 
very quickly, so it is not usually enough on its own.

Reward power depends on those in power controlling a  system of ‘rewards’. 
Rewards such as pay rises, bonuses and desirable tasks can provide motivation and 
encouragement. However, the danger is that rewards can be used inconsistently, and 
there may be little legitimacy left once all the rewards have been given out.

Expert power occurs when a  powerful person is able to gain respect because of 
their unusually high knowledge of their field. It means that their decisions usually 
carry weight, and people can therefore trust them to lead. You don’t have to occupy 
a powerful position in a hierarchy to lead through the use of expert power.

Referent power happens when people wield power because other people like them. 
A good example of this is the power and influence wielded by celebrities. This type of 
power can easily be misused. For example, someone might get a promotion because 
they are liked, rather than because they are good at the job or have integrity.

Coercive power depends upon punishment and threats to keep control. Whilst this 
type of power might be needed to get through a short-term crisis, it is usually seen 
as one of the most unstable. In the workplace it can lead to bullying, resentment and 
demotivation, and it can trigger mental and physical health issues, too.

Informational power depends on the person in power controlling the flow of 
information available to you so you don’t have the full picture. For example, a politician 
or journalist might manipulate statistics, or a football referee might ‘throw’ a match. 
This type of power has grown in importance in the last few decades.

Read about the 6 Forms of Power again, and think about the following questions 
(you don’t have to make notes).

• Have you ever felt powerless? Why was this? Which type of power was being used 
against you?

• Which of these forms of power have you experienced recently? How?
• Which of these forms of power have you used? Why? What happened?
• If you were in a leadership position, which forms of power would you use first?
• Which forms of power would you avoid?

1 See: https://en.wikipedia.org/wiki/French_and_Raven%27s_bases_of_power
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ACTION PLANNING
Different leaders can use their power in very different ways. Whilst it is possible to learn and practice 
leadership skills, you also need to think about what sort of leader you’d like to become.

One of the most recent approaches is Goleman’s 6 Leadership Styles2. 

Style Approach When to use this

Autocratic

The autocratic leader makes all the 
decisions without any input from the 
team, and expects others to do what 
they’re told.

When urgent and important tasks need 
to be done, and team members are new 
or inexperienced.

Pace-setting
The pace-setting leader has high 
expectations of the team, and leads by 
example, rather than by command.

When urgent and important tasks need 
to be done, and team members are 
both motivated and knowledgeable.

Authoritative
The authoritative leader has a clear 
vision of what to achieve, and can 
inspire people to work with them.

When long-term strategic changes are 
needed.

Affiliative

The affiliative leader prioritises 
good relationships within the team, 
sometimes at the expense of getting the 
job done.

When a team has been through 
a difficult period and needs to rebuild 
trust.

Democratic

The democratic leader values 
teamwork, and builds consensus 
through participation. Everyone must 
contribute.

When creative solutions are needed, 
with a strong team to implement them.

Coaching
The coaching leader gives constant 
feedback as a way of ensuring that team 
members learn and develop.

When tasks are important but not 
urgent, and skills need to be nurtured.

What type of leadership style is being used in these examples? Write the leadership style 
in the box under each speech bubble.

No excuses, I’m telling you 
to do it now!

That didn’t go so well. How can you 
avoid this next time?

We need to change society, and 
I know how we’re going to do it.

I won’t stop until the job is 
done, and I expect the same 

from all of you.

That didn’t go so well. How 
did that make you feel?

Let’s all think about this, and 
decide what our next steps are.

Turn to the back of this section to check your answers.

2 See: https://online.seu.edu/6-leadership-styles-in-business/
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What type of leadership style would motivate you to do well? What type would demotivate you?
How would you lead?

It’s very easy to criticise leaders, but it’s much more difficult to provide good leadership.
Imagine you are a co-worker and a manager in a workplace you know. What would your leadership style 
be?

You are a colleague. Two people in 
your team had a huge argument, 
and they now refuse to speak 
to each other. It’s really starting 
to impact on relationships and 
people are starting to take sides.

In this example, a few approaches are possible.

Autocratic: Get everyone together and tell them to behave, or else you’ll involve a senior manager 
– no questions, no discussions.

Pace-setting: Point out a time when you had a disagreement with someone, and it didn’t affect your 
relationship with them. Expect everyone to follow this example.

Authoritative: Get everyone together and point out the importance of getting over arguments 
quickly. Make it clear that this is what you expect to happen.

Affiliative: Meet with each person individually to find out what the disagreement is all about, and 
then try to mediate between the two colleagues, paying attention to hurt feelings.

Democratic: Speak to everyone in the team, and find out how the argument is affecting people. 
Ask them how they would solve the situation and try to get an agreement.

Coaching: Accept that it will take time for relationships to heal. Meet with each person regularly, 
and over time, make helpful suggestions to help bring the team back together.

What would your leadership style be? Write your ideas in the boxes below.

You are a  colleague. You suspect that 
someone has been stealing from the till. You 
aren’t sure, but you think you know who it is.

You are a  manager. A  team member says 
they’re thinking of leaving because their ideas 
are never taken seriously. You value them and 
you don’t want them to leave.

Think about the following questions (you don’t have to make notes):
• What’s your preferred leadership style?
• What leadership style would you try to avoid using?
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Now, identify a team or group you’re currently involved in, or will soon be involved in. This should 
be related to the task, activity or project you’re part of now.

The aim of the team is to: My role in the team is:

As you begin your teamwork, make some notes about the following points.

Who is leading the team? What types of power are they 
using?

What’s their leadership style?

Identify 2 situations where 
you might be able to provide 
leadership.

Situation 1: Situation 2:

How are you going to use the following soft skills to provide leadership?

Communication skills Adaptability skills Positive attitude

Time & energy management Work ethic Problem solving & analytical 
skills

Teamwork skills What types of power will you 
use?

What leadership styles will you 
use?

Afterwards, make some notes on how you applied your leadership skills.

What happened? Did you become a leader? Situation 1:

What happened? Did you become a leader? Situation 2:
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REFLECTING AND EVALUATING
How did it go? Here’s your chance to reflect on how you’ve improved your leadership skills. 
Fill in each arrow below with your results and thoughts.

What task/activity did 
you complete?

Did you follow your own 
advice on leadership? 

How?

Can you now use your 
leadership skills better?

 How?

What new skills in 
leadership will you take 

with you and develop 
further in the future?
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AFTER THE JOURNEY – SKILLS CHECK
You’ve almost completed this stage of your soft skills journey. You’ve used this part of the journey to 
think about your leadership skills. Now it’s time to see how much distance you have travelled in your 
leadership skills journey.  Indicate in the spaces which best represents your skills now. 

Emerging Consolidating Established

N
ever –

I struggle w
ith 

this

H
ardly ever

Som
etim

es

U
sually, 

but not alw
ays

Alw
ays – 

no problem
!

Example: I am an active listener and work well in a team 
with other people

1 2 3 4 5

1 I am an active listener and work well in a team with 
other people

1 2 3 4 5

2 Other people listen to my views, and I am persuasive 
and convincing

1 2 3 4 5

3 I recognise who can best get the job done and can get 
them on board

1 2 3 4 5

4 I respect the other members of my team and give 
praise and reward when it’s deserved

1 2 3 4 5

5 I do as I say, and people trust me to act in accordance 
with my values

1 2 3 4 5

6 I can analyse and solve problems efficiently and 
creatively

1 2 3 4 5

7 I learn from my mistakes and encourage others to do 
the same

1 2 3 4 5

8 I am accountable for my actions and am happy to be 
challenged by others

1 2 3 4 5

9 I focus on a task and make sure it is completed well and 
on time

1 2 3 4 5

10 I am adaptable, and decisive enough to change my 
approach when I need to

1 2 3 4 5

Shade in the box which indicates your overall leadership skills level.

Overall, my leadership skills are: Emerging Consolidating Established

Emerging = your skills are starting to develop.

Consolidating = you’re practicing and 
developing your skills, but you’re not quite 
there yet.

Established = your skills are well developed, 
and have become part of how you naturally do 
things.
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Again, ask the same person who knows you well to indicate on the chart the spaces which best 
represent where you’re at now. They must not look at your answers!

Peer reflection carried out by: Emerging Consolidating Established

Relationship:

N
ever –

I struggle w
ith 

this

H
ardly ever

Som
etim

es

U
sually, 

but not alw
ays

Alw
ays – 

no problem
!

Example: Is an active listener and can work well in a team 
with other people

1 2 3 4 5

1 Is an active listener and can work well in a team with 
other people

1 2 3 4 5

2 Other people listen to their views, and is persuasive 
and convincing

1 2 3 4 5

3 Recognises who can best get the job done and can get 
them on board

1 2 3 4 5

4 Respects the other members of their team and gives 
praise and reward when it’s deserved

1 2 3 4 5

5 Does as they say, and people trust them to act in 
accordance with their values

1 2 3 4 5

6 Analyses and solves problems efficiently and creatively
1 2 3 4 5

7 Learns from their mistakes and encourages others to 
do the same

1 2 3 4 5

8 Is accountable for their actions and is happy to be 
challenged by others

1 2 3 4 5

9 Focuses on a task and make sure it is completed well 
and on time

1 2 3 4 5

10 Is adaptable, and decisive enough to change their 
approach when they need to

1 2 3 4 5

Shade in the box which indicates their overall leadership skills level.

Overall, their leadership skills are: Emerging Consolidating Established

Emerging = your skills are starting to develop.

Consolidating = you’re practicing and 
developing your skills, but you’re not quite 
there yet.

Established = your skills are well developed, 
and have become part of how you naturally do 
things.
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Next, plot your answers on the spider web diagrams below.

If you need more help, look in the Instructions and Guidance section for how to do this.

My responses: The other person’s responses:
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If your spider’s webs look the same, that’s fine. Go to the next stage.
If they’re different, work together to produce a single spider’s web you can both agree on.

Plot out two diagrams – your skills before, and your skills now. 

My skills before: My skills now:
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Are your ‘before’ and ‘after’ diagrams different? How much progress have you made?
If they’re the same, don’t be disheartened. Sometimes we slip backwards, or we need more time to 
develop our skills. This is part of the journey!

Remember that the levels are personal to you and reflect your habits, knowledge and experience and 
cannot be compared with other people who will have different backgrounds.
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CONTINUING THE JOURNEY

This part of the journey is almost over. It’s time to prepare for the next stage.

1. How are you going to continue developing your leadership skills?

I am going to continue developing my leadership skills by:

2. You’ve applied for a job or training course, and they want to know what experience you have 
in leadership.

What examples can you now give in your written application?

3. They liked your application, and they want to invite you for an interview.

What further examples of good leadership skills should you mention in your interview?

You are now ready to move on to the next section – Leaving the Journey.
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Answer Sheet

No excuses, I’m telling you 
to do it now! That didn’t go so well. How can you 

avoid this next time?
We need to change society, and 
I know how we’re going to do it.

I won’t stop until the job is 
done, and I expect the same 

from all of you.

That didn’t go so well. How 
did that make you feel?

Let’s all think about this, and 
decide what our next steps are.

Autocratic Coaching Authoritative

Democratic Affiliative Pace-setting
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YOUR NOTES
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