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Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to use leadership skills to take initiative?
This means stepping up to help, solve problems, or guide others when needed. It means being confident, making good decisions, and setting a positive example for others. It also means taking action without always waiting to be told what to do.
[image: ]Why are these skills important?
Employers value workers who take initiative and lead by example. Leadership skills can help teams succeed, motivate others, and show that you are ready for more responsibility. These skills can also help you build confidence and grow in your career.

These skills are important at work, home, school, and in your community. Taking initiative can help groups work together, complete tasks, and reach goals more successfully.
For example, you may notice something that needs to be done. You can offer help, organize tasks to complete a group project, or encourage others during a difficult situation.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Show a positive attitude and confidence in yourself.
· Use time, money, and resources wisely.
· Plan and organize work to help reach team goals.
· Take responsibility for your actions and decisions.
· Look for ways to solve problems before they get bigger.
· Encourage and support others during team activities.




	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Using Time and Leadership to Support the Team
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Read 1-2 workplace scenarios below and then answer the questions. Use the Help Box for examples.
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Scenario 1:Help Box 
Leadership Skills Examples:
· Positive attitude
· Confidence
· Planning and organizing
· Helping others
· Offering support
· Taking responsibility
· Solving problems
· Taking initiative
· Encouraging coworkers
· Using time and resources wisely

Rosa works at a hotel front desk. She is organizing paperwork for the next shift when several guests arrive at the same time. One coworker is helping a customer on the phone, and the line keeps getting longer. Rosa decided to pause her paperwork task and happily help check in guests. Customer service is the team’s top priority.
1. Why was it helpful for Rosa to stop her paperwork and help the guests?
2. How did Rosa’s choice make the workday easier for her team?
3. Choose one leadership skill Rosa showed and describe how it helped in this situation.
Scenario 2:
Carlos is an assistant manager at a grocery store. One worker calls off sick, and another worker is on vacation. The store is having a big sale, and the shelves are not well stocked. Customers are asking for help. Carlos finishes his work and then offers to help stock shelves before the store gets busier. He tells his team he has confidence in them.
1. What problems might happen if Carlos did not help stock the shelves?
2. How did Carlos show leadership when he helped his team?
3. Choose one leadership skill Carlos showed and explain how it made the team’s work easier.
Scenario 3:
A manager at an art museum is planning an event to celebrate the museum’s volunteers. The manager asks for a team of employees to help plan and organize the event. The event will be two hours long, and there is a small budget. Priya offers to lead the event planning team.
1. Why do you think Priya offered to lead the event planning team?
2. How could Priya help the team stay organized while planning the event?
3. Choose one leadership skill Priya will need and explain why it would help her team.
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Activity 2: Making Decisions Together
Read the scenario below. Think about how the team worked together to make a decision and then answer the questions.

Scenario:
You work at a community center. Your team is planning a family event and must decide what food to serve. The team has a small budget and wants families to enjoy the event. You offer to lead the team in charge of food for the event.

Team members had the following ideas:
· “Pizza is easy, and most people like it.”
· “Some families may need healthier food choices.”
· “We do not have enough money for expensive meals.”
· “What if everyone shares one idea before we decide?”
· “Maybe we can choose two simple foods so there are more choices.”
· “Let’s pick something most people can agree on.”

The team talks about the ideas together and agrees on a food plan for the event.

Questions:
1. What problem was the team trying to solve when planning the event?

2. Which ideas helped the team work together and make a decision? Underline or highlight the information that helped you decide.

3. How did the team show respect for different people’s needs and ideas?

4. As the group leader, what could you say to help everyone share ideas respectfully?

5. Why is listening important when groups make decisions together?






Skill Application
Directions: Think about a time when you had to manage time, money, or resources to meet a goal at work, home, school, or in your community and then answer the questions.

Questions:
1. Describe the situation. Who was involved? What did you have to manage?

2. What happened as a result? Did you meet the goal?

3. What did you do to learn from this experience?

4. What is one thing you did well or would do differently next time?
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