LEADERSHIP 101:  Basic Leadership Skills
Learning Journal
(Note this is a sample and would vary according to course content.)

 Name goes here

Student ID goes here

Instructor’s name goes here

Submitted on:   date goes here

Learning Journal Instructions
PLEASE SAVE A COPY OF THIS FILE TO YOUR COMPUTER IMMEDIATELY

This file includes a template for all of your subsequent Learning Journal activities. 

Save the file as <<yournameLJ>>.

Your Learning Journal will become a record of your journey over the next several weeks towards greater knowledge and skill in providing leadership in various situations.
As this is an online course, interactions among learners and between learners and instructors are less extensive than in classroom-based courses.  The Learning Journal is a very important part of the course because it provides your instructor with insights into the growth of your understanding of and ability to apply the knowledge and skills addressed in this course in your capacity as a professional manager.

Learning Journal Objectives:
· To explore your own perceptions and understandings of the knowledge and skills necessary for providing leadership as a professional manager. 
· To apply your knowledge and skill to the resolution of practical problems and scenarios presented in the course for your consideration
· To engage in self-reflection on your current strengths and weaknesses in order to identify areas where you may require additional knowledge and skills in order to function effectively in formal and informal leadership roles.
General Instructions:
In each module of the course you will find a section titled “Learning Journal Reflections”.  These sections contain scenarios, statements or questions that you are asked to respond to in your Journal.  In some cases you are asked to discuss and comment on your own personal activities and/or workplace observations.  In other cases you are asked to discuss your ideas about various topics and/or to comment on scenarios that are presented for your consideration.

The Microsoft Word template that follows can be used to complete for your Journal entries.  All of the scenarios, statements and questions in the modules under "Learning Journal Reflections" are pre-loaded into the template, so you won’t need to refer back to the instructions in the Unit while you are completing the assignment.  

You are encouraged to record several different types of information in your Learning Journal:
1.  Journal Reflections

(This part of the Learning Journal could be marked as outlined below.)

2.  Internet Resources

(This section of the Learning Journal would not be marked – it is for personal use.)
You are encourages to maintain notes on useful internet sites you discover during your topic searches in each unit.  These notes will enable you to return to those sites for further study and review during this course and later in your professional life.  The entries will also provide an indication to your online instructor of the effort you have put into learning the material covered in the course, and may provide the basis for some of your Learning Portfolio entries.

3. Discussion Board Postings

(This section of the Learning Journal would not be marked – it is for personal records.)

You are encouraged to save copies of your Discussion Board Postings and some of your colleagues’ responses in your Learning Journal.  These entries may also provide the basis for some of your Learning Portfolio entries.
Do not use personal opinion as the basis for your Learning Journal observations.  This is not a “diary” in which you record your personal, subjective thoughts and feelings, but a forum in which you look analytically and objectively at yourself and your environment to assess your knowledge and understanding of the issues you encounter while you are taking the course.  You must base your responses on information that you can find in the course materials or in reference materials related to the course content.  

You should begin each new entry with a date.  As you proceed through the course, you may wish to return to some of your previous observations and ADD comments based on things you learned in the course.  When doing this, don’t delete or revise your previous observation, just enter the current date and add you new thoughts along with a rationale for your new/revised comments.  This will assist your instructor to recognize the growth in your knowledge and insights as you progress through the course.

Clarity and brevity should be important characteristics of your Journal.  You should not speculate on all the possible reasons behind a particular occurrence – rather, you should present a brief, reasoned comment about what was happening and why, based on information you have noted in the course, or in other reference materials.

Marking Information:

The Learning Journal represents X% of your course mark. 

Your Journal entries should be double spaced, 11 or 12 point type in a standard font such as Arial or Times Roman.  (The template file uses Arial).  Suggestions may be made as to the length of the journal entries.  The marks assigned to each activity will also be indicated.

As each issue you address in the Journal will be distinct, and may have different  marks attached to it, it is difficult to give specific information about how marks will be allocated.  In general, however, marks will be allocated in the following manner: 

	10 %
	For a clear statement of the issue you are addressing.

	15 %
	For a clear description of how the issue impacts you in your workplace, home, social or volunteer context.

	40 %
	For your discussion of how information presented in this course is related to the issue - positively and/or negatively.

	20 %
	For a reasoned comment on how you plan to respond to the issue in the future.

	10 %
	For a clear statement of your conclusions.

	5 %
	For a good flow to and organization of your comments.


The Learning Journal will be included in your Learning Portfolio, and e-mailed to your instructor after you have completed all of the modules in the course. 

Please delete these Instructions before you e-mail the Learning Journal and Portfolio to your instructor. 

Remember to save the file as <<yournameLJ>> so 

the Instructor know for certain whose Journal it is.

Module 1:  
A. Reflections
Do you already play a number of leadership roles in some aspects of your life (family, community or workplace)?  

What are these roles and what do they involve?
How well do think you fulfill them?

(maximum: 1 1/2  pages, double spaced)

Date:  date of your initial entry
>> Enter your comments
<<

Date:  date of follow up comments
>> Enter your follow up here

<<

B.  Useful websites

C.  Discussion Board Posting

Module 2: 

A.  Reflections

i. To what degree do you want to have a greater leadership role in life? (e.g., in your family? Your community? Your workplace?)  What roles?  What goals? 

ii. What type of leadership style do you think would be most effective for you as a “xxxxx” in a leadership role? Why?
iii. Are you content to be a “follower”? In the short-term? In the long-term?  How would you describe a good “follower”? 
iv. Can a follower also be a leader?

(maximum: 1 1/2  pages, double spaced)
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B.  Useful websites

C.  Discussion Board Posting

Module 3: 

A. Reflections

Continue with your Learning Journal Reflections by completing and reviewing the results of the two self assessment exercises identified in the Learning Activities:

Leadership Assessment Inventory - Assess Your Skills
Emotional Intelligence Self Assessment
Discuss what you might do to respond to one leadership area and one emotional intelligence area where the self assessment exercises suggest you many need to strengthen your skills in order to become a more effective leader.

Explain why you think these are important leadership skills and describe some of the possible consequences for you in a leadership role if you did not strengthen these skills.

Using the 8-stage personal development strategy outlined in the study notes as a guide, describe how you would go about strengthening these two areas.
(maximum: 1 1/2  pages, double spaced)
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Module 4: 

A.  Reflections

The Johari Window is a tool for measuring your self-perceptions against those of others. After initiating the Interactive Johari Window self-assessment exercise, continue to monitor your online Johari Window as your acquaintances submit their contributions.  

Record your observations and reactions as you consider what the results of this exercise imply about your communication and leadership style.  Identify the observations that are as you would have expected and make notes on the observations that are surprising to you.  Whether they are positive or negative surprises, try to understand the rationale behind them and consider what, if anything you should do to enhance your communication and interaction style in preparation for increased leadership responsibilities.      

(maximum: 1 1/2  pages, double spaced)
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Module 5: 

A.  Reflections

Before proceeding with this exercise, complete the self-assessment exercise entitled “Motivating Others.  What do I do to motivate people who work with me?” (http://cub.wsu.edu/Lead/library/resources/Motivation/Motivating Others.pdf). 

Identify behaviors that can be used by informal leaders to motivate and encourage their team mates, and state why you have selected those items as being appropriate for informal leaders. 

List any behaviors that you have marked as “Never” and indicate why you have difficulty with these activities.  Suggest things you could do to overcome those challenges and increase the frequency of these behaviors.  Where, when and how could you “practice” these behaviors so that you become more comfortable with them?
List the behaviors that you have marked as “Often” and explain why you feel so comfortable carrying out those activities.
List the behaviors that you have marked as “Sometimes” in order of priority, placing the activities that you feel you could easily do more often at the top of the list.  What do you think you need to do in order to increase the frequency of those behaviors?  Where, when and how could you “practice” those behaviors so that you can become more comfortable with them?                          

(maximum: 1 1/2  pages, double spaced)
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B.  Useful websites

C.  Discussion Board Posting

Module 6: 

A.  Reflections

“A team should be composed of people with different skill sets and

different ideas about how to accomplish an assigned task.”

Discuss the “pros and cons” of this statement.

Explain how you would approach the task of establishing a project team.
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Module 7 ….. 

A.  Reflections

xxxxx
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