
Leadership and Team Management Cheatsheet
A comprehensive guide to effective leadership and team management, covering essential theories, strategies, and practical tips for building high-

performing teams and fostering a positive work environment.

Leadership Styles and Theories

Building and Managing Effective Teams

Classic Leadership Styles

Autocratic/Authoritarian Leader makes decisions unilaterally, emphasizing control and

direct supervision. Effective in crisis situations but can stifle

creativity.

Democratic/Participative Leader involves team members in decision-making, fostering

collaboration and ownership. Promotes higher job

satisfaction and innovation.

Laissez-Faire/Delegative Leader provides minimal guidance, allowing team members

autonomy and independence. Suitable for highly skilled and

motivated teams but requires careful monitoring.

Transformational Leader inspires and motivates team members to achieve a

shared vision, emphasizing innovation, creativity, and

personal growth. Builds strong team loyalty and

commitment.

Transactional Leader focuses on setting clear goals, providing rewards and

punishments, and maintaining order and efficiency. Effective

for achieving short-term objectives but may not foster long-

term innovation.

Servant Leadership Leader prioritizes the needs of team members, empowering

them to grow and succeed. Builds trust, collaboration, and a

positive work environment.

Key Leadership Theories

Situational

Leadership Theory

Leadership style adapts to the readiness and maturity level of

team members, using different approaches (telling, selling,

participating, delegating) based on the situation.

Contingency Theory Effective leadership depends on the fit between the leader’s

style and the situational factors (leader-member relations, task

structure, position power). Asserts there’s no one ‘best’ style.

Path-Goal Theory Leaders guide and support team members by clarifying paths to

achieve goals, removing obstacles, and providing necessary

resources and motivation.

Leader-Member

Exchange (LMX)

Theory

Leaders develop different relationships with team members,

creating ‘in-groups’ and ‘out-groups’. High-quality LMX

relationships result in greater job satisfaction and performance.

Team Formation Stages

Forming Team members get to know each other,

establish ground rules, and define initial

goals and expectations. Characterized by

uncertainty and cautious behavior.

Storming Team members express their ideas and

opinions, leading to potential conflict and

tension. Requires effective conflict

resolution and communication skills from

the leader.

Norming Team members establish norms, roles, and

processes, developing cohesion and trust.

Focus shifts to achieving common goals.

Performing Team members work collaboratively and

efficiently to achieve high performance.

Characterized by mutual support,

autonomy, and continuous improvement.

Adjourning Team disbands after completing its task,

celebrating achievements and learning

from experiences. Requires proper closure

and recognition of contributions.
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Communication and Feedback Techniques

Essential Team Roles

Plant Creative, imaginative, unorthodox.

Solves difficult problems. May ignore

incidentals. Too preoccupied to

communicate effectively.

Resource

Investigator

Extrovert, enthusiastic, communicative.

Explores opportunities and develops

contacts. Might be over-optimistic, and

can lose interest once initial enthusiasm

has passed.

Coordinator Mature, confident, a good chairperson.

Clarifies goals, promotes decision-

making, delegates well. Can be seen as

manipulative and might offload their

own share of the work.

Shaper Challenging, dynamic, thrives on

pressure. Has the drive and courage to

overcome obstacles. Can be prone to

provocation, and can offend people’s

feelings.

Monitor

Evaluator

Sober, strategic and discerning. Sees all

options and judges accurately.

Sometimes lacks the drive and ability to

inspire others and can be overly critical.

Teamworker Co-operative, perceptive and

diplomatic. Listens, builds, averts friction

and calms the waters. Can be indecisive

in crunch situations and tends to avoid

confrontation.

Implementer Disciplined, reliable, conservative and

efficient. Turns ideas into practical

actions. Can be a bit inflexible and slow

to respond to new possibilities.

Completer

Finisher

Painstaking, conscientious, anxious.

Searches out errors and omissions.

Delivers on time. Can be inclined to

worry unduly, and reluctant to delegate.

Specialist Single-minded, self-starting, dedicated.

Provides specialist knowledge and skills.

Contributes only on a narrow front and

can dwell on technicalities.

Strategies for Team Effectiveness

Establish Clear Goals and Objectives: Define SMART

goals (Specific, Measurable, Achievable, Relevant,

Time-bound) to provide direction and focus.

Foster Open Communication: Encourage active

listening, feedback, and constructive dialogue

among team members.

Promote Collaboration and Trust: Create a

supportive environment where team members can

share ideas, support each other, and build strong

relationships.

Manage Conflict Effectively: Address conflicts

promptly and fairly, using mediation or negotiation

techniques to reach mutually acceptable solutions.

Recognize and Reward Contributions: Acknowledge

and appreciate team members’ efforts and

achievements, providing opportunities for growth

and development.

Effective Communication Strategies

Active Listening Pay attention to the speaker, ask

clarifying questions, and summarize

key points to ensure understanding.

Show empathy and acknowledge

their perspective.

Nonverbal

Communication

Be aware of your body language,

facial expressions, and tone of voice.

Maintain eye contact, use open

gestures, and project confidence

and sincerity.

Clear and

Concise

Messaging

Use simple language, avoid jargon,

and structure your message

logically. Focus on key points and

provide relevant examples and

illustrations.

Written

Communication

Use proper grammar and spelling.

Structure email, reports and memos

for clarity and effectiveness.

Providing Constructive Feedback

Focus on Behavior, Not Personality: Describe

specific actions or behaviors that need

improvement, avoiding generalizations or personal

attacks.

Be Specific and Objective: Provide concrete

examples and quantifiable data to support your

feedback. Avoid vague or subjective statements.

Offer Solutions and Suggestions: Provide actionable

recommendations for improvement, offering

resources and support to help team members

succeed.

Deliver Feedback Promptly and Privately: Address

issues as soon as possible in a one-on-one setting to

avoid embarrassment or defensiveness.

Emphasize Positive Intent: Frame feedback as an

opportunity for growth and development,

highlighting the team member’s strengths and

potential.

Handling Difficult Conversations

Preparation Plan what you want to say, anticipate

reactions, and choose a neutral location.

Consider your goals and desired

outcomes.

Empathy Try to understand the other person’s

perspective and emotions.

Acknowledge their feelings and show

that you care.

Assertiveness Express your needs and concerns

clearly and respectfully. Avoid being

passive or aggressive.

Problem-

Solving

Work together to find solutions that

meet both parties’ needs. Be open to

compromise and collaboration.

Follow-Up Check in with the other person to see

how they are doing and reinforce

agreements. Continue to communicate

openly and honestly.
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Motivation, Delegation, and Conflict Resolution

Motivational Techniques

Goal Setting Set clear and challenging goals that

align with team members’ interests

and values. Provide regular feedback

and support to help them achieve

their goals.

Recognition and

Rewards

Acknowledge and appreciate team

members’ contributions, providing

both intrinsic (e.g., praise, autonomy)

and extrinsic (e.g., bonuses,

promotions) rewards.

Empowerment

and Autonomy

Give team members the authority

and resources to make decisions and

take ownership of their work.

Encourage creativity and innovation.

Development

Opportunities

Provide opportunities for team

members to learn new skills, advance

their careers, and reach their full

potential. Support their professional

growth and development.

Effective Delegation Strategies

Identify the Right Person: Match tasks to team

members’ skills, interests, and experience. Consider

their workload and availability.

Provide Clear Instructions: Clearly define the task,

objectives, deadlines, and expected outcomes.

Provide necessary resources and support.

Grant Authority and Autonomy: Give team members

the authority to make decisions and take ownership

of the task. Avoid micromanaging.

Monitor Progress and Provide Feedback: Check in

regularly to monitor progress, provide feedback, and

offer assistance. Celebrate successes and learn from

mistakes.

Evaluate and Recognize Performance: Evaluate the

results of the delegated task and provide feedback

on performance. Recognize and reward

accomplishments.

Conflict Resolution Techniques

Active Listening Listen to all parties involved, ensuring

each feels heard and understood.

Summarize their points to confirm

understanding.

Mediation Facilitate a discussion between

conflicting parties to help them find

common ground and reach a mutually

acceptable solution.

Compromise Encourage both parties to give up

something to reach a resolution that

partially satisfies each side.

Collaboration Work together to find a solution that

fully satisfies both parties’ needs and

interests. Focus on building a win-win

outcome.

Accommodation One party agrees to concede to the

other party’s demands to maintain

harmony and avoid further conflict.

Avoidance Temporarily postpone or withdraw

from the conflict to allow emotions to

cool down or gather more

information. Use this approach

cautiously.
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