
 

 1 

 
AI art by Ed Canela   

Digital Skills for 
Entrepreneurs 

 
 
 

Topic 14 
Responsible Action and 

Leadership 
 



 

 2 

Table of Contents 

Topic: 14.  Responsible Action and Leadership ....................................................... 3 

1 Introduction to Responsible Action, Implementation and Leadership ............................3 

2 Decision Making and Problem Solving .........................................................................4 

3 Delegation Matrix ..................................................................................................4 

4 Delegation and Team Management .........................................................................5 

5         Accountability and Performance Evaluation ...........................................................6 

6           Ethical Leadership and Corporate Social Responsibility .........................................6 

7 Stress and Wellness Practices ...............................................................................7 

8 Change Management and Adaptability ..........................................................................8 

9 Project Management Basics ........................................................................................8 

10 Effective Communication and Conflict Resolution ......................................................9 

11 Stakeholder Engagement and Relationship Building ................................................. 10 

12 Leading by Example: Integrity and Transparency ....................................................... 11 

13 Demo of Appropriate Digital Tools ........................................................................... 11 
 

    

 The topic will advise the participants to act responsibly e.g., 
minimize environmental impact and use of finite resources, treat 
employees fairly, ensure workplace safety, as well as operating with 
honesty, integrity, and transparency, avoiding bribery and unfair 
practices.  Participants will be encouraged to solve problems related 
to sustainability policy and practices, integrate responsibility into 

operations, invest in renewables, empowering employees and maintain transparency 
and communication regularly. Finally, the topic will share ideas on how to engage 
actively with the community and the constituency.  
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Topic: 14.  Responsible Action and Leadership 
Learning Objectives   
On session completion, the learners will be able to:  

1. Understand the importance of responsible leadership and implementation in 
business contexts.  
2. Learn strategies for effective decision-making, delegation, and 
accountability.  
3. Explore techniques for fostering a culture of responsibility and ethical 
behavior within organizations.  
4. Develop skills in leadership, project management, and stakeholder 
engagement.  

 

1 Introduction to Responsible Action, Implementation and 
Leadership 
In today's world, businesses are increasingly expected to operate responsibly. This 
means going beyond just generating profits and considering the impact their activities 
have on the environment, society, and their employees. 

Responsible action refers to a business conducting its operations in a way that 
considers the following: 

• Environmental Impact: Minimizing pollution, conserving resources, and adopting 
sustainable practices. 

• Social Impact: Treating employees fairly, ensuring workplace safety, and 
contributing positively to the communities they operate in. 

• Ethical Conduct: Operating with honesty, integrity, and transparency. Avoiding 
bribery, corruption, and unfair business practices. 

Implementing Responsible Action: 
Moving from principle to practice requires a well-defined implementation strategy. Here 
are some key steps: 

• Develop a Sustainability Policy: A clear policy outlining the company's 
commitment to responsible action and specific goals. 

• Integrate Responsibility into Operations: Embed responsible practices 
throughout the business, from supply chain management to waste disposal. 

• Invest in Sustainable Technologies: Look for ways to reduce energy 
consumption, minimize waste, and adopt renewable resources. 

• Empower Employees: Train employees on responsible practices and encourage 
them to identify and propose improvements. 

• Transparency and Communication: Regularly report on sustainability efforts and 
engage in open communication with stakeholders. 
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2 Decision Making and Problem Solving  

Decision-making and problem-solving are fundamental skills for any business leader. 
They are intertwined processes that ensure businesses can navigate challenges, 
capitalize on opportunities, and achieve their goals. 

 
Decision Making: 

• The Process: Decision-making involves a structured approach to identify a 
course of action from various alternatives. Here's a common framework: 

1. Define the problem or opportunity: Identify the issue at hand and the 
desired outcome. 

2. Gather information: Research the situation, collect data, and consider 
different 
perspectives. 
3. Identify 
potential 
solutions: 
Brainstorm a 
range of options 
and consider their 
feasibility and 
potential 
consequences. 
4. Evaluate 
alternatives: 
Analyze each 
option based on 
pre-determined 
criteria like cost, 
risk, impact, and 
alignment with 
long-term goals. 
5. Make a 

decision: Choose the best option based on the evaluation and weigh the 
potential benefits and drawbacks. 

6. Implement and monitor: Put the decision into action and track its 
effectiveness, making adjustments as needed. 

3 Delegation Matrix  

A delegation matrix is a visual tool used in business to clarify decision-making authority 
and task ownership. It helps managers effectively delegate tasks to team members 
based on their skill level and experience. 

The delegation matrix typically has two dimensions: 
• Decision Authority (Vertical Axis): This represents the level of authority a 

manager grants to a team member for a specific task. Common options include: 
o Do it yourself: The Manager makes the decision and completes the task. 

 

Figure 1: Delegation Matrix 
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o Consult Up: Team member gets input from the manager before making a 
decision. 

o Recommend: A team member proposes a solution, but the manager 
makes the final call. 

o Do it: Team member has the autonomy to make the decision and 
complete the task. 

• Task Complexity (Horizontal Axis): This represents the level of skill and 
experience required to complete a task. It can range from simple, routine tasks 
to complex, strategic decisions. 

Here's a step-by-step approach to developing a delegation matrix for your team: 

1. Identify Key Tasks: List all the significant tasks your team performs. 
2. Define Complexity Levels: Categorize each task based on its complexity (simple, 

moderate, complex). 
3. Assign Decision Authority: Determine the appropriate level of decision-making 

authority for each task/complexity level combination. 
4. Communicate and Discuss: Present the matrix to your team, explain the 

rationale behind each decision, and encourage open discussion. 
5. Review and Update: The matrix is a dynamic tool. Revisit and update it 

periodically as team members develop their skills or project requirements 
evolve. 

4 Delegation and Team Management  

Delegation is the process of entrusting tasks and decision-making authority to team 
members. It's not just about giving away work; it's about empowering your team and 
fostering their development. 

Effective Delegation: 

• Matching Skills to Tasks: Delegate tasks based on individual strengths, 
experience, and skillsets. 

• Providing Clear Instructions: Ensure team members understand the task 
objectives, deadlines, expectations, and resources available. 

• Setting SMART Goals: Clearly define goals using the SMART framework (Specific, 
Measurable, Achievable, Relevant, Time-bound) to guide task completion. 

Team management involves creating a work environment where individuals come 
together to achieve shared goals. It requires fostering collaboration, communication, 
and a sense of trust within the team. 

Effective Team Management: 

• Building Trust: Create a safe space for open communication and honest 
feedback. 

• Setting Clear Expectations: Define team goals, roles, and individual 
responsibilities. 
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• Facilitating Communication: Encourage open communication and information 
sharing within the team. 

• Resolving Conflicts: Develop strategies for constructive conflict resolution to 
maintain a positive team dynamic. 

• Providing Recognition and Rewards: Acknowledge and appreciate individual and 
team accomplishments. 

5         Accountability and Performance Evaluation 

Accountability refers to the obligation of an individual or team to take ownership of their 
actions, decisions, and results. It's about fostering a work environment where everyone 
is responsible for their assigned tasks and the overall success of the team or 
department. 

Establishing Accountability: 

• Clear Roles and Responsibilities: Clearly define individual and team roles, 
outlining expectations and areas of ownership. 

• Performance Metrics: Establish measurable metrics to track progress towards 
goals and objectives. 

• Open Communication: Encourage open communication where team members 
feel comfortable discussing challenges and seeking clarification. 

• Regular Feedback: Provide timely and constructive feedback to help individuals 
course-correct and improve their performance. 

Performance Evaluation: 

Performance evaluation is the systematic process of assessing how well an employee 
or team is performing their job duties and meeting expectations. It's a two-way street 
involving feedback, goal setting, and development planning. 

Effective Performance Evaluation: 

• Goal-Oriented: Align performance evaluations with individual and team goals set 
at the beginning of the evaluation period. 

• Regular Reviews: Conduct performance reviews regularly, not just annually, to 
provide ongoing feedback and development opportunities. 

• Balanced Approach: Consider both quantitative data (metrics) and qualitative 
factors (behavior, skills) when evaluating performance. 

• Two-Way Communication: Performance evaluations should be a conversation, 
allowing employees to provide feedback and discuss their development goals. 

6           Ethical Leadership and Corporate Social Responsibility 

Business ethics refers to the principles and standards that guide behavior in 
the world of business. For MSMEs, upholding high ethical standards is 
crucial for building trust with customers, employees, and other 
stakeholders. Corporate Social Responsibility (CSR) involves taking 
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responsibility for the impact of the company’s activities on the environment, 
consumers, employees, communities, and stakeholders. 

In essence: 

• Business ethics defines the "what" - the moral principles that guide 
a business’s actions. 

• CSR defines the "how" - the actions a business takes to fulfill 
its social and environmental responsibilities. 

Benefits of a Combined Approach: 

• Improved Stakeholder Relationships: 
Ethical and socially responsible 
companies build trust and positive 
relationships with employees, customers, 
and communities. 
• Enhanced Brand Image: A 
strong reputation for ethical 
behavior and social responsibility 
can attract customers and talent. 
• Risk Management: Ethical practices 

can help companies avoid legal trouble, fines, and reputational 
damage. 

• Sustainable Growth: By addressing social and environmental 
concerns, companies can ensure long-term success and contribute 
to a sustainable future. Corporate Social Responsibility (CSR):                                                 

 
CSR refers to a company's commitment to operating in a way that benefits society and 
the environment, beyond just generating profits. It's about considering the social, 
environmental, and economic impact of business activities. 

Examples of CSR Initiatives: 

• Environmental Sustainability: Reducing carbon footprint, adopting sustainable 
practices in resource use, and supporting environmental protection efforts. 
 

• Social Responsibility: Investing in community development initiatives, promoting 
diversity and inclusion in the workplace, and upholding fair labor practices. 

• Philanthropy: Donating resources or volunteering time to support social causes. 

7 Stress and Wellness Practices  

Businesses are increasingly recognizing the importance of employee wellness and are 
implementing strategies to combat stress and promote a healthier work environment. 

Understanding Workplace Stress: 
• Sources of Stress: Common stressors include workload, tight deadlines, lack of 

control, unclear expectations, poor communication, and unhealthy work-life 
balance. 

 
Video 1: The Concept of Corporate Social 
Responsibility 
 

https://www.youtube.com/embed/b4aqUh7C3Eo?feature=oembed
https://www.youtube.com/embed/b4aqUh7C3Eo?feature=oembed
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• Impact of Stress: Chronic stress can lead to burnout, decreased productivity, 
absenteeism, health problems, and employee turnover. 

Here are some strategies businesses can adopt to promote employee wellness and 
combat stress: 

• Work-Life Balance: Offer flexible work arrangements, encourage breaks, and 
promote healthy boundaries between work and personal life. 

• Healthy Work Environment: Provide ergonomic workstations, access to natural 
light, and promote physical activity during the workday. 

• Open Communication: Encourage open communication between employees 
and managers to address concerns and foster a supportive environment. 

• Stress Management Programs: Offer workshops or training programs on stress 
management techniques like mindfulness or meditation. 

8 Change Management and Adaptability 

In today's dynamic business landscape, change is inevitable. Companies that can 
effectively manage change and foster adaptability within their workforce are more likely 
to thrive. Here's a breakdown of these two crucial concepts: 

Change management refers to a structured approach to guiding individuals, teams, and 
the entire organization through a transition from a current state to a desired future 
state. It involves planning, implementing, and supporting the change process to 
minimize disruption and maximize the benefits. 

Key Steps in Change Management: 

1. Define the Need for Change: Identify the reason for the change and the desired 
outcomes. 

2. Develop a Change Management Plan: This plan outlines the steps involved, 
communication strategies, resources needed, and potential risks. 

3. Communication and Engagement: Keep all stakeholders informed throughout 
the process, addressing concerns and encouraging participation. 

4. Implementation and Training: Provide training and support to help employees 
adapt to the new processes, tools, or ways of working. 

5. Monitoring and Evaluation: Track progress towards goals, identify challenges, 
and make adjustments as needed. 

9 Project Management Basics 

In the world of business, projects are temporary endeavors undertaken to create a 
unique product, service, or deliverable.  Project management is the practice of 
applying knowledge, skills, tools, and techniques to guide a project from inception 
to completion, ensuring it meets its objectives within set timeframes, budgets, and 
quality standards. 
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The project management process consists of five steps or phases that all projects 
must go through: initiation, planning, execution, monitoring and control and closure. 

Several tools and techniques can aid project managers in various stages: 

a) Project Management Platforms: Tools like Asana, Trello, or Monday.com 
facilitate task assignments, progress tracking, and team discussions, 
fostering transparency and keeping everyone informed. 

b) Video Conferencing Tools (Zoom, Google Meet): Conduct virtual meetings, 
presentations, and team check-ins, regardless of location. 

c) Cloud Storage Platforms (Google Drive, Dropbox): Securely store and share 
project documents, ensuring everyone has access to the latest information. 

10 Effective Communication and Conflict Resolution 

In today's digital workplace, numerous tools can enhance communication and conflict 
resolution efforts. Strong communication and conflict-resolution skills are fundamental 
for any successful business. They are the cornerstones of building trust, fostering 
collaboration, and navigating inevitable disagreements in the workplace. 

Conflict is inevitable in any workplace.  Disagreements, differing opinions, and 
competition for resources can all lead to friction. However, by prioritizing conflict 
resolution and providing employees with the tools they need to address disagreements 
constructively, businesses can create a more harmonious and productive work 

environment for everyone. 

 

 

 

Figure 2: Project Management Process Stages 

 

https://www.dropbox.com/
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Communication Tools: 

• Collaboration Tools: Platforms like Zoom, Google Meet, Slack, or Microsoft 
Teams offer real-time messaging, file sharing, and video conferencing features, 
enabling seamless communication and collaboration within teams or across 
departments. 

• Internal Communication Platforms: Company intranet sites or internal social 
media platforms can be used for announcements, knowledge sharing, and 
fostering a sense of community among employees. 

• Email and Video Conferencing: Traditional methods like email and video 
conferencing remain valuable tools for formal communication, presentations, 
and virtual meetings. 

While there aren't specific "conflict resolution" software programs, some digital tools 
can aid the process: 

• Online Polling and Surveys: Tools like SurveyMonkey or Google Forms can be 
used to anonymously gather employee feedback or gauge team sentiment on 
specific issues. 

11 Stakeholder Engagement and Relationship Building 

Stakeholders are any individuals or groups who are impacted by a business or have a 
stake in its success. This can include customers, employees, investors, suppliers, 
regulators, and the community. Effective stakeholder engagement and relationship 
building are crucial for any business to operate sustainably and achieve its goals.  

A stakeholder engagement matrix can be a helpful tool to visualize the level of 
engagement required for different stakeholders. This matrix typically considers two 
dimensions: 

 

Figure 3: Stakeholders Engagement Matrix 

 

https://zoom.us/
https://meet.google.com/
https://slack.com/
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software
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• Power: The stakeholder's influence on the business. 
• Interest: The stakeholder's level of concern or stake in the business. 

 

12 Leading by Example: Integrity and Transparency 

 

In the world of business leadership, setting a strong example is paramount. Leading by 
example fosters trust, inspires employees, and establishes a clear direction for the 
organization. 
 
Integrity refers to acting with honesty, fairness, and strong moral principles in all 
business dealings. A leader with integrity makes ethical decisions, even when faced 
with challenges or pressure to compromise. 
 
Transparency involves openness, honesty, and clear communication. A transparent 
leader shares information readily, fostering a sense of trust and accountability. This 
doesn't mean revealing everything, but it does mean keeping stakeholders informed 
and addressing concerns openly. 
 
When leaders prioritize integrity and transparency, it has a ripple effect throughout the 
organization. Employees who witness their leaders acting ethically are more likely to 
follow suit. This creates a positive work environment where everyone feels empowered 
to act with honesty and fairness. 
 

13 Demo of Appropriate Digital Tools 
 

• Data Governance:  
• Ethical AI and Automation:) 
• Digital Wellbeing:,)  
• Sustainable IT)  

S/N Name of Tool Brief Description Nature of Subscription Cost 
1 Project Management Platforms  
 Asana Asana is a project management 

platform that helps teams organize 
tasks, collaborate effectively, and track 
progress toward goals 

• Free Plan (Up to 10 users). 
• Premium Plan 

$13.49/month. (Up to 30 
users). 

• Business Plan $30.49/month 
(Up to 300 Users)  

 Trello Trello is a popular visual project 
management tool that utilizes boards, 
lists, and cards to organize tasks, 
collaborate with teams, and track 
progress. 

• Free Plan (Unlimited). 
• Premium Plan $5/month. (Up 

to 250 team members). 
• Business Plan $10/month 

(Unlimited) 
 Monday.com Monday.com is a work operating 

system (Work OS) that helps teams 
• Free Plan – Limited features. 

https://asana.com/
https://trello.com/
https://monday.com/
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manage projects, workflows, and 
communication in a centralized and 
visually appealing way 

• Premium Plan (Up to 250 
team members). 

• Business Plan (Unlimited) 
• Monday.com requires 

contacting their sales team 
for a custom quote based on 
your specific needs (number 
of users, desired features, 
etc.) 

2 Collaboration Tools 
 Slack Slack is a popular collaboration 

platform used by teams for 
communication, file sharing, and 
project management 

• Free Plan (Limited features). 
• Pro Plan $8.75/month. 
 
 

 Microsoft 
Teams 

Microsoft Teams is a chat-based 
workspace that allows teams to 
communicate, collaborate on projects, 
and share files 

• Microsoft 365 Business 
Basic. ($6 per user/month). 

• Microsoft 365 Business 
Standard ($12.50 per 
user/month). 

Microsoft 365 Enterprise Plans 
(requires contacting Microsoft 
sales for a custom quote). 

 zoom Zoom provides a cloud-based platform 
for video conferencing, meetings, 
webinars, and chat functionalities. 

• Free Plan 
Zoom Pro Plan $14.99 

 Google Meet Google Meet allows users to host video 
meetings, share screens, collaborate, 
and record sessions 

• Free Plan. 
• Google Workspace Starter 

Plan ($6 per user/month). 
• Google Workspace Business 

Standard Plan ($12 per 
user/month). 

•  
Google Workspace Business 
Plus Plan ($18 per 
user/month). 

3 Online Polling and Surveys  
 SurveyMonkey SurveyMonkey helps you design 

surveys, collect responses, analyze 
data, and generate reports. 

• Free Plan: (Up to 10 
questions per survey). 

• Standard Plan: (Up to 100 
questions per survey). 
$25/month 

• Advantage Plan:  (Up to 
10,000 responses per 
survey). $75/month 

  
 Google Forms Google Forms is a free online tool for 

creating surveys and questionnaires. It 
allows you to collect data, analyze 

Free to Use 
 

https://slack.com/
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software
https://zoom.us/
https://meet.google.com/
https://www.surveymonkey.com/
https://docs.google.com/forms
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responses with basic charts, and 
export results to Google Sheets for 
further analysis 

4 Data Governance  
 Okta Okta is a leading provider of identity 

and access management (IAM) 
solutions. It helps organizations 
manage user access to various 
applications and resources securely 

• Free Plan. 
Paid Plan:  $4- $6 per 
user/month 

5 Ethical AI and Automation: 
 Microsoft 

Azure AI 
Microsoft Azure AI offers various 
artificial intelligence services through 
the Azure cloud platform. These 
services can be used for multiple tasks, 
including image recognition, natural 
language processing, speech 
recognition, and more. 

• Free Tier 
Pay-as-you-go Model. Pay-
as-you-go Model: Each AI 
service has its own pricing 
structure 

6 Digital Wellbeing  
 Freedom Freedom is an app designed to help 

users block distractions and improve 
focus by restricting access to websites 
and applications for a set period 

• Free Plan. 
Monthly Plan $8.99/month 

 RescueTime RescueTime automatically tracks 
application and website usage, 
generates reports, and helps users 
identify productivity patterns and areas 
for improvement. 

• Free Plan. 
Premium Plan $12/month 

7 Sustainable IT 
 : Google Cloud 

Platform 
Google Cloud Platform (GCP) offers a 
wide range of cloud computing 
services that allow businesses to build, 
deploy, and scale applications on 
Google's infrastructure 

• Free Tier. 
Pay-as-you-go Model. Pay-as-
you-go Model - Pricing varies by 
service 

  Snipe-IT IT helps you track and manage your IT 
assets, including computers, 
peripherals, software licenses, and 
more 

• Free Tier. 
Basic Hosting $39.99/month 

 

 

 

 

 

 

https://www.okta.com/
https://azure.microsoft.com/en-us/solutions/ai
https://azure.microsoft.com/en-us/solutions/ai
https://freedom.to/
https://www.rescuetime.com/
https://cloud.google.com/
https://cloud.google.com/
https://snipeitapp.com/
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