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[bookmark: _Toc418688471]Candidate Details
[bookmark: _Toc305663882][bookmark: _Toc418688472]Assessment – BSBSMB405: Monitor and manage small business operations
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for BSBSMB405: Monitor and manage small business operations.
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed.  We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc305663883][bookmark: _Toc418688473]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT    (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc415147200][bookmark: _Toc418688474]Assessor Signature:		________________________________________________________
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
· Performing a skill or task that is asked of you
· Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
· Performing a work based skill or task 
· Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Develop operational strategies and procedures
2. Implement operational strategies and procedures
3. Monitor business performance
4. Review business operations
You should also demonstrate the following skills:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Get the work done
[bookmark: _Toc418688475]Activities
[bookmark: _Toc449507094]Activity 1A
	[bookmark: _Toc305663885]Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to develop an action plan to provide a clear and coherent direction, in accordance with business goals and objectives

	Activity
	1. Select three areas of operational strategy from the list in your learner guide, and apply your thoughts to the aspects of a forward action plan detailed below.

	Action
What are we going to do?
	Who is Responsible
How are we going to do it?
	When will we know we have achieved our objective?
	How long will it take?

	1







	
	
	

	2








	
	
	

	3
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[bookmark: _Toc449507095]Activity 1B
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to identify work health and safety (WHS) and environmental issues, and implement strategies to minimise risk factors

	Activity
	Describe in your own words, the answers to the following questions.

1. What is the information that needs to be communicated?











2. Who needs this information?











3. How can it be communicated?









4. What limitations may exist for this communication?












[bookmark: _Toc449507096]Activity 1C
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to develop a quality system for the business in line with industry standards, compliance requirements and cultural criteria

	Activity
	1. Define quality materials, quality applications and quality plans.















































[bookmark: _Toc449507097]Activity 1D
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to develop performance measures and operational targets to conform to the business plan

	Activity
	1. Complete the following table for a performance measurement in your organisation.

	
Performance measure name: 


	Definition
	Your comments/suggestions

	Qualitative or quantitative?


	






	Attributes that make up the performance measure

	






	Rationale
	

	What is the rationale for the performance measure?

	






	Context in which it is to be measured with regard to national, state and regional resource management programs
	






	Geographic scope


	






	Monitoring requirements
	

	Monitoring location (scale)


	







	Monitoring frequency


	





	Data measurement method


	






	Data collation/calculation method


	






	Data analysis and interpretation


	






	Robustness or quality assurance


	






	Reporting products
	

	Graphical, spatial, tabular, index, modelled, etc.

	






	Data custodian
	

	Who collects and manages the data?


	






	Data storage and management requirements
	







	Links to other indicators
	

	Are the indicators relevant to other natural resource management plans?

	







	Format in which aggregated information is to be put forward


	







	Future project or program development
	






	Further information sources
	

















	References, other projects, etc.
	
















[bookmark: _Toc449507098]
Activity 1E
	 Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to develop strategies for innovation, including utilisation of existing, new or emerging technologies, where practicable, to optimise business performance

	Activity
	1. Conduct a SWOT Analysis of the existing technologies used within your business to identify areas for optimisation of business performance.














































[bookmark: _Toc449507099]Activity 2A
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to implement systems and key performance indicators/targets to monitor business performance and customer satisfaction

	Activity
	1. The Key Performance Indicator (KPI) Plan helps you define the primary success indicators for your industry. KPIs are predetermined measurements that reflect the critical success factors of an organisation. 

KPIs differ by organisation, industry, and even by department. 
[bookmark: _Toc323819470]Use this template to identify the KPIs for your business.

	1.
	





	2.
	





	3.
	





	4.
	






	5.
	
















[bookmark: _Toc449507100]
Activity 2B
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to implement systems to control stock, expenditure/cost, wastage/shrinkage and risks to health and safety in accordance with the business plan

	Activity
	1. What are the advantages and disadvantages of increasing the stock level?













2. What are the advantages and disadvantages of keeping lots of stock?














3. What are advantages and disadvantages of keeping little or no stock and negotiating with suppliers to deliver stock as you need it?
















[bookmark: _Toc449507101]Activity 2C
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to maintain staffing requirements, where applicable, within budget, to maximise productivity, and carry out provision of goods/services in accordance with established legal, ethical cultural and technical standards

	Activity
	1. What may staffing requirements include?




















2. What legislation may affect contracts?























[bookmark: _Toc449507102]Activity 2D
	Estimated Time
	30 minutes

	Objective
	[bookmark: _Toc323819496]To provide you with an opportunity to provide goods/services in accordance with time, cost and quality specifications, and customer requirements and apply quality procedures to address product/service and customer requirements

	Activity
	1. Indicate how you would address the following, assuming they are not happening in your organisation.

Goods/services in this business are NOT being provided in accordance with:

	Area
	Suggested rectifications

	Time



	








	Cost



	








	Quality specifications


	








	Customer requirements



	















[bookmark: _Toc449507103]Activity 3A
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to regularly monitor and review achievement of operational targets to ensure optimum business performance, in accordance with business plan goals and objectives, review systems and structures, with a view to more effectively supporting business performance, investigate and analyse operating problems to establish causes and implement changes as required, as part of the business quality system and amend operational policies and procedures to incorporate corrective action.

	Activity
	1. What may business performance include?



















2. Give examples of general objectives?






















[bookmark: _Toc449507104]Activity 4A
	Estimated Time
	30 minutes

	Objective
	To provide you with an opportunity to review and adjust business plan, as required, to maintain business viability, in accordance with business goals and objectives.

	Activity
	1. What adjustments may you need to make to the business?
















2. What areas of business may you need to assess? 



























[bookmark: _Toc449507105]
Activity 4B
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to clearly record proposed changes to aid future planning and evaluation

	Activity
	1. Explain what information you would need to record about the proposed change.













































[bookmark: _Toc449507106]Activity 4C
	Estimated Time
	20 minutes

	Objective
	To provide you with an opportunity to undertake ongoing research into new business opportunities and adjust business goals and objectives as new business opportunities arise

	Activity
	1. Suggest the action for each area as detailed in the table below.

	Area
	Action

	Target analysis
	

	Current method of operation
	

	Potential product market 
	

	Target period
	

	Relationships
	

	S.W.O.T.
	

	Budget
	

	Human resources
	





[bookmark: _Toc415147203][bookmark: _Toc418688489]Skills and Knowledge Activity
	Estimated Time
	2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Get the work done
· Summarise relevant industry codes of practice
· Explain methods for implementing operation and revenue control systems
· Summarise methods for monitoring performance and implementing improvements
· Outline work health and safety (WHS) responsibilities and procedures for managing hazards
· Identify relevant principles of risk management, including risk assessment
· Clarify quality system principles and methods
· Summarise relevant performance measures
· Discuss the role of innovation
· Outline systems to manage staff, stock, expenditure, services and customer service
· Identify technical or specialist skills relevant to business operations

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. Produce a presentation that contains information about the following strategies and procedures within your business, and where possible present it to the group:

· Business goals and objectives
· WHS issues and compliance
· Environmental considerations
· Risk management
· Quality management
· Performance measures
· Innovation and continuous improvement.

2. For each of the following aspects of your business, carry out a SWOT analysis and document your results:

· Stock control systems
· Staffing
· Compliance with legal, ethical, cultural and technical standards
· Provision of products/services in terms of time, quality and cost specifications.

3. Use the tables below to evaluate the performance of your business and identify gaps in order to adjust your business plan.



	Business goals and objectives
	Current State
	Gap
	Future 

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	










	Systems and structures
	Current State
	Gap
	Future 

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	





4. Using the evaluation data above, identify areas within your business plan that need adjusting and document the necessary changes.


















































[bookmark: _Toc360142408][bookmark: _Toc415147204][bookmark: _Toc418688490]Major Activity								
	Estimated Time
	1 Hour 30 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Develop operational strategies and procedures
2. Implement operational strategies and procedures
3. Monitor business performance
4. Review business operations

1. What should be contained in an action plan?

2. What issues must be considered in terms of work health and safety and the environment?

3. What might be included in the following aspects of a quality assurance system:

· Quality system
· Quality assurance
· Quality control
· Quality management?

4. Give an example of a performance measure for your business that include the following categories:

· Effectiveness
· Efficiency
· Quality
· Timeliness
· Productivity
· Safety.

5. What are the benefits of embracing new web-based and on-demand technologies within your business strategies?

6. Document each of the KPIs for your business and explain the following for each one:

· Objective/aim
· Measurement
· Target
· Personnel responsible/accountable.

7. Document your business’s system for controlling stock in relation to the following aspects:

· Inventory control system
· Sales
· Ordering/receiving
· Stock management including expenditure cost, wastage and shrinkage
· Warehousing
· Health and safety and WHS requirements
· Criteria for stock rotation.

8. What percentage of the costs of running your business is allocated to staffing requirements?

9. With which legal standards must you comply when carrying out the provision of your business’s goods/services?

10. Identify one of your products/services and answer the following questions in relation to your provision of that product/service in accordance with time, cost and quality specifications:

· Who is the contract between?
· The product/service is to be delivered at what specified time?
· The product/service is to be delivered at what specified cost?
· The product/service is to be delivered by what method?
· What are the agreed quality specifications?
· What are the consequences if the following are not met:
· quality specifications
· product/service description
· delivery method
· time scale?

11. What aspects of your business should you monitor and review to ensure optimum business performance?

12. When reviewing the systems and structures of your business, what operating problems did you find?

13. What action did you take to correct these problems?

14. What aspects of your business plan may you need to adjust when you review it?

15. What information should you include when documenting proposed changes for future planning?

16. What new business opportunities are available to your business?
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