Assessment Mapping Guide - BSBOPS402 Coordinate business operational plans

	Assessment Mapping Guide - BSBOPS402 Coordinate business operational plans

BSBOPS402 
Coordinate business operational plans 

ASSESSMENT SUMMARY

The assessment activities for BSBOPS402 Coordinate business operational plans cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Brent Johnson

	Participant signature
	



	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable



	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBOPS402
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Theory Exam
	 Practical Assessment



	Assessor Name
	

	Assessor Signature
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THEORY EXAM


	Participant name
	Brent Johnson




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref88744003]Provide a paragraph describing who you would consult when determining resource requirements relevant to an operational plan.

	Answer
	To figure out what resources are required you will need to consult multiple sources. This can include finding people holding documents relating to tasks that have already been completed that would be similar to tasks that are part of the new operation. You will need to look at the drawings and specs of the project to provide detail on resources required. You may also need to consult HR to find if there are people that have experience with the upcoming tasks.  
	




[bookmark: _Ref88744573]In one (1) paragraph describe questions you would ask when seeking information on hire equipment for inclusion into the operational plan.

	Answer
	When trying to find hire equipment you should consider a variety of factors. This includes comparing the pricing of equipment available from different hire groups. You should also consider the suitability of available equipment for the task at hand and compare that to the relative cost. You may also need to query whether the equipment can be put on hold/or booked in to ensure that it is available when it is likely to be required. 
	



[bookmark: _Ref88745510]What are two (2) benefits of using a capability matrix when determining human resources for an operational plan?

	Answer
1.








2.
	Capability matrix allows you to assess which resources should be best utilised for which task.








Reviewing a capability matrix can allow you to identify gaps in skills in your workforce and plan for any necessary training to fix those holes.
	




[bookmark: _Ref88746741]Identify three (3) different resources needed to develop an operational plan and why each of these is needed.

	Answer
1.







2.







3.
	
Senior Managers
· Senior managers have the experience to provide recommendations when considering the various methodologies that could be used to complete the job. They may also have relationships with suppliers which can assist in resourcing the job.



Workplace health and safety officer
· Health and safety is an important consideration when developing an operational plan. Health and safety officers can assist in producing documentation which keeps a project compliant and can also assist in providing advice on safest way to go forward with tasks as they are being planned.


Finance and procurement
       -    Financial considerations are vital before the commencement of            works. It is also essential to have someone considering procurement requirements and availability.
	




[bookmark: _Ref88804794]What is the purpose of contingency plans, provide an example?

	Answer
	A contingency plan is designed to provide options and alternative pathways forward should issues be encountered with the implementation of the original plan. This helps to ensure that there is a reduction in delays and allows a project to progress when issues arise. 

An example might be a circumstance early in a project where a dozer is being used heavily. If there was only one on site it would be important to have a contingency plan for if that piece of plant became unusable through damage or breakdown. This could include having made enquiries with plant hire companies or through sub-contractors about availability and rates.
	




[bookmark: _Ref88804797]Name two (2) different stakeholders positions you would go to for advice when planning for contingencies and what approvals or workplace requirements must be met.

	Answer
	Project Manager - Project managers are able to provide advice relating to areas where contingency plans may be required. They are also in contact with the client who would potentially need to approve any changes that result from the implementation of contingency plants. They can also shed light on budgetary considerations relating to contingencies.



Site Superintendent - Site superintendent can provide valuable insight into the details of potential contingencies. In the event that contingency plans are to be used they would usually be involved in the decision making and approval process. They can provide information relating to project specific requirements (labour/plant/materials) that could be needed.
 
	




[bookmark: _Ref88808884]How do operational plans contribute to organisational business plans?

	Answer
	Operational plans should be aligned with overall business requirements and goals. They should assist in aiming a project towards achieving progress and success as outlined in an organisational business plan.
Operational plans help to ensure works are completed on time, on budget and compliant. This contributes to organisational business plans by not creating issues for the broader business.
	




[bookmark: _Ref88808887]What are two (2) methods/techniques you apply to operational plans to enable you to monitor and measure the implementation of the plan?

	Answer
1.







2.
	
Cost coding of dockets - Cost coding tasks allows you to compare the budgeted cost of works to the actual cost. This allows revised budgeting and insight into where methodologies may need to be changed. 





Following gantt charts, 2 week look aheads and short term programs can allow you to measure the progress of the operation plan against the forecast timeline. Any delays can be documented, and contingencies can be imposed to mitigate potential deadline issues.


	




[bookmark: _Ref88811537]Complete a brief resource plan as part of proposal for resources needed to meet the requirements of an operational plan. 

	Answer
	Resource Plan
	

	
	Objective:
Remove and replace of unsuitable material under the piling pad for abutment A Bridge 1
	

	
	Work schedule:
Day 1 - Remove unsuitable material, lay geo fab
Day 2 - Import -200 rock and place 400mm layer, Wrap the mattress, Lay 
Combi grid over the top of the mattress as directed
Day 3 - Import 75 minus compactible fill and place 200mm 400mm layer 
Day 4 - Import 2.1mm 2% CTB and place 200mm layer compact and trim
Day 5 - Proof roll

	

	
	Resources required:
8 x Truck and Dogs (Removal of unsuitable)
100 - 200mm rock (1000T)
2.1 2% CTB (1000T)
1x 30T Excavator (Remove and replace)
1x 23T Excavator (Loading off a stock pile)
4x Body Trucks)
Grader
Pad Foot Roller
Smooth Drum Roller
Watercart


	

	
	Contingencies:
Plant hire available should breakdown occur.
Multiskilled operators should someone be absent
Alternate quarry contacted and materials available if required.
	

	
	Benefits:
Contingencies in place.
Works to be completed in timely manner
	



[bookmark: _Ref88817575]Provide a minimum ½ page report about how your company organises the resourcing of your area/department addressing the three bullet points below:
· the policies and procedures that control employee numbers
· procedure for the acquisition of employees
· procedure for the acquisition of other resources.

	Answer
	Our current project uses a variety of BMD wide policies and procedures to control employee numbers. These include our commercial teams which ensure that contracting terms are compliant with legislation and internal policies. These also include regular meetings to discuss upcoming works and changes to staffing requirements.

For recruitment of new staff and subbies, we have a variety of different channels which we can use for this. For labour staff, consideration is taken of whether the requirement is short or long term, this can help us determine whether to employ a new labourer to BMD, or whether to engage sub-contracted labour. We also consider skills required by the labour staff. We are then able to contact labour hire providers, compare their candidates and rates and make a decision that is tailored to our needs. 

Acquiring plant and resources follows a similar process, discussions take place around requirements, different options are considered based upon a variety of factors including pricing, quality and scheduling. 





	



[bookmark: _Ref88818929]How would you get the attention of the decision makers when making a proposal for resource requirements?

	Answer
	When making a proposal for resource requirements you will need to ensure that your suggestions have considered a variety of factors. Primary considerations should go to costings. It is important to ensure that the cost of a resource is justified by its benefits to the project. You should also ensure that the resource can provide the quality of finish that is necessary. It may also be valuable to provide multiple options and to show a price comparison for each option. Suitability should also be a consideration. A 36t excavator may be able to move more dirt but if you only have the funds to procure one digger and need some detailed works completed later in the project then you need to consider a smaller machine to be able to do all needed works.

	




[bookmark: _Ref88822392]Define each of the following methods used for supporting workers in safe, efficient and economical resource use and provide one (1) example you have applied for each.

	Answer
	Supervision:
Supervisors should be monitoring works for safety and efficiency, keeping track of production data and tracking progress as works continue.

For example, at the end of each day I will complete the task of cost coding our dockets to ensure that our engineers are able to provide up to date cost tracking, which is then shown to us via email detailing whether we are running to budget.
	

	
	Mentoring:
Mentors are able to show newcomers and inexperienced staff the correct methods of works and the practices that we use to ensure our production and safety requirements are met.

An example of this is we will typically ensure that a new labourer will be put in crews with our most experienced and compliant labourers in order to show them the ropes when they first start. 
	

	
	Coaching:
Coaches are similar to mentors in that they are able to assist in developing skills in team members. Coaching can be used to correct and improve performance if required. An example might include a sub-foreman who is not utilising plant optimally, being coached by a foreman and shown techniques in how to minimise wastage and assess weather works are cost negative exercises. 
	



[bookmark: _Ref88825669]The project has been delayed due to inclement weather; this has put the operational plan out by three (3) days. Discuss what can be done to bring the schedule back on track and steps you would take to ensure this occurs. 

	Answer
	Strategies for making up lost time could include:
Organising for longer daily work hours/earlier starts
Arranging for temporary additional plant
Looking at haul times for trucks and options to shorten haul lengths to increase productivity
Increasing labour staff temporarily
Working weekends to make up the lost time


	




[bookmark: _Ref88827613]Write down an issue you have had in meeting an operational plan and document the steps taken in the following table to implement a solution.

	Answer
	Identify the problem:
Unsuitable materials (black soil/sand) in sub-grade.
	

	
	Generate possible solution:
Discuss unsuitability issues with client. Present possible mitigation options, such as rock mattresses, use of CTB
	

	
	Evaluate alternatives and decide on solution:
Due to cost of CTB treatment, and abundance of rock in piling pad box out, that would need to be removed anyway, rock mattress and combi grid was advised by construction science as the preferred method to bridge out of unsuitable black soil.
	

	
	Implement the solution and evaluate solution:
Import 100 - 200 size rock, check with engineering team on availability of geofabric to wrap mattress, present removed unsuitable area to client. Place mattress and 400mm of 75 minus compactible fill, 200mm layer of 2% 2.1 CTB replacement. Present to client at proof roll to demonstrate successful bridging from unsuitable.
	



[bookmark: _Ref88829882]What are the five (5) characteristics of an effective monitoring process? Provide an example applicable to your work systems for each.

	Answer
1.



2.



3.



4.



5.
	
Accuracy - cost coding to at least 3 codes per day



Timeliness - Gantt charts are used to monitor deadlines and progress of works.


Economy - Daily productivities emails are submitted by engineering team, constant tracking of costs vs production.


Ease of understanding - Productivities are broken down to specific parts and tasks, allowing progress and costs to be viewed at a micro level.


Meeting needs - Reporting on different areas changes as per needs of the business and management team
	




[bookmark: _Ref88832822]What is the importance of accurate costing and the budget for the operational plan? Provide two (2) reasons why a budget may need to be revised.

	Answer
	Accurate costing is essential as it allows insight into where potential savings opportunities are as well as keys to where changes to methodologies may be required. Typically each task will require its own cost code, which can then be compared to predicted costs. If costs are not specified enough and coding is too broad then you may not be able to easily track where your budget is losing money. 2

Budgets may need to be revised for many reasons that can include:

Variance in planning - 
The conditions for the project can change from when the budget is confirmed to when works begin. These can include things such as - changes in suppliers, changes in market conditions (costs).


Operational variance - 
Operational variance can be when works are not completed matching the budgeted cost due to changes in methodology. These can result from changes in conditions on the ground, changes in best practices, changes in legislation, newly techniques or tools available for works.


	



[bookmark: _Ref89067199]Provide a minimum ½ page report recommending a variation to an operational plan for an earthworks project where the supplier of plant and equipment has upgraded all equipment and consequently increased the hire cost significantly.

	Answer
	Writing to discuss options due to changes in our preferred plant supplier, Big Diesel Civil’s conditions of supply. They have advised us that they have recently upgraded all of their equipment and are now wishing to charge and additional $25 p/hour per wet hired plant.
This is for the 2 36t diggers, 1 150M grader, 1 padfoot roller, 1 smooth drum roller, 1 multi-tyre roller and 2 watercarts.

For our planned 14 day project this is expected to cost us an additional $2000 per day, totally $28,000 for project. Whilst they are now utilising better equipment which can speed up production this constitutes a substantial cost increase. Our project management team have consulted with alternative wet hire providers in the area, including Bargain Basement Civil. 

They are able to provide the same plant as Big Diesel Civil but at a price of $50 less p/hour. This would constitute a saving to the project of $28,000 however they are unable to provide the plant until a week later than the planned commencement date of the project. 

Delaying start of the project by a week will still allow us to complete the task by the required date, however it will leave us only a week of grace before the completion deadline rather than two. This means that should we choose to delay commencement we are at risk of additional costs should we run into unforeseen issues and miss our deadline. Our contract with the client has us being charged at $4000 p/day that we miss our deadline.

With the savings that are available using a Bargain Basement Civil I recommend with use them and delay commencement by one week. Should we run into unforeseen issues and run past the deadline we would need to take an additional 7 days before we were losing money on this strategy.





	



[bookmark: _Ref89067812]Considering your response to the previous question, explain what information you would prepare for a presentation to the relevant manager including any recommendations.

	Answer
	A presentation of this kind would require a description of the circumstances and their potential impact on the proposed budget and plan. You must discuss who has been consulted and their reliability and influence on the issues. You would also need to provide alternative options that are reasonable and could provide a mitigation of the issue at hand. The costings and benefits of such alternatives would then need to be considered and presented along with an analysis of their pro’s and con’s. Finally a recommendation if you saw one of these options as being preferrable.


	




[bookmark: _Ref89067204]Discuss version control and its importance in maintaining, saving and recording workplace documents.

	Answer
	Version control allows you to maintain consistency across ever changing works plans and budgets. When on a large project it can be easy for drawings to models to be updated without the information being filtered out to all involved, it is possible for updates to slip through the cracks. Version control also allows workplace documents to ordered as they are updated, which helps keep track of the changes and progress of the project.
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PRACTICAL ASSESSMENT


	Participant name
	Brent Johnson




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 (Occasion 1)
	Select Date.
	 Workplace
 Simulation
	
	
	

	Task 1 (Occasion 2)
	Select Date.
	 Workplace
 Simulation
	
	
	




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A
	Specify stakeholders consulted.



	1.1F
	Specify role proposals presented to.



	1.2D
	Specify how personnel were supported.



	1.3C
	Specify unsatisfactory performance rectified.



	1.4C
	Specify who presentation was made to.







	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 2

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A
	Specify stakeholders consulted.



	1.1F
	Specify role proposals presented to.



	1.2D
	Specify how personnel were supported.



	1.3C
	Specify unsatisfactory performance rectified.



	1.4C
	Specify who presentation was made to.







BSBOPS402
Coordinate business operational plans

	Practical Task 1 (2X)

	Description of task:
The participant must demonstrate the ability to coordinate a business operational plan including all items listed in the performance evidence checklist. The participant must demonstrate:
· preparing to implement operational plan
· consulting with relevant stakeholders to identify resource requirements 
· determine resources by analysing collected information seeking team input as required
· document resource requirements for operational plan including timing, availability and sources
· using approved workplace documents, develop the operational plan and implementation method
· develop contingencies table or relevant workplace document
· develop proposals for resource requirements and present proposals to relevant personnel for approval
· implement operational plan
· assist within restrictions of own role and capacity in recruitment and onboarding of employees to implement the operational plan in accordance with workplace policies and procedures
· acquire physical resources and services adhering to workplace policies and procedures
· support the efficient, cost-effective and safe use of resources through meetings and use of workplace documents
· consult with others and make adjustments to the implementation of the operational plan to manage contingencies
· monitor operational performance
· observe operations and collect information measuring this against KPIs to assess and determine productivity and operational performance
· identify unsatisfactory performance and act to rectify the situation according to workplace policies 
· review operations based on performance
· write a report on operational performance to management
· present recommendations for variation to the operational plan to designated personnel/ groups
· adhere to record maintenance protocols 

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Workplace information and documentation (organisational operational plan template, policies and procedures, budgets, performance monitoring procedures, specific work instructions relating to the operational plans being developed, resource procurement documentation)



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	1 Prepare to implement operational plan

	[bookmark: _Ref93393651]Consult with relevant stakeholders to identify resource requirements.
	
	

	[bookmark: _Ref93393658]Document the result of collecting and analysing resource requirements.
	
	

	[bookmark: _Ref93393664]Develop the operational plan and implementation method.
	
	

	[bookmark: _Ref93393670]Document contingency plans.
	
	

	[bookmark: _Ref93393678]Develop proposals for resource requirements.
	
	

	[bookmark: _Ref89174683]Present proposals for resource requirements to relevant personnel.
	
	

	2 Implement operational plan

	[bookmark: _Ref89174764]Assist in recruitment of employees required to implement the operational plan according to workplace policies and procedures.
	
	

	[bookmark: _Ref89174768]Assist in onboarding of employees required to implement operational plans.
	
	

	[bookmark: _Ref89174774]Acquire physical resources and services for implementation of operational plan according to workplace policies and procedures.
	
	

	[bookmark: _Ref93393709]Manage and support personnel to achieve performance objectives during meetings and on-the-job.
	
	

	[bookmark: _Ref93393715]Consult with others and make adjustments to the implementation of the operational plan to manage contingencies
	
	

	3 Monitor operational performance

	[bookmark: _Ref89174716]Observe operations and read data, measuring this against KPIs for operational plan to determine operational and productivity performance.
	
	

	[bookmark: _Ref89174884]Identify unsatisfactory performance.
	
	

	[bookmark: _Ref93393750]Rectify unsatisfactory performance according to workplace policies and procedures.
	
	

	4 Review operations based on performance

	[bookmark: _Ref89174721]Write a report on operational performance to relevant management.
	
	

	[bookmark: _Ref89174925]Develop recommendations for variation to operational plan to deal with contingencies.
	
	

	[bookmark: _Ref89174934]Present recommendations for variation to operational plan to designated personnel/ groups for approval.
	
	

	[bookmark: _Ref89174953]Adhere to records maintenance protocols.
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	Unit Information
	Item of Assessment

	
	Theory Exam
	Practical Task 1 (2X)

	Performance Criteria
	
	

	Element 1: Prepare to implement operational plan
	
	

	Consult with stakeholders to identify resource requirements relevant to operational plan
	Q1. Q2. Q10. 
	1.1A. 

	Collate, analyse and document details of resource requirements
	Q3. Q4. 
	1.1B. 

	Develop operational plan and determine implementation method
	Q7. Q8. 
	1.1C. 

	Plan for contingencies
	Q5. Q6. 
	1.1D. 

	Develop and present proposals for resource requirements
	Q9. Q11. 
	1.1E. 1.1F. 

	Element 2: Implement operational plan
	
	

	Assist in recruiting and onboarding employees required to implement operational plan according to organisational policies and procedures
	Q3. Q10. 
	1.2A. 1.2B. 

	Acquire physical resources and services according to organisational policies and procedures
	Q2. Q10. 
	1.2C. 

	Support efficient, cost-effective and safe use of resources
	Q12. Q13. 
	1.2D. 

	Adjust implementation of the operational plan in consultation with others to manage contingencies
	Q13. Q14. 
	1.2E. 

	Element 3: Monitor operational performance
	
	

	Collate relevant information and determine operational and productivity performance
	Q14. Q15. 
	1.3A. 

	Identify and use key performance indicators (KPIs) and assess operational performance
	Q8. Q13. Q14. 
	1.3A. 

	Identify unsatisfactory performance and take action to rectify the situation according to organisational policies
	Q12. Q13. Q14. 
	1.3B. 1.3C. 

	Element 4: Review operations based on performance
	
	

	Develop recommendations for variation to operational plans
	Q17. 
	1.4B. 

	Present recommendations to the designated persons or groups to gain approval
	Q18. 
	1.4C. 

	Maintain records related to operational performance according to organisational policies and procedures
	Q14. Q19. 
	1.4D. 

	Report information on operational performance to management
	Q17. Q18. 
	1.4A. 

	Performance Evidence
	
	

	The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
	
	

	prepare, implement and review two operational plans.
	Q7. Q8. 
	1.1C. 1.2E. 1.3A. 1.4A. 

	In the course of the above, the candidate must:
	
	

	1) interact with a range of people and groups to identify resource requirements, performance objectives, systems, procedures and records relating to the operational plan
	Q2. Q6. Q13. 
	1.1A. 

	plan and acquire physical and human resources using organisation’s systems and procedures
	Q1. Q2. Q3. Q4. 
	1.1B. 1.2A. 1.2B. 1.2C. 

	manage and support personnel to achieve performance objectives including facilitating new employee onboarding
	Q12. Q13. 
	1.2B. 1.2D. 

	present information and recommendations to support implementation and variation of the operational plan
	Q8. Q10. 
	1.2D. 1.2E. 

	2) monitor operational performance against the performance objectives and budgets and implement improvements to rectify unsatisfactory performance
	Q8. Q13. 
	1.3A. 1.3B. 1.3C. 

	vary the operational plan and gain approval to deal with contingencies
	Q5. Q6. 
	1.4B. 1.4C. 

	document and provide reports on performance as required by the organisation.
	Q9. Q10. 
	1.4A. 1.4D. 

	Knowledge Evidence
	
	

	The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
	
	

	1. processes to identify resource requirements
	Q1. Q2. Q3. Q4. Q10. 
	1.1A. 1.1B. 

	sources of information to identify resource requirements
	Q2. Q3. Q4. Q10. 
	1.1A. 

	methods to manage contingencies including through consultation with relevant stakeholders
	Q5. Q6. Q13. 
	1.1D. 

	key features of performance monitoring systems and processes
	Q8. Q15. 
	1.2D. 

	common methods for problem solving
	Q13. Q14. 
	1.2D. 

	methods to support staff including mentoring, coaching and supervision
	Q10. Q12. 
	1.2B. 1.2D. 

	implementation methods for operational plan
	Q8. Q9. 
	1.1C. 

	budget and other financial information related to the organisation
	Q11. Q16. 
	1.1B. 1.3A. 

	organisational objectives including costs, identified shortfalls and surpluses.
	Q9. Q14. Q16. 
	1.3A. 

	Foundation Skills
	
	

	1) Reading
	
	

	Identifies, interprets, analyses and reviews textual information related to the operational plan and monitoring of operational performance
	Q13. Q16. 
	1.1B. 1.3A. 

	2) Writing 
	
	

	3. Communicates relationships between ideas and information, matching style of writing to purpose and audience
	Q9. Q10. 
	1.1C. 1.4A. 

	Researches, plans and prepares workplace documentation for relevant stakeholders using organisational formats
	Q9. Q16. 
	1.1C. 1.4A. 

	3) Oral Communication 
	
	

	3. Participates in a variety of spoken exchanges with a range of audiences varying structure and language to suit the audience
	Q10. Q11. 
	1.1A. 1.2E. 1.4C. 

	4) Numeracy
	
	

	3. Selects and uses familiar mathematical techniques to organise timely supply of adequate resources for the operational plan and to use budgetary information to monitor performance
	Q13. Q16. 
	1.1B. 1.3A. 

	5) Enterprise and initiative
	
	

	a) Monitors adherence to organisational policies and procedures and considers own role in terms of its contribution to broader goals of the work environment
	Q10. Q14. 
	1.2D. 

	6) Teamwork
	
	

	3. Selects and uses appropriate conventions and protocols when communicating with diverse individuals to build rapport, seek or present information
	Q10. Q12. 
	1.2D. 

	Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group communication, influencing direction and taking a leadership role on occasion
	Q10. Q12. 
	1.2D. 1.2E. 

	7) Planning and organising
	
	

	3. Takes responsibility for planning, organising, implementing and monitoring tasks required to achieve required outcomes
	Q15. Q16. 
	1.1C. 1.1D. 

	Evaluates effectiveness of decisions in terms of how well they met stated goals
	Q15. Q16. 
	1.3B. 1.4A. 

	Identifies and addresses an increasing range of familiar problems by implementing contingency plans
	Q13. Q14. 
	1.3C. 

	Assessment Conditions
	
	

	Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
	
	

	This includes access to:
	
	

	1. organisational operational plans, policies and procedures relevant to performance evidence
	All (simulated)
	All

	workplace documentation and resources including budgets
	All (simulated)
	All

	physical and human resource procurement documentation
	
	All

	employee onboarding and performance monitoring procedures.
	Q10. Q12. 
	All

	Comments

	Pre-requisite units: Nil
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