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Skills & Knowledge 
1. Give two examples from the following legislation which affects the work that you do in your organisation:
· Anti-discrimination legislation
1. Sex Discrimination Act 1984 
2. Racial Discrimination Act 1975
· Ethical principles
1. Code of Conduct
2. Public Sector Ethics Act 1994 (Qld)
· Codes of practice
[bookmark: _GoBack]1. Work Health and Safety Regulation 2011 (Qld)
2. Work Cover Queensland
· Privacy laws
1. Right to Information Act 2009
2. Privacy Act
· Workplace health and safety (WHS).
1.  Work Place Health and Safety Act 2011
2. Work Health and Safety Regulation 2011 (Qld)

2. What methods can be used to elicit, analyse and interpret feedback from others in relation to your job performance and development needs?
	
1. Clients, supervisors and colleagues may volunteer feedback about the person’s performance on an ongoing basis in response to particularly good examples of performance or where there have been problems
2. The manager may specifically ask for feedback either on a routine basis or in preparation for a performance review or appraisal
3. There may be automated feedback mechanisms which elicit feedback at key points (e.g. via computer-generated questionnaires).

3. Explain how to:

	Set goals
	I need to understand what is expected of me, my responsibilities and any rules or protocols which affect the work planning. Ensure all core tasks are the priority.



	Measure/assess your own work performance
	I would review and update data relating to the achievement of KPIs and work goals and objectives. I also would keep track of my own work progress which puts myself in a position of control so that I will know how well I am performing and what adjustments I may need to make to keep on track. It is far better to see if I need to apply more effort and attention to a particular aspect of my role than for it to be pointed out by your manager or a customer.



	Manage your time

	I prioritise the workload to ensure that the most important/urgent priorities are tackled first and that time-sensitive activities are completed within the required timescales. A useful place to start is with a to-do list. This is simply a list of tasks that are to be completed within a period of time – this may be a day, week or month, depending on the context of your role. Sometimes, the to-do list is predetermined, in other words, there is a routine list of tasks which have to be performed and so there is no requirement for the individual to complete such a list.





4. Describe how you can identify and prioritise your personal learning needs.

Self-assessment is the process of assessing our own abilities against the job requirements to identify any gaps in our knowledge and skills, or areas in which we need to undertake some learning. This can be done informally just by reflecting on those aspects of the role that we feel we do well and the identifying the areas that we feel less comfortable or confident with.

5. Describe how you give and receive feedback concerning development needs.

I look at my work processes and the work I continually do to the work I am not familiar with. 

I have developed a high level of skills in the work I continually perform, but even with this work I request feedback from my manager to ensure my work is of a high standard. If I receive any negative feedback in relation to a particular area, I ensure I request further development for that area.

With the work I am not familiar with and is a bit more difficult I will assess my ability honestly and forward my performance review and I request more development in that area.




















Major Activity 
Explain how you have achieved the following:

1. Organise and complete your own work schedule showing how you have:
· Understood, negotiated and agreed your work goals, objectives and KPIs in accordance with organisational requirements (e.g. legislation and ethical practices)
· Assessed and prioritised your workload 
· Identified and planned for factors which may affect the achievement of work objectives
· Used business technology in the management and monitoring of your work.

My work goals and objectives are as follows:
Data entry for purchase orders, receipting suppliers’ tax invoices, reconciling accounts, follow up on accounts that have not been paid, answer calls and direct the calls to appropriate staff and perform tasks that may arise as directed by the director. Ensuring I follow all procedures and legalisation when performing my duties, I prioritise my work into four categories which are:
1.	Important and Urgent
2.	Important but not urgent
3.	Not Important but Urgent
4.	Not important and not urgent 
When I prioritise I ensure I allow extra time for when my director will come and ask for a task to be completed this will always come under the category of ‘Important and Urgent’. This sometimes affect my achievement of work objectives, but when I have prioritised my work, I do achieve my work goals and objectives.
Using reminders from the computer, I have a system which reminds me of the task that I should be onto at certain times each day. I estimate a time I should finish each task than I add a little extra time to allow for the uninspected interruptions which occur on a daily basis.

2. Monitor your own work performance showing how you have:
· Ensured compliance with legislation, work processes and/or KPIs
· Sought feedback about your work performance
· Identified and reported variations in the quality of products and services you are responsible for providing
· Identified any signs of stress and the effects of this on your personal wellbeing
· Identified sources of stress and accessed support and resolution strategies.

It is important to monitor and adjust your personal work performance as this enables you to track your own progress towards achieving your work goals and KPIs and make any changes that are necessary. I ensure I comply with legislation and work processes, I sought feedback on my work performance from my manager and co-workers at the weekly meetings.

Self-assessing work performance can be achieved using the same tools that are used for planning the work in the first place. I use computer programs for planning and scheduling work which can be updated as necessary to reflect progress towards completing tasks and I electronically strike tasks, which have been done. This gives me real sense of achievement and my attitude is positive. 

Monitoring my work performance also helps me identify variations in the work I am responsible for providing. 

There are days when the workload may be of a higher volume and interruptions are quite frequent. 


Therefore I have identified negative stress can result from the following:

· Increased workload
· Demanding timescales
· Pressure from the organisation/clients
· A change in duties.

I have identified signs that stress may exist such as:

· Absence from work
· Alcohol or other substance abuse
· Conflict
· Poor work performance

Stress can affect several different aspects of my personal wellbeing including:

· Cultural
· Emotional
· Social
· Spiritual.

One of the first stepping stones to avoid or manage damaging stress is to recognise that stress exists in the first place – once this is known and accepted, steps can then be taken to deal with it. But is has to be recognised and acknowledged in the first place.

Stress at work can be generated from a range of sources including:
· Complex tasks
· Cultural issues
· Work and family conflict
· Workloads.

The following outlines the range of supports and resolution strategies which can help an individual to deal positively with stress at work: 

· Awareness raising
· Counselling
· Employee assistance programmes (EAP)
· Family support
· Group activities
· Job design 
· Mediation
· Sharing load
· Time off
· Training.







3. Co-ordinate your own personal skill development and learning showing how you have:
· Identified your learning and development needs
· Identified, prioritised and planned development opportunities
· Accessed, completed and recorded development opportunities
· Incorporated feedback into your review of further learning needs.

For this activity, you should show how you have taken account of legislation which affects business operation, especially in regard to anti-discrimination legislation, ethical principles, codes of practice, privacy laws and occupational health and safety legislation and practice.

In my role as an administration officer I have developed a high skill level in my everyday tasks such as Data entry for purchase orders, receipting suppliers’ tax invoices, reconciling accounts and follow up on accounts that have not been paid ensuring I follow all policy and procedures of my organisation and legislation such as the ‘Privacy Act’ and ‘Code of Conduct’.  These tasks I enjoy doing and I am comfortable with. I also do another task, which is answering calls and putting these calls to the appropriate people following the ‘Privacy Act’ and ‘Code of Conduct’, this task I am less comfortable with and do not enjoy as I am anxious that some of the time I am unaware of where the call is to be directed. 
With this self-assessment the process of assessing my own abilities against the job requirements to identify any gaps in my knowledge and skills, or areas in which I need to undertake some learning. This can be done informally just by reflecting on the aspect of the role that I feel I do well and the identifying the areas that I feel less comfortable or confident with. 
I have identified my learning and development needs is the answering calls and putting these calls to the appropriate people and the use of excel spreadsheets. 
In order for me to meet the needs for my learning and development needs I generate a workable and prioritised list such as:
1. One-to-one training with an experienced operator
2. Using online resources and information
3. Job shadowing an experienced operator in another department/ company
4. Using the Help function within the software package itself
5. Trial and error in using the software
6. Attend training course
To access, complete and record professional development opportunities to facilitate continuous learning and career development I had the following opportunities:
1. I was given the opportunity to work in another area of my organisation, which was hugely insightful. It gave me an opportunity to learn new skills by using the excel spreadsheets and develop the skills I already have.
2. I have also received coaching and mentoring from a co-worker which was highly effective for meeting my development needs. 

I received feedback from my co-worker who mentored me in my job, especially in receiving calls and transferring to the correct people. My co-worker identified that I my confidence in speaking on the phone had improved immensely, however I require to learn more about the different areas within this organisation, in which my co-worker will continue to provide the guidance I require. This feedback was beneficial to my personal development as well as my professional development. 


