BSBWOR301: Organise personal work priorities and development 
This document is to help the trainer plan their sessions for delivering the learning content and identify any adjustments that need to be made.
	Number of learners
	Session sequence(s)

	
	1 - 6 + Summative Assessments 

	Relevant units previously completed by learner group

(Complete as appropriate)

	Unit elements

· Organise and complete own work schedule
· Monitor own work performance
· Coordinate personal skill development and learning

	Methods of assessment

· Learner workbook answers
· Third party evidence
· Observations/simulations
· Outcome of summative assessments
· Learner-provided evidence
· Supplementary oral questions


	Unit description/application

This unit describes the skills and knowledge required to organise own work schedules, to monitor and obtain feedback on work performance and to maintain required levels of competence.

This unit applies to individuals who exercise discretion and judgement and apply a broad range of competencies in various work contexts.

No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.


	Prior to commencing sessions: 

· Explain relevant terminology
· Make reasonable adjustments for content delivery and assessments
· Prepare relevant handouts


	Resources  for learners
	PowerPoint Slides, Learner Guide, Learner Workbook, Learner Evidence


	Resources  for assessors
	PowerPoint Slides, Learner Guide, Assessor Workbook, Assessment Matrix, Cover Sheet, Session Plan

	Resources  for third party
	Third Party Observation and Demonstration Checklists

	Health & safety considerations
	Explain general health and safety, fire exits, first aid, trip hazards and emergency procedures to all learners.

	General considerations
	Ensure all learners have required resources and learner workbooks/guides. If sharing training with another colleague, ensure that they have own copies of each resource and are aware of individual assessment requirements.




Sessions
Session 1
Location:

Commencement date:

Time required:

Content of session:

1.1 Ensure that work goals, objectives or Key Performance Indicators (KPIs) are understood, negotiated and agreed in accordance with organisational requirements

· Organising work activities 
· Work goals, objectives and KPIs

Activity 1A

1.2 Assess and prioritise workload to ensure tasks are completed within identified timeframes

· To-do lists 
· Eisenhower’s Urgent/Important Principle 

Activity 1B

Special equipment/materials required:

Special considerations/reasonable adjustments:




Session 2
Location:

Commencement date:

Time required:

Content of session:

1.3 Identify factors affecting the achievement of work objectives and incorporate contingencies into work plans

· Factors affecting the achievement of work objectives 

Activity 1C

1.4 Use business technology efficiently and effectively to manage and monitor scheduling and completion of tasks

· Business technology 

Activity 1D

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 3
Location:

Commencement date:

Time required:

Content of session:

2.1 Accurately monitor and adjust personal work performance through self-assessment to ensure achievement of tasks and compliance with legislation and work processes or KPIs

· Monitoring personal work performance
· Self-assessment of work performance 

Activity 2A

2.2 Ensure that feedback on performance is actively sought and evaluated from colleagues and clients in the context of individual and group requirements

· Feedback 

Activity 2B

2.3 Routinely identify and report on variations in the quality of and products and services according to organisational requirements

· Quality 

Activity 2C

[bookmark: _GoBack]Special equipment/materials required:

Special considerations/reasonable adjustments:

Session 4
Location:

Commencement date:

Time required:

Content of session:

2.4 Identify signs of stress and effects on personal wellbeing

· Stress

Activity 2D

2.5 Identify sources of stress and access appropriate supports and resolution strategies

· Sources of stress

Activity 2E

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 5
Location:

Commencement date:

Time required:

Content of session:

3.1 Identify personal learning and professional development needs and skill gaps using self-assessment and advice from colleagues and clients in relation to role and organisational requirements

· Development needs
· Self-assessment 

Activity 3A

3.2 Identify, prioritise and plan opportunities for undertaking personal skill development activities in liaison with work groups and relevant personnel

· Opportunities for development 

Activity 3B

Special equipment/materials required:

Special considerations/reasonable adjustments:


Session 6
Location:

Commencement date:

Time required:

Content of session:

3.3 Access, complete and record professional development opportunities to facilitate continuous learning and career development

· Professional development opportunities 

Activity 3C

3.4 Incorporate formal and informal feedback into review of further learning needs

· Incorporating feedback into review 

Activity 3D

Special equipment/materials required:

Special considerations/reasonable adjustments:


Summative Assessments
Skills activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:



Knowledge activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:



Performance activity
Location:

Commencement date:

Time required:

Special equipment/materials required:

Special considerations/reasonable adjustments:


