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Candidate Details
[bookmark: _Toc419105453]Assessment – BSBWOR301: Organise personal work priorities and development
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBWOR301: Organise personal work priorities and development.
Name: 		___Gemma Martin_____________________________________________
Address:	___28-30 Whitaker Road, Cedar Grove                       ___________________
		_____________________________________________________________
Email:		___gem@rhmbi.com.au______   __________________________________
Employer:	_RHM Building Innovations         __________________________________
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: _Toc419105454]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:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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. Organise and complete own work schedule
2. Monitor own work performance
3. Co-ordinate personal skill development and learning.
You should also demonstrate the following skills:
Learning
Reading
Writing
Oral communication 
Numeracy
Interact with others
Get the work done.
[bookmark: _Toc419105455]Activities
[bookmark: _Toc315352844][bookmark: _Toc415759757][bookmark: _Toc419105456]Activity 1A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to ensure that work goals, objectives or Key Performance Indicators (KPIs) are understood, negotiated and agreed in accordance with organisational requirements.

	Activity
	Why is it important to understand, negotiate and agree your work goals, objectives or KPIs?

To be on the same page and reach achievable goals and expectations by yourself and the organisation.


Give an example of a work goal, objective or KPI that is relevant to your organisation and explain how it meets your organisation’s requirements.



Keeping up to date on all Money that is owing or owed from Suppliers and Clients and all relevant information.




[bookmark: _Toc315723433]
Activity 1B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to assess and prioritise workload to ensure tasks are completed within identified timeframes.

	Activity
	Generate a list of work tasks that you are required to complete in the next day/week (choose a timescale that is appropriate for your role). Use Eisenhower’s Importance/Urgency Principle to prioritise your tasks.


Payroll
Collect and Enter Timesheets
Process Payments
Email Payslips
Enter this week’s wages into bank 
Update Budget to reflect

Invoicing
Create and send invoices due
Check bank and receipts for client payments
Send receipts or Payment reminders
Mark off Paid in appropriate places
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Activity 1C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify factors affecting the achievement of work objectives and incorporate contingencies into work plans.

	Activity
	What practical steps might you take to avoid or minimise the effects of the following factors which might affect the achievement of your objectives?

	Factors
	Practical Steps


	Budget constraints
	Create a budget spreadsheet and keep on top of it, knowing what should be coming in and out helps manage when the budget can be manipulated.



	Competing work demands
	Keep a list and prioritise it to what needs to be done for things to move forward, what is important and what is urgent. Also, what is important or urgent but can be delegated to someone else. 


	Resources/materials availability
	
Have a list of our resources/materials, checked before all jobs. Always have a clear note in the clients paperwork that such things can happen and update them if it does.




	Unforeseen incidents
	
In the case of a colleague being away, we would share the important workload between us to our capabilities but leave the unimportant tasks. By having tasks set out in our calendars, if we are away it minimises the chaos of things getting missed.












Activity 1D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to use business technology efficiently and effectively to manage and monitor scheduling and completion of tasks.

	Activity
	Identify three items of business technology which you are familiar with. For each, describe how you use it to manage and monitor the scheduling of your work tasks.


3 Items - Excel, MYOB and Internet/ServiceM8


Excel – 
I use excel to forecast the budget for the next few weeks and keep up to date on the ins and outs of Accounts.

MYOB – 
MYOB is used to keep track of Suppliers and customers, Invoices, Bills, Reconciliations. Keeping this updated and referring to it everyday allows me to keep informed and on top of my tasks.

Internet/ServiceM8 –
ServiceM8 is used to hold client information, job information and scheduling. Tasks can be created and assigned to employees. I can assign myself tasks or delegate a task to another employee with the date it needs to be done by.  
























[bookmark: _Toc415759758][bookmark: _Toc419105457]Activity 2A 
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to accurately monitor and adjust personal work performance through self assessment to ensure achievement of tasks and compliance with legislation and work processes or KPIs.

	Activity
	Why is it important to monitor and adjust your personal work performance?

It helps you track your own progress towards achieving your work goals  






What methods or techniques can you use to self assess your work performance?

My Calendar has reminders set that I can check through and dismiss when completed, allowing me to see and be reminded when things are done or needing done. It helps me keep on top of my tasks and ahead of the game.




Imagine that when monitoring your work performance you find that you are behind with a key task which is due in two weeks’ time. You haven’t made any progress towards completing this task yet. What steps can you take to ensure that the task is completed on time?

Make a list of everything that needs done to complete the key task and prioritise, if it seems like the task can not be completed on time then approach the manager or a fellow employ for guidance or to share some of the workload.
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[bookmark: _Toc415759759][bookmark: _Toc419105458]Activity 2B 
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to ensure that feedback on performance is actively sought and evaluated from colleagues and clients in the context of individual and group requirements.

	Activity
	Why is it important to seek feedback on performance from others?

We all have different perspectives and having someone other than yourself give feedback allows you to see your performance from other angles to help improvements. 




What steps can an individual take to obtain feedback from clients and colleagues?

Surveys/questionnaires from clients 
Discussions or comments from colleagues or supervisors

Thinking of a role with which you are familiar, identify the range of feedback opportunities that are available (e.g. KPI data and client feedback).

 

Customer feedback survey, Supervisor/Colleague feedback












[bookmark: _Toc415759760][bookmark: _Toc419105459][bookmark: _Toc348081224]Activity 2C 
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to routinely identify and report on variations in the quality of and products and services according to organisational requirements.

	Activity
	Why is it important to identify and report on variations in the quality of products and services provided?


When there are variations in the quality of products or services, even a small variation can put things off kilter and possibly lead to something bigger down the track. It is important to identify the variances to the appropriate parties to avoid this.








Thinking of a work procedure or task with which you are familiar, describe how and when you can identify and report on variations in quality of the products/services being delivered. For example, if the task is making an item, how and when do you check the quality of the item being made?


When ordering products, the suppliers send through an order confirmation and that is matched to the order and checked for any variations, if there is a difference or something is missed, it needs to be checked on immediately before production starts. Calling the supplier directly to check and conferring with the Construction Manager or Supervisor that there was a problem. 




















[bookmark: _Toc415759761][bookmark: _Toc419105460]Activity 2D 
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify signs of stress and effects on personal wellbeing.

	Activity
	How might you identify the following signs of stress in an individual at work?

	Signs of Stress
	How to Identify the Signs

	Absence from work
	A pattern of missing work for long periods of time or periodically in small bursts,

	Alcohol/substance abuse
	Traces of Alcohol on clothing/breath, losing focus and making more errors, dilated pupils, lateness or absence from work.

	Conflict
	More negativity than usual, aggression and irrational behaviour, raised or abrasive voices

	Poor work performance
	Poor decisions or lack of, mistakes and becoming forgetful



What are the possible effects on a person’s wellbeing if they are suffering from stress at work?

Stress effects a person’s emotional wellbeing which can cause problems with their social life, work life and other aspects. It can affect the way people talk and act around others, how they think and feel. It can breakdown relationships, personal wellbeing and beliefs.
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Activity 2E
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify sources of stress and access appropriate supports and resolution strategies.

	Activity
	1. Imagine that a colleague is experiencing stress due to an increased workload since a co-worker left the organisation recently. They have been working long hours, they are not sleeping well and they have become difficult to work with as they can be abrupt and snappy at times. What support and resolution strategies might help this person?

Organise for a helping hand, someone to share the load if a new worker is not replacing the one that left or until the worker that left is replaced.

2. Imagine that a colleague is experiencing severe stress at work. They are working on a number of challenging projects and have had to deal with some tricky problems lately. They spend a great deal of time in meetings and they take a lot of work home with them most nights. They have told you that their family life is starting to suffer. Some of their projects still have at least another six months to go until they are completed. What support and resolution strategies might help this person?

Working out if some of the projects can be helped with, share the load and being open to stress and time management.

3. Imagine that a colleague is experiencing problems in their family life and has separated from their partner. They are spending more time at work, working long hours and you know that they are spending little time with their family. They seem very unhappy and have become forgetful. They have been making quite serious mistakes at work also. What support and resolution strategies might help this person?

The Colleague could benefit from some counselling and time off, to help them adjust to this hard time in their life. 









[bookmark: _Toc415759763][bookmark: _Toc419105462]Activity 3A 
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to 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.

	Activity
	Alice is a landscape gardener for an organisation which maintains green spaces in inner city areas. She has been doing this job for 2 years and she has a basic qualification in horticulture. She is very skilled in plant identification and she knows the ideal growing conditions for the most common plants and trees that she encounters in her job. She has recently been asked to prune some of the larger trees that are in her geographical area, and she will soon become responsible for weed control, taking over from a colleague who has retired. She has never had any instruction in using some of the pruning and weed control equipment that she will be using. When she is working, she is often stopped by members of the public who are interested in what she is doing or who want to ask her advice for their own garden maintenance and care. She has had some feedback that she can sometimes be uncommunicative when she is interrupted in her work, and her boss feels that interacting with members of the public is an important part of the job – after all, Alice is the public face representing the organisation in some areas of the city.

What personal learning and professional development needs and skill gaps does Alice appear to have?

As a public face of the organisation, Alice needs to have a stronger sense of customer service – how to best communicate with people and still use time management to complete the tasks at hand. 
Alice would appear to need instruction/training on the new tools and equipment she will be using with her new job to be able to perform to the best of her ability. 










Bo is an administrator working in the office of a small family-run construction company. He has a wide range of duties from ordering supplies, to maintaining personnel records to preparing documents for customers and for meetings, etc. He has been in the role for almost one year. He uses a wide range of software in his job, including databases, spreadsheets and word processing packages. He has been asked to help with some accounts administration (e.g. processing invoices and payments, etc. This will become a regular part of his job but he is feeling anxious about it as the accounting software looks complicated and he is very aware that any mistakes could cost the company a lot of money. He has been complimented for his flexible attitude to his work and his good attention to detail, but his boss has told him that he sometimes leave important tasks unfinished at the end of the day – this can sometimes cause problems if the papers for a meeting taking place in the evening have not been prepared before Bo goes home after work. He is not confident in using presentation software and so when he produces documents, they are not always formatted in the most appealing and reader-friendly way.

What personal learning and professional development needs and skill gaps does Bo appear to have?

Bo would benefit from learning some time management skills that suit his situation and training in the areas he does not feel comfortable in, such as presentation software and accounting software.














[bookmark: _Toc415759764][bookmark: _Toc419105463]Activity 3B 
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify, prioritise and plan opportunities for undertaking personal skill development activities in liaison with work groups and relevant personnel.

	Activity
	Referring back to Alice and Bo in activity 3A, in this activity you are asked to consider what opportunities may exist to meet their development needs. Don’t worry if you don’t have any technical knowledge or expertise in the areas in which they need to develop – your general ideas and suggestions are sufficient for this activity.

The question for you to consider is:

What possible opportunities might there be for Alice and Bo to develop their skills and knowledge in all the areas you identified?

Trial and error with tools/software
Training/instruction course
Use online resources or help functions
One on One Training with someone experienced

Why is it important to liaise with work groups and relevant personnel when planning development opportunities?

Liaising with work groups and relevant personnel can help plan times with an experienced personnel for development opportunities and has others up to date on what is going on.











[bookmark: _Toc415759765][bookmark: _Toc419105464]Activity 3C
	Estimated Time
	5 Minutes

	Objective
	To provide you with an opportunity to access, complete and record professional development opportunities to facilitate continuous learning and career development.

	Activity
	Why is it important to record the professional development opportunities that you undertake?

These development opportunities can be great stepping stones in your career, however minor they might be -  keeping record of them can open doors with prospective employers or current, when they are looking for certain aspects in an employee’s development. 
























[bookmark: _Toc415759766][bookmark: _Toc419105465][bookmark: _Toc347237121][bookmark: _Toc348081175]Activity 3D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to incorporate formal and informal feedback into review of further learning needs.

	Activity
	Why is it useful to incorporate feedback into a review of further learning needs?

This gives the employee a chance to see where their development is and figure out the next steps to further developing their skills.









From whom can you seek feedback about your learning and development?

·  Anyone directly involved in your learning and development 
· Your supervisor/manager















[bookmark: _Toc369008582][bookmark: _Toc415759767][bookmark: _Toc419105466]Skills and Knowledge Activity
	Estimated Time
	60 – 120 Minutes

	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:
· Prepare a work plan according to organisational requirements and work objectives
· Use business technology to schedule, prioritise and monitor completion of tasks in a work plan
· Assess and prioritise own work load and deal with contingencies
· Monitor and assess personal performance against job role requirements by seeking feedback from colleagues and clients
· Identify personal development needs and access, complete and record skill development and learning
· Learning skills
· Reading skills
· Writing skills
· Oral communication skills
· Numeracy skills
· Interact with others
· Get the work done
· Outline key provisions of legislation that relate to own work role
· Describe goals, objectives or key performance indicators of own work role
· Explain ways to elicit, analyse and interpret feedback when communicating with other people in the workplace
· Explain the principles and techniques of goal setting, measuring performance, time management and personal assessment of learning and development needs
· Explain signs and sources of stress and strategies to deal with stress in the workplace
· Identify methods to identify and prioritise personal learning needs.

















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

1. Give two examples from the following legislation which affects the work that you do in your organisation:
· Anti-discrimination legislation
· Ethical principles
· Codes of practice
· Privacy laws
· Workplace health and safety (WHS).

Privacy Laws – When gathering and storing Client information, we need to abide by the Information Privacy Act, only using the information for what it was provided for and not discussing details inappropriately inside or outside of the workplace.
Workplace Health and Safety – It is required that the workplace is a safe environment and employees are able to work and walk around with no hazards or risks to their safety. 



2. What methods can be used to elicit, analyse and interpret feedback from others in relation to your job performance and development needs?

Sending out a pre-made survey/feedback form to actively ask questions about service, quality and improvements. Also having a meeting or sit-down with a supervisor or colleague and discuss how you’re going.  


3. Explain how to:

	Set goals
	Have an understanding of what is required and set a goal around that, discuss it with your manager if uncertain and make a task list to help you meet your goals.


	Measure/assess your own work performance
	Create a task list or to-do list and tick them off when each are done. Allowing yourself to see what is to be done and what is being completed.


	Manage your time

	In your task list, create a timeline for tasks – from things that are important and urgent to things that are Not important or urgent.





4. Describe how you can identify and prioritise your personal learning needs.
Keeping up to date on what you should know in your job role and anything you have difficulty with is likely something you will need to develop a better understanding of. Conferring with a supervisor, someone who has knowledge in how you work can help identify things that you may not have realised. 



5. Describe how you give and receive feedback concerning development needs.
Every few months our company sit down one on one for a review of our job role, development, needs, skills and goals. This is a great way to give and receive feedback. 





















[bookmark: _Toc415759768][bookmark: _Toc419105467]Major Activity
	Estimated Time
	60 – 120 Minutes

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

	Activity
	This is a major activity – your trainer 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. Organise and complete own work schedule
2. Monitor own work performance
3. Co-ordinate personal skill development.

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.
Employees in our organisation receive quarterly reviews to identify any difficulties, keep up to date on evolving job roles, responsibilities and tasks. I keep a calendar with my tasks and one of my regular tasks I’ve set myself is to double check the tasks are still accurate. By doing this, I can see things I may be missing, keep on top of what I need to do and take note of anything that I’m regularly not keeping up with or doing really well with. I can then take these to my manager at each review or before if it is direly affecting my work.


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.
· [bookmark: _GoBack]
The Calendar of tasks that I keep updated have weekly, monthly and daily tasks set that are required of me or will help me towards what is required. Entering purchases and receivables is a small part of my role that needs to be completed each month to Reconcile the work accounts. I am responsible for keeping the data up to date and identifying any variations/discrepancies that may appear and disrupt reconciling. In some cases, usually to do with account that have been priced wrong further down the line or purchases not reported, I will need to report to my Supervisor about it whether to help resolve or just to be aware.
Some weeks when we are inundated with work, my tasks can pile up if I wasn’t ahead or if certain jobs have complications and are pushed back due to needing to be resolved. This can become a stressful situation because others are relying on certain tasks being completed for them to continue theirs, so the pressure is on and tasks change priority. If left unchecked and work builds, tension rises and mistakes start happening. Details are missed, there’s small errors that can make a big difference – for example, In one of these times, I have entered two numbers the wrong way around and when it came time to deal with this information, it set me back an hour trying to work out where the problem was. An hour of my time that I then had to shuffle my tasks and involve others, who also lost time. In stressful times, we work as a team to help each other with the workload to keep everything running smoothly.  

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.

Through keeping track of what tasks I have struggled with, taken longer to complete than I thought or felt I lacked enough understanding in – I am able to take note and discuss these with the director. 
Through discussing the learning and development needs, we can assess how to better develop the skills that are needed; whether they be skills I can learn from other co-workers, a trainer or online help. Example – A software program had updates I was not sure of, after trying to understand it through online help I approached the Director for help and we organised a day for a trainer in that software system to come out and train me and my co-workers. 
After learning, I gave the director a rundown on what was learned and further solidified the skill set. 


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.
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