New Ceareer and Enterrise resources for 2016

WACE Career and Enterprise and Workplace Learning programs

Now available for 2016: Check for samples on web

e Career and Enterprise: CAE - General 11
Full colour text/workbook. Approx. 310 pp.
Price $52 (ISBN: 978-1-925172-25-6)

Fully reproducible e-version master also available to
schools which enables students to use writeable PDF

files.

e Career and Enterprise: CAE - General 12/ATAR11

Full colour text/workbook.

Approx. 354 pp. Price $55 (ISBN: 978-1-925172-26-3)

Fully reproducible e-version master also available to
schools which enables students to use writeable PDF

files.

Available mid-2016 (proposed)

e Career and Enterprise: Foundation 12 and
Career and Enterprise: Foundation 11

Available for 2017 (proposed)
e Career and Enterprise: CAE - ATAR12

Released in 2015

CAE General 11: Contents
Unit 1
1.Being Enterprising
2.Career Pathways

3.Work Skills 61
4.Career Development 89
5.Workplace Issues 115
Unit 2
6.Developing Enterprise 145
7.Career Investigation 177
8.Job-Seeking Skills 207
9.Workplace Effectiveness 229

10.Workplace Health and Safety 277

CAE General 12/ATAR11: Contents
Unit 3: Generall12 / Unit 1: ATAR11

1.Being Enterprising 1
2.Developing Your Pathway 31
3.Nature of Work 67
4.Effective Job-Seeking 113
5.Workplace Trends 143
Unit 4: General12 / Unit 2: ATAR11
6.Enterprise and Change 177
7.Work Skills 219
8.Career Development 255
9.Nature of Work - Advanced 289
10.Workplace Safety 323

A range of new resources are now ready for order. All of these new resources are available as full
colour printed books or as e-version PDF masters that students can complete using ICT devices.

= Personal Development Activity Planner: Introductory & Personal Development Project Planner: Advanced

colour-coded PDS project planning guides.

= Work Placement Journal (suitable for year 11 and Year 12 students work-related and vocational placements).
Full colour A4 size and includes 40 pages of daily journals as well as all 20+ work-related application activities.
= Community Services: Foundation & Community Services: Intermediate (industry-specific sets)

Industry-specific resource sets and workbooks support your VCAL, Applied Learning and work education and
career/pathways programs with content-based topics and applied activities.

Feel free to contact me to discuss which resource sets might be best suited for your teaching program.

Current resource list: 2016 (* = new)

WACE Career and Enterprise (PDF e-versions also available)
* Career and Enterprise General 11
* Career and Enterprise General 12/ATAR 11

Career pathways, work education and personal development
(PDF e-versions also available)

> Career Pathways

> Work Experience Journal

> Work Placement Journal

> Personal Development Activity Planner: Introductory

> Personal Development Project Planner: Advanced

Industry-specific resources (PDF e-versions also available)
> Community Services Foundation

> Community Services Intermediate

> Retail Foundation

> Retail Intermediate

Industry and Enterprise

> |&E Unit 1: Workplace Participation 3ed (& e-version)
* |&E 1&2: Towards an Enterprising You 4ed

> |&E 3&4: Towards an Enterprising Australia 3ed

VCAL and Applied Learning (Master sets also available)

* Literacy - Intermediate 3ed Workbook/text and Activities
booklet (revised for 2016) !!!also new e-version!!!

* Literacy - Senior Workbook/text and Activities booklet
(new for 2016) !!lalso new e-version!!!

> Numeracy - Intermediate Workbook/text and Activities
booklet

* Numeracy - Senior Workbook/text and Activities booklet
(new for 2016)

* Personal Development - Intermediate 3ed Workbook/text
and Activities booklet (new colour ed for 2016)

* Personal Development - Senior 2ed Workbook/text and
Activities booklet (new colour ed for 2016)

> Work Related Skills - Foundation Workbook/text and
Activities booklet

* Work Related Skills - Intermediate 3ed Workbook/text and
Activities booklet (new colour ed for 2016)

> Work Related Skills - Senior 2ed Workbook/text and
Activities booklet

DELIVER Educational Consulting
PO Box 40, Moonee Vale 3055 Ph & Fax (03) 9939 1229 ABN 80 922 381 610

Check for samples at: www.delivereducation.com.au michael@delivereducation.com.au



Order form: Current from Term 1, 2016 (Note: All prices are GST inc.)

WACE: Career and Enterprise Printed text e-version master Total
Career and Enterprise General 11 @ %52 @ $660 .
Career and Enterprise General 12/ATAR 11 @ $55 @ $660

Careers, Work Education & Personal Development Printed text e-version master Total
Career Pathways 2015 @ $35 @ $440
Work Experience Journal 2015 @ $20 @ $165
Work Placement Journal 2015 @ $27.50 @ $220
Personal Development Activity Planner:

Introductory 2015 @ $25 @ $165
Personal Development Project Planner:
Advanced 2015 @ $27.50 @ $220

Industry and Enterprise Printed text e-version master Total
I&E Unit 1:

Workplace Participation 3ed. 2015 @ $33 @ $440
I&E Units 1&2:

Towards an Enterprising You 4ed. 2015 @ $42.50 na

1& E Units 3&4:

Towards an Enterprising Australia 3ed. 2012 @ $59.95 na

Industry-Specific Resources Printed text e-version master Total
Retail - Foundation 2014 @ $33 @ $165
Retail - Intermediate 2014 @ $33 @ $165
Community Services - Foundation 2015 @ $33 @ $165
Community Services - Intermediate 2015 @ $33 @ $165

VCAI'/ Applied I.eclrning Printed Printed CD Master CD Master Combined or license with

Resource Sets text/workbook activities book |text/workbook activities book  CD master sets master e-version
Literacy - Intermediate 3ed. ;l:l“é’. __@9%35 __ _@9%2750| __@9%165 @ 9$77 or _ @ $220 [or _ @ $330
Literacy - Senior vl @$35 _ @$2750| __@$165 __ @$77 or_ @ $220 |or @ $330
Numeracy - Intermediate  2015| — @ $35 __ @ $27.50| _ @ $165 _ @ $77 or_ @ $220 na
Numeracy - Senior ;l:l“él. __@9%35 __ _@9%2750| __@9%165 __ @ 9$77 or __ @ $220 na
PDS - Intermediate 3ed. 2016 __ @$35 __ @$27.50| __@$165 __@$77 or_ @ $220 nya
PDS - Senior 2ed 2016 __ @$35 ___@3$27.50| _@$165 _@$77 or _ @ $220 nya
WRS - Foundation 2014 ___@9$35 ___ @$27.50| _@$165 __@$77 or_ @ $220 nya
WRS - Intermediate 3ed. 2016 @ $35 __ @ $27.50| __ @ $165 __ @ $77 or_ @ $220 nya
WRS - Senior 2ed. 2014 __@9$35 __@$27.50| _@$165 _@9$77 or _ @ $220 nya

Totals
Add Postage: CD-only orders = $6 Melb metro printed books = $12
Regional Vic and interstate 1 book = $13, 2-4 books = $15 Contact me for larger orders.
*] recommend Express Post of $15 for up to 4 VCAL, Industry-Specific or Careers etc. Postage Grand
books; or for 2 CAE books or 2 I&E books. (More for larger orders.) amount $ Total $
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rder Details
Name:
Position:
e-mail:
School:
Address:
Order No: Approx. Amount $ ABN:
-—
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Introduction: Nature of Work

There are various topics and issues that influence the nature of work in contemporary
work-related situations. These impact on rights, responsibilities, regulations, protocols
and processes in work-related situations. In this section you will investigate how
these impact on the day-to-day roles of workers in work settings in which you are
interested, or actually working within.

An enterprising approach to developing your career competencies will assist you to
proactively demonstrate each of these six capabilities.

v Entrepreneurial behaviours by accepting responsibility for work-related
decisions.

v’ Learning to learn by completing WHS induction and training. (Refer Section 10
for more detail.)

v’ Career development and management by building skills and knowledge to
access potential career pathways opportunities.

v Work skills by applying what you have Iear d about the re of work to work-
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related situations
v’ Understanding the nature of work |gat|ng \o ng contemporary
work-related rights, responS|b|I|t| otocols

v’ Gaining and keeping work b* gandu klng career pathway learning,
training and work placeme

unities.
What about you? 6
To successfully compl nit you equlred to vefthe following.
1. Demonstrate un ers ing o@mology an ts through a glossary.

2. Active partici in class di
3. Reflec @areer pa progres rel a n to the career management

comp

4. Apply what you ha d to yo areer pathway investigations.

5. Complete and S ¥nhgoing actiNties as directed by your teacher.

6. Complete anin gatlon r related to issues impacting on the nature of work.
7. Undertake self-asses e end of this unit.

YRAFIPP & EPP: Nature of Work

This section furthers the development of your ongoing Individual Pathways Portfolio and
your Electronic Pathways Portfolio. Tasks you will be required to complete for your IPP
and EPP include some or all of these, as well as other relevant tasks set by your teacher.

U Investigate and summarise key elements of an employment contract.
0 Outline key WHS rights and responsibilities and WHS induction requirements.
Q) Explain key factors that would influence your own job satisfaction.

0 Discuss the importance of cross-cultural skills and equal opportunity for work-related
situations.

U Identify, apply and use appropriate methods of work-related communication.

Your teacher will give you more direction on your IPP and EPP requirements as needed
throughout the unit.
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1. Rights and responsibilities

Both you as an employee, and your
employer, face certain workplace
rights and responsibilities. Many
workplace rights and responsibilities
are set down in law.

You, as an employee, have the

right to receive fair pay for work

done, a right to be treated with

respect and a right to a safe

workplace. An employer has the

right to expect productive work from

employees, a right to expect that employees treat each other with respect and a right
to expect that employees maintain a safe workplace.

i
In order to ensure that these rights are being adhered to, employges and employers §
have certain responsibilities that they have to These respofsibjjjties usually )
require a joint effort on the part of both empl nd em nd create a g
positive workplace culture with m|n| al ict. To ens , Workplaces will ‘g
develop protocols, codes of cond andard ehaviour and expect
employees and other stakeholders [I3W these. T@ responsibilities may also
often extend to external stake r of the e rse such asgustomers, clients,

suppliers and others.

Basic employee Bast e responsibilities
n

As an employee you raII ave th How employee you are

right to the foIIow exp o fulfil certain responsibilities:
= fair and Vperform a fair day’'s work
= minimum rklng co c‘ 0 act in the best interests of
as personal ®ave and é} employers
entitlements Q o = to not disclose confidential

information about the employer

= a safe and health lace . )
environment o clients, customers and processes
= safe work practices that = to carry out work duties in a safe

harm manner following workplace

= access to appropriate training and procedures
career development = to not harass, bully or intimidate

other workers, customers or suppliers
= to undertake relevant training as
directed by your employer
= to contact and inform the employer
of absences and other issues in
accordance with workplace guidelines
= to appropriately, safely and correctly
use equipment, tools and machinery

= freedom from discrimination

= freedom form verbal or physical
harassment and bullying

= freedom of association to join or not
to join a union

= protection against unlawful
termination and unfair dismissal (only

where valid)
= to be treated with respect and to (1;ollc|>w relevant legal guidelines
d|gn|ty anda rules. .
A P
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This is what you want...

Working isn’t always fun. Sometimes
it's easy to forget that as well as

your employer owing you things, such as

a fair wage, decent conditions and a safe
and civil work environment. You also owe
your employer in return and need to follow
protocols and codes of conduct to meet
standards of behaviour.

If your employer pays you a fair wage in
accordance with your award or agreement or
job classification, then it is only reasonable to
give your employer consistently productive
labour and a high level of quality of effort in
return. You must work productively in your
role, according to your job description.

If your employer trusts you with confidential
or sensitive information, then it is only
reasonable that you don’t blab about the
big-spending customer, or about new @
strategies for a merger, or even about th
new and exciting promotional campai
before it is announced. Privacy gui s
are required by law as well as bgj wrnal

policy. Imagine if you show

who comes to your take-aw
themselves on doubigldeep-
ice cream every el

In some ¢ ou

are respo e and legally un
bound to foll@W rules suc
as zero blood-alcohol li zero blogf~
or mandatory reporfg elzeloatl -

. or mamslator
child abuse and other es e o child
of conduct. huse.”’

If an employer provides you
with a safe work environment t it is your
responsibility to undertake your
duties safely, follow safe work
practices and safely maintain
your work area, tools and
equipment so as to ensure
that relevant safety and
WHS rules and laws are
being followed.

ally

In addition, if an
employer provides
you with a safe work
environment then it is

uidelin
king in A Na
@ﬁinimum S

your responsibility not to risk that safety by
failing to act; or by not reporting information
about yourself, another worker or a situation
that jeopardises the safety of various
stakeholders, e.g. a drug affected chef
working with knives and fire; or a blocked fire
exit; or missing safety equipment.

If you are sick, in many cases you are

not doing your employer or your fellow
workmates any favours by coming to work.
Imagine a food processing worker sneezing
over every lardburger they wrap in a day!

Work involves a legal contract between the
employee and the employer. Basic workplace
rights are set down in @w. Many employee
res@onsibilities are dgvelgped to follow

. This safety net includes
ployment Standards’ that
dsic entitlements that apply to all

10 ‘Natig
set dow
epgaployees.

of the A industrial relations

ply to an

. ] gThe Project @ em moder ds
being quoted about the Pg @ edlth guru dustry or, upation and set down

minimum io
Austr,
occupatien.

for employees across
work in that same industry or

yees who are covered by registered

follow, réements (collective agreements or
les such

metimes still known as EBAs) have their
conditions bargained collectively, usually by
their unions. Conditions in modern awards
and registered agreements must also satisfy
these minimum 10 ‘National Employment
Standards'.

Western Australia also includes some
separate industrial laws that apply to
employees in many small enterprises and to
state government employees. This can mean
that some WA workers are covered under
state WA awards, state based registered
agreements or state-based sets of minimum
standards (very similar to the Australian NES).

Australian Apprenticeships are governed
under their own special contract of training
which outlines employee and employer rights
and responsibilities as part of the Australian
industrial relation system.
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Rights and responsibilities

List what you believe to be the 5 most essential employee rights.

2. Briefly describe how each of these rights might relate to your work placement or for an
occupation you are interested in.

3. For each of these rights explain why they are such an important right for employees.

For each of these rights, explain what an employee could do if these rights are not
granted.

Re: Work Placement Why important? What to do?
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2. Employment contracts and conditions

When you start employment you are required to sign some official documentation from
your employer. One of these documents will be your employment declaration relating
to your tax file number and another is likely to be your employment contract or
workplace agreement.

Many employees are unaware of the type of workplace arrangement they work under.
If you are aged under 18 and covered under a registered agreement, this must be
co-signed by a parent or guardian. You cannot be forced or coerced into signing an
agreement or contract that you don’t understand.

Which workplace arrangement?

All employment is governed by an employment contract regardless of your job,
industry, state or type of workplace arrangement. The employment contract will
stipulate a range of important factors, conditions and entitlements. The employment
contract is a legal document. The conditions and entitlements can vary depending

on whether you are working under one of the f@llowing arrang ents a registered
enterprise agreement, or a modern award (o awar r 3|mply employed

under the minimum national condltlons d-free e ). However,
all contracts must meet minimum c outllned [ atlonal Employment

Standards and minimum pay rate& the Falr mmission.

Regj @ enterpris%eement

= A registered enterpris entis an ent nego @ bglveen an
employer (or emplo : ost like A nion acting on their
behalf (such as t&Wo orths NgtiomalSupermarke ement, 2012).

= Many mediuma. and large ofganisations useihe$e to set wages and conditions.
= Worker: m under thg a greementSgsually*have much better wage rates
and ¢ age’ usually be gay rates than (modern) awards.

nSthan the :
= An agreeMggnt will cona zens of co @ s such as rest breaks, long-service
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leave, allowances an other ¢ Ns specific to the type of workplace and
occupational cl tion. You shoul@ybe able to look up these through:

ww c.gov.au/@ds-and-agreements/agreements

(Modern) Awards

= Modern awards (or simply awards) apply to an industry or to an occupation
and prescribe a set of minimum conditions for employers and employees
across Australia who work in that same industry or occupation (such as the
General Retail Industry Award 2010).

= These minimum employment standards apply in addition to the National
Employment Standards.

= Some employees in the WA industrial relations systems are employed
under state awards.

= Modern awards might not apply to some managers, nor some high income
employees.

= You can look up modern awards through:
www.fairwork.gov.au/awards-and-agreements/awards
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National Employment Standards

Workplace conditions are set down in law with employees working in Australia
protected by a set of minimum workplace rights and conditions of employment. This
set of 10 ‘National Employment Standards’ are basic entitlements that apply to all full-
time employees, and to part-time employees (on a pro-rata basis). The safety net also
includes a set of minimum pay rates reviewed annually.

However, Western Australia is the only state that operates under both the national
industrial system and its own state industrial system. This means that some WA
employees are not covered by the national NES but rather by local conditions.

National Employment Standards

1. A maximum standard working week of 38 hours for full-time employees, plus
‘reasonable’ additional hours.

2. Aright to request flexible working arrangements to care for a child under school

age, or a child (under 18) with a disability. Py

3. Parental and adoption leave of 12 months (u ), with a ri h o réquest an
additional 12 months.
Four weeks paid annual leave each 3ea rata)

5. Ten days paid personal/carer’s Ie ar (pr o} days paid
compassionate leave and two da d carer's | for each permissible

occasion.

6. Community service leave rvice (pal 10 days *vmes dealing
with certain emergenci &atural dlsas ald)

7. Long service leave. Q

8. Paid days off on lic Qjidays u uired to

9. Notice of terﬁg and red ﬁpay

10. The ngQ mployee eive the Work Information Statement.

Minimum pay rates

The Fair Work Con@on reviewsyinimum
wages each year. ThisWatigga um wage
national award or agreement?

v" In July 2015 the minimum rose to $17.29/hour
(approx. $657 for a 38 hour week) for adults, a
rise from $16.87/hour in 2014.

v Minimum pay rates in modern awards were
increased by 2.5% as well.

v’ Casuals got an extra 25% hourly in the 2014
review.

v’ Apprentices get between 55-95% of this rate.
v" Juniors get between 36.8-97.7% of this rate.

(Source: Annual Wage Review, Fair Work Australia, 2014 & Do you know what you are
2019). signing when you start work?
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B Employment contracts

The Australian industrial relations system is a complex subject and could be an entire
secondary subject in itself. And there is the added layer of difficulty faced by employers
and employees in WA, given that the state still operates its own system for some
organisations and workers. But it is vital that young employees are aware of the main

legislative requirements that apply to employment contracts. This is important for two main
reasons.

i. Many of you will work in casual or part-time positions while you are studying and you
need to be aware of the conditions, other entitlements and responsibilities stipulated in
your job contract.

ii. As your develop your career pathway you are likely to be confronted with totally
new conditions and entitlements as part of the award system, a registered agreement,
or indeed even a common law contract for higher level managerial and professional
positions.

o
So the best way for you to get your head q@his area is to Qctivgly investigate the

specific information as it relates to either a are e now; or one which
matches your career pathways goals. T in€ informatjgm | good, but also
. [ ] ,
complex to navigate when first stqrtln\ o let’s see U go?
Tasks 4 o

1. List the key website tools a that can a%ou to find formation about

employment contracts an nditions. Co
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h nation A information.

Weblin ine foolc

Y oV

2. Investigate the and con@ ofYa position in which you are interested. This might

>

be your current jobNer prefer position aligned to your preferred career pathway.
% your information then finish this in your workbooks.

Use the table opposite

3. Identify and outline any ences that apply to WA employers and employees that
you have discovered through your investigation. Include this in your table, or do a
second, WA-based table for the same occupation.

4. Develop advice that you would give young people trying to find out this information.
Summarise these as a series of dot points and present to the class. Draft some
information below.

Draft information:
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contracts & conditions

Name:

Occupation/classification: Workplace:

Type of workplace agreement that applies: Title of workplace agreement that applies:

Position title/main functions or description: Job classification/level or grade:

Relevant wage rates: Casual loading & minimum shift hours:

, N

Junior wage rates (%°s): (@ Appr@ip/ traineeship rgtes@%’s):

Q
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Loading/penalty rates: ! 49

Overtime loadings:

Meal/rest breaks: Leave provisions:

Other information:
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3. Workplace safety

One of the most important workplace rights that you have is the right to a safe
workplace. Work health & safety or WHS is the general term used to describe all
the rights, responsibilities, training, regulations, guidelines, laws and other issues
that relate to ensuring that workplaces provide a safe work environment. In Western
Australian legislation you might see that the term OSH is also used!

It is vital that you are aware of WHS issues before you enter a workplace. As potential
employees you trust that an employer has taken all possible steps to ensure that the
work environment and work practices have been designed and maintained to enure
safety for all involved. However, you should always be on the lookout for potential
dangers and should report them to someone with a position of responsibility. This is
part of responsibly following WHS protocols and demonstrating expected standards of
behaviour. (Much more detail is given in Section 10)

5 WS SEldnellelams

: ‘. M
° Emplo®

% = Carry out work tasks and duties and hay, mental I safe workplace.

£ = Employees have a responsibility to Bgr orki |n th t manner and to report

any hazards.

Employers @

_J

nments

= Design work environmeg d > nd guidelines are
implement and supe ork d enforced by the
practices and musg do ith g®ernment in each state.
the utmost care% concern for A"this is WorkSafe (Department
safety of em@a and any gl ommerce) and WorkCover WA.
stakeh w! Safe Work Australia is the national

( body that develops model work
0 health and safety laws.
Uni o ]
= Play a proactive a ading r WHS officer
the development of WH i = Many workplaces have an
guidelines and laws thr official WHS officer who has the
Australian industry. responsibility to monitor and

= Unions work with government, maintain safety conditions.
employers and employees to = They will usually act as a go-
ensure that workers have access to between for employees and

a safe workplace. management.
J J

WHS consultant or inspector

= These are usually external specialists who are contracted to assess an organisation
or work setting for WHS risks. Inspectors might also be representatives of their local
WHS authority which gives them power to deal with WHS issues.

= They help employers design and implement work environments and work practices
that minimise harm and can also be involved in training employees and management
in WHS issues.

v
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WHS rights and protocols

here are some general WHS

rights that apply to all employees
in all workplaces. As a result of these,
employers (together with relevant
WHS stakeholders) develop codes of

stakeholders must follow.
Employer responsibility
Generally speaking employers are

responsible for ensuring the following
minimum safety standards.

machinery and equipment and safe
systems of work.

O Implementing arrangements for
the safe use, handling, storage
and transport of machinery and

emergency equipment.
O Providing workers and con

O Keep informatio
to their workers' he

languages.

U Where required, engage people with
the necessary skills and expertise to
advise on health & safety issues.

public are not endangered by the
conduct of their business.

conduct and protocols that all workplace

U Providing and maintaining safe plant

equipment and dangerous substancgs

U Maintaining the safe condition of th
workplace including fire exits anQ

with adequate facilities i |nc |ng cIean
toilets, cool and clean water
and hygienic eatln ar

U Ensuring workers ve ad uate
mformatlon | n, train
supervi they ca
safe an [thy manner.

O Adequately®¥nonitor ealth
and conditions in t place

nt

i i ecords r
i ! and_ saf
provide WHS informatio t

U Ensure that external stakeholders such
as customers, visitors and the general

There are also specific requirements that
may apply to particular workplaces or
industries.

U Employers must also have suitable
WorkCover insurance policies.

4 Display relevant signage and WHS
information.

O Meet additional WHS requirements if
employing trainees or apprentices.

U Record all injuries appropriately using
designated documents and allow
an injured worker to visit a doctor if
required.

U Support injured workers in returning-
t work.

t certai
d speC|f|
reIatlng

|ndus
cons

mate a WHS
seres) to
ployees’
ddltlon rs are expected to
foIIow re d codes of practice
on hoxﬁomply with a general duty, or
cifi es, under Western Australian
WS.

requirements
ety requirements
(hazardous)
h as mlnlng and

ficer (or
ith the

oyee responsibility
Take care of their own health & safety.

Q Inform their supervisor about
potential hazards or personal physical
problems in the workplace.

U Follow all safety guidelines/systems
of work according to training and
instructions.

O Take reasonable care not to affect
health and safety of others by their
actions or omissions (failure to act).

U Work with their employer to make the
workplace safer.

U Ensure that they have a certificate of
competency before operating any
industrial equipment that requires
certification.

U Report any injury immediately to a
WHS officer.
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4. Student safety induction

As a student you will be required to complete an
appropriate WHS induction program before you
are allowed to go on work experience or work

placement.

If you are undertaking a VET certificate course
you will need to undertake the accredited WHS
unit of competency before commencing any
structured work placement as part of your VET,
TAFE course or Australian Apprenticeship.

_DANGER

o ® YOU MUST COMPLETE
RELEVANT WHS
TRAINING AND INDUCTION
BEFORE YOU UNDERTAKE
WORK PLACEMENT

Work experience/placement school-based induction

It is vital that you are aware of your work experience placement induction
requirements. Some states have legislated to mandate that students undertake a

specific WHS induction program, whereas
guidelines and procedures as part of their p

&overnir@aa’s work experience

or work placement program.

It should be noted that this mformatQ
based work experience requiremen
might change in line with chan

in governmental poI|C|es

Therefore, your teacher w

you the most current date

information. Also st uct workplac
learning placeme as part of V
schools ha e n requir

Wester stude
successfu omplete t ine'or
print-based version o artMo

Safety Passportgro@ram and the
SmartMove Certi

industry-specific lessons or
The SmartMove Certificate includes a
General Module and relevant Industry
Modules.

Students in other states such as
Victoria must do safe@work, many
South Australia schools use The
Passport to Safety and NSW,
Queensland, Tasmania, Northern
Territory and the ACT have their own
guidelines that must be followed.

othegs recommend rabevant induction

a gener@ and that any state-
rtMove afety Passport

ed by Wor Western Australian
HS p hd been developed

peC|f|c are senior secondary
student g workers for key work
heal fety issues.

The y Passport includes eight

@ential lessons:
Q. pot the hazard

. SAM in the workplace
3. Employer responsibility
4. Worker responsibility
5. Worksite inspections
6. Incident reporting
7. Emergency response plans
8. WHS inductions.

The SmartMove Certificate
program includes:

= A general module

= Fourteen specific
industry modules.

Your teacher will clarify

these WHS induction
requirements for you

and build these into your

learning program.
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WHS rights and responsibilities C

1. Outline 5 key responsibilities in relation to WHS for employers and employees.

Employers must... Employees must...

L.
GO
2,

2. Your tea HS requirements with your class. List
the spec

undertake

WHS training/induction that | must complete is:
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5. Organisational structures

An organisational (or management) structure refers to the organisation of
responsibilities, employees, assets and operations within an enterprise.

The organisational structure sets out the functional, geographic or divisional
departments of the organisation. The organisational structure also sets out the lines of
command that exist and can also illustrate the level of control at departmental levels.

An organisational structure will reflect the levels of authority, the degree of
responsibility and the structure of accountability of different management levels.
The organisational structure will also determine how workplace activities are carried
out including working relationships, methods of communication and participation in
decision-making.

Vertical and horizontal structures
The vertical structure of an organisation sets out the relationship between the levels

4

g of command. All organisations require a vertlcal structure to establlsh responsibility,

S authority and accountability.

g Enterprises then establish a horizontal st whlch\% the departmental

'g groupings within the organisation. Dj ffe vels of th ion’s vertical
structure may set out different ty Zontal str e - The horizontal grouping
combines with the vertical groupl establish th rall organisation’s structure.

Types of organisational strlw
There are different types r |sat|oni®e (s)/
r

management) structur ave evQ elolders
hundreds of years of o sational d pment
Different structur ay b& descri : Board of Directors
= centralj e rarch| % ures <

are c and h al, tall

lots of agement vertlc General Manager/CEO )

specialisation; or 0
= decentralise t structures Senior Managers

. (Executive/strategic)

are organic and &yolving wi er

management levels, ility with

crossover specialisati Middle Managers
An organisation must choose, develop and (Operational/tactical) J
implement the most appropriate structure that
it feels will allow it to achieve its objectives. Lower-level Managers
The structure of an organisation determines (Frontline) :
how all of the work activities of the entire ~
organisation will occur such as: .

Supervisory Managers

= decision-making and Team Leaders
= resource allocation /
= employee involvement Employees
= financial reporting and Employees
= operational activities. Employees
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Horizontal management structures

Horizontal types of organisational structures relate
to the grouping of tasks, employees and resources
according to:

i. function or operation

ii. geography or region

iii. division, product, market or department
iv. projects or matrix structure.
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Image: Adapted from:
leremy/iStock/Thinkstock

i@*nal strugture
= A functional structure

organises employees an
decision-making base
on the nature of t<

I I
MTavRe HR ICT
@ hgel Manager Manager

s on inputs.

Inance
Manager

performed.

to man S

oyees ional re |I|ty for their specialisation across
fthe busin
= A functional structure smted t anisation that offers a limited or
homogenous ran ucts W|th sPecia |sed employee responsibility.
7
ographlcal structure
= A geographical, or reglonal CEO
; e
structure organises I I I |
employees and decision- WA & SA [ NSW&ACT J{ VIC&TAS }/ QLD & NT Global
maklng based on the Manager Manager Manager Manager Manager

geographical trading patterns
and regional business activities of an organisation.

= Specialised functions such as operations, marketing, finance, human resources, etc. are
grouped under a regional general manager.

= Specialised functional managers may be accountable to a head office functional
manager, but many functions might be duplicated across each of the regions.

= In today’s highly mobile and global commercial environment many organisations rely
on geographical organisational units that are autonomous and self-sufficient and that
are able to undertake appropriate decision-making.

J
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iii. Divisional structure
= A divisional, or product or

- _ceo
market structure organises
emp.loyees and decision- Groceries Liquor Fresh Food Variety Online
making based on an outputs Manager J Manager ‘ Manager j‘ Manager JI Manager

approach.
Specialised functional managers are grouped together according to:

¢ their involvement in the production of a particular product range e.g. beer, wine,
etc..

* their involvement in providing a product to a particular type of customer or market
e.g. trade customers and household customers.

This structure groups together all the necessary functional skills and focuses these
skills on managing a product line or customer group.

This structure may be necessary when the production of different products or the
servicing of different customers requires differing skills and expertise.

Each management division is usually given autonomous control gver their decision-
making but is accountable to head office, whiclignay more closgly rgsemble a
traditional functional structure.
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ts) stru
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= The matrix structiffe is a Mexible, dynami e which emphasises
cooperation ergy acros ts of the oranj§ation.
= Managesf e ees and d -making'fifay be organised primarily along
traditi ivisional or fugcCti structu ey can then be assigned to various
projects. ay include urced speci or contractors.
= The matrix structur organis o identify the most appropriately skilled
a particular diviSjpn or function and then assign them and their

managers from
staff to a specific
their finance manag

The matrix structure alloy
managers and staff to enha

ect. For

emle, a confectionary manufacturer might assign
to

trading project.

brganisation to efficiently assign skilled specialist
e the likelihood of success of a particular project.

CEO
o
Operations Finance Marketing HR ICT
Manager J Manager J Manager J Manager J Manager )
Innovation & Engineering | Accounting | Promotions Training & Software &
New Projects | — & production | & finance & design development systems
Project Manager) staff (4.5) ) staff (1) staff (1.5) ) staff (1.5) ) staff (1.5) )
T T T T T
Global Engineering | Accounting | Promotions | Training & | Software &
Projects |— & production & finance & design development systems
Manager ) staf:c (1.5) ) staffI (2.5) } staff I(2.5) ) staff 2) staff (Il.5) }
Quality Engineering | Accounting | Promotions Training & Software
Assessment & production | & auditing & design development | & systems
Project Manager ) staff (3.5) ) staff (2) staff (0.5) staff (2) ) staff (2)
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Organisational structures D

1. What is an organisational structure?

2. What are the essential differences between vertical and horizontal organisational
structures?

3. What is inaccurate about the following statements:

da. “We don’t have a vertical structure only a horizontal structure.” g EO, Klopi Inc..

o
b. “l answer to no-one, I'm the boss.” Ge nager, J Lt
X,
c. “l want to build a bureaucracy@age em responsibility.” GM, Aspo.
d. “l was just saying the o!&iay to our anior Vic %’r of Eastern
Region Consumer S stics Divisi our struct s d flat chain of
command.” GM, Toy: orp.. é

4
[
o
3

Y
o
[«2]
S
=]

=
©
=

4. Match eq
A fluid and dyndmic struct

d by a |Span of control allocated across
various parts of the country.

graphic  matrix
A grouping based on the

2 which may see staff | Organisation of staff according
nature of inputs.

arly assigned to different | to their key qualification, skill or
projects. ability.

N

A structure of autonomous units | Suits when producing a limited, | Used to assign functional staff

who are accountable to head | specialised range of products. when and where they are
office. needed.
Suitable for customer-oriented | Ideal for global, multinational Ideal for managing diverse
production. companies. product ranges.

ATAR Extension: Research the organisational structure of a medium or large-scale
organisation with which you are familiar. Source or produce an organisational chart. __
Discuss: Which type of structure do you think you would prefer to work under?
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6. Resource management

Resource management refers

to maximising productivity in the
use of inputs in order to generate
the most efficient mix of outputs.
Resource management focuses
on managing human, physical,
financial and technological
resources.

Inputs and outputs

Inputs are the productive
resources that an organisation
uses to make its goods and services. These inputs can include:

*g = raw materials and physical components

..g = labour and human effort and expertise .

g = capital investment in equipment, ma nd te

'g An organisation uses these inputs (r.es and co h together to
produce an output.
Outputs may be goods, servicesA en a combl of a good/service.
Some organisations produce @ at are as |nal produ@ts to consumers
(e.g. a car), while others ewséducer g ’g. a car that are sold
as intermediate produc .g.acar clafrer).
Some organisations pr are sold a@w ervice (e.g. a
taxi ride) to cons ers ce sery, are sold to other

Qe service.

aries greatly depending on
mbination of goods and services;
al products or as intermediate

producers (e. Q lesale cousi s an ipterm
The opegli t-up of di i

whether t produce g
and on whether thos are soldgé

products.

Transformation p o
The transformation pr that turn inputs into outputs can better be
described as the organisat production process. Organisations must ensure

that they manage their resources efficiently so as to generate the highest return
on each of these physical, human, financial and technological investments.

Lok

Production processes vary significantly from industry to industry. But in essence
all organisations are involved in production. They all ‘make’ something, whether
it be a good or a service.

inputs: outputs:
materials J\ e goods J

inputs: Transformation outputs:
labour > process services J

inputs: outputs:
capital goods/services ‘
EE————— -4

84 This file is for preview purposes only and is not permitted to be reproduced in any form.

Career and Enterprise: General 12/ATAR 11
Written by Michael Carolan. Copyright © 2016 DELIVER Educational Consulting and its licensors. All rights reserved



Goods producing industries

Organisations in agriculture, fishing, logging, mining and
manufacturing industries are goods-producing industries and
carry out tasks such as farming, extracting, manufacturing,
printing, refining, milling, processing and smelting.

Essentially these organisations produce intermediate or
finished goods for either consumers or for other businesses.
The operations of organisations in these industries relies
upon producing goods with maximum efficiency. These
industries have to use many internal and external services
in order to produce their products. These industries are
often very capital-intensive requiring significant financial

investment in technological processes. Goods manufacturing is

Service provision industries often very capital-intensive x
whereas service pI’OVISIOI’] o

Many industries provide services to other businegs or as aged-care is quite E

consumers. A service involves the production @iy anglble 1B our-intensive. o

products. You can’t physically touch, hold \§ §

service but as a consumer you denvedh%ﬁt from t g

service. Most service organisations u sasre

in their production processes in or: provide thei

Goods and other materials and onents ar, uts whlle

their service is the output.

Service-provision industi de ele as wat Q

& waste; construction; ale trade) | trade;

accommodation & f@ed services; tr postal

warehousing; ir@a n medl omm cat

finance & ¢ rental real esta rpfessional,

scientific & nical; ad & sup ervices;

public admin & safety; |on & trai alth care & images:

social assistance; reation; andgther services. Thinke g atocks

Qnanagement issues
Whether you work in a big o enterprise that produces either goods or services,

resource management will be cOficerned with issues such as:

= training workers to use equipment, machinery and technology effectively and safely
getting maximum return on the investment (wages and salaries) in human resources
reducing waste and inefficiencies in production

minimising unit costs

maintaining a balance between quality, service and productivity

achieving economies of scale by producing (and hopefully selling) in bulk

ensuring maximum return on financial investment in equipment and technology
maintaining a manageable debt burden on finances (capital) borrowed

developing innovative, flexible and effective production processes

using natural resources sustainably

as well as many others specific to the particular operations of the enterprise.

L ) R LR L
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Resource management

Managing physical resources

Materials are all the physical resources
that go into the production of a good
or service. Materials are the inputs that
get used up or consumed as part of
the production process. These material
inputs include items such as:

= raw materials such as timber, wheat or
steel

= components such as circuit boards,
downpipes or spare parts

= stock such as books, appliances and
chocolate bars

= consumables such as nails, paper and
food ingredients.

Materials are usually a variable cost with
an associated input cost for each item
you make. e.g. If you are making 100 @
spring rolls, then you'll have to purc
and use up 100 sets of inputs. The&
of materials involved mlght |ncI

pastry, vegetables, meat and

total cost of these materials\Qer sprlng
roll might be 40 cents.

However, when you purchgse materlal
to be used as inp ou wi suaII
that the cost p ecrease
buy in b ne asp
concept onomies of s
manufactur makmg S IIs m|ght
produce one million . And
because they are in bulk their
total cost of materi ight be 0 as
5 cents per spring roll.

Managing people es

People are the most importa
in any organisation.

In Australia, organisations spend about
55c in every dollar on wages and salaries.
This is more than all of the spending,

on all of the other resources and stock
combined. Some service industries even
spend up to 85% of all their expenditure
on wages and salaries.

Effective people management relies on
planning the best way to use employees’
skills, experience, time, enthusiasm,
quality, service and productivity.

resource

Managing technological resources

It is vital to plan to ensure that you
have the appropriate tools, equipment,
technology and facilities in order to
achieve work-related tasks.

Organisations can invest billions in
capital-intensive production processes.
All employees who use this equipment
must use it properly.

It is important to analyse costs associated
with the equipment such as its fixed
cost (or how much it costs to buy and
install) as well as variable costs such as
the cost of electricity used to power the
eqyipment. Y
key issues to @ondider for effectively
ging te al resources are:

@1 suitabili
2. cost

aging financial resources

get is an important financial

anagement planning tool. A budget
ists all of the forecasted revenue and
expenses over a period of time. A budget
allows you to see if you will have more
money coming in (a surplus) or more
money going out (a deficit).
A budget can help you plan spending
more responsibly. It is important to
be as accurate as possible and to list
all of the expenditure items that one
is likely to encounter. You should also
budget for ‘other’ expenses; some of
these unknowns are likely to crop up
unexpectedly.

An important aspect of budget review
is to compare your forecasted amounts
with the actual amounts to see how
much variation has occurred. This will
help you plan more accurately in the
future.
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Resource management

What is resource management?

Outline the 3 basic types of inputs as part of the transformation process.

Use examples to explain the difference between an intermediate good (or service) and
a final good (or service).

\ S :
Use examples to explain the diffe¢ tween goducing industries and
o

service-producing industries. Whi ese is more r&f&ant for ygur career pathway?

Describe t ses and pr ; used
manag rcés in each ofPt 4 categogi
might nee interview a lac@ stakeh

wQIome you are familiar with to

Ogptline 2 examples for each. (Tip: You

Managing people resources

Managing phys'c@:rces

Managing technological resources Managing financial resources
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7. Efficiency

The relationship between time and money is a
relationship based on efficiency. Efficiency refers
to how quickly, or how cost-effectively tasks are
completed.

Some people are more efficient that others. This
means that they get things done faster, thereby more
cheaply, or more cost-effectively. This can make them
more productive workers.

However, being efficient doesn’t always result in a high
level of quality. Sometimes greater efficiency means

a drop in quality, more rejects and waste and bad Appropriate tools and equipment,
service. as well as the training and skills to

. . . use these, can improve efficiency.
So how well do you use your time? Are you using it P y

efficiently? And perhaps more importantly, how_efficiently
are you using other peoples’ time, espeC|aIIy boss’s? !‘

Image: lexaarts/iStock/Thinkstock

Productivity
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ratio of outputs, compared to the gatl@ oFinputs. N t be fooled into thinking that

this sounds a little bit complic@ ductivitygs ry easy cgncept. Out versus in.
For example, if it takes on ne hour %)repare gs, then this chef has

We measure efficiency by calculati ctivity. ;@/lty simply measures the
a

a productivity rating of repared p per hour. § achieves an output
of one pizza every two %
Another example ight si®w tha a team arpenters, five days each to

put up the co mber frapmi a 30 use. So the framing of this 30
square e comp 10 Workl%vs That is a productivity rating of two
workers jeving six # r day n average, each worker completing
three squares per da

One final exampl ee acarw tendant clean six standard-sized vehicles
per hour by hand; per ho ng a high-pressure hose. This means that the use
of the hose increases r 200% i.e. 18 cars per hour versus six cars per
hour. Technology has m employee much more (three times more) productive.

Calculating productivity

Productivity is a measure of the ratio of outputs, compared to the ratio
of inputs. Common work-related output/input measures are per/
worker, per/$ or per/hour.

e.g. Freya sews 25 collars per hour in a clothing factory.

= Productivity = 25 (collars) = 25 units (collars) per hour
1 hour

e.g. Freya is paid $20 hour.

= Productivity = 25 (collars) = 1.25 units (collars) per dollar.
$20 (and 1 whole collar ‘costs’ 80c)
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Productivity @ F
John can mow 8 standard-sized lawns per day. He argues that he is 33% more productive than
James who only mows 6 standard size lawns per day.
1. Use calculations to prove whether John is correct about his higher productivity.

James isn’t happy with this comparison and points out that while he works a 6-hour day,
John works a 10-hour day. James insists that he is actually more productive than John.

2. Calculate and explain whether James is correct about his higher productivity.

3. Explain which is a more accurate measure of productivity, per hour, or per day?
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4. Calculate the productivity of each %r per week, y and per hour. They each

work a 38 hour week (with 8 h ys and 1 RDO every 4 wgeks).

Johan can make 30 pairs of indsey can mq, s of I le to serve 73

shoes in a day. shoes ? ogr-. . % er®each 4 hour shift.
Kroit is able to serv

John can metres of | Albor can roll 75 mini spring
customers per h ]

p:Ee pe®half hour. rolls every 2 hours.

5. Describe what might occur to either speed up or slow down employee productivity.
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8. Job satisfaction

Work or job satisfaction refers to the positive feelings that a worker receives from
doing their work. There are many factors than can lead to job satisfaction and it is
important that you develop the type of career pathway that helps you feel satisfied and
motivated. This is more likely to occur if your job fulfils some, most, or even all (lucky
you) of the expectations that you have from working.

Many people will quickly say that income is the most important factor that creates job
satisfaction. This may be the case for someone who is just starting out working in a
casual job because they now are earning some income. But does that actually make
them satisfied with the job itself? Would you be happy doing the same job when you
are in your mid 40s as you at are 16,17 or 18?

Do you agree that what you are being paid is the most important factor to create job
satisfaction? Some people seem to get very quickly disgruntled with their job; and
more pay doesn’t seem to make them more satisfied or motivated. It just tends to
make them less dissatisfied (for a short while anyway)!

[
[
Intrinsic motivators \
Thousands of studies have been doge &rker sati motivation with most

reporting very similar results. Peopl e courseyONtheir career life cycle, tend
to be more satisfied with intrinsic va ors relate¢ @ e job itself. These intrinsic

factors include satisfiers such@
= recognition and rewarc& 6 Q
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= opportunity for ady, nt and velop image:
= enjoying a feeli trlbutl ely and istock Thinkstock
= developlng ing of pride spect an@esteem

The lon in ajob e more Mt is that these
satisfiers have greateﬁu eony atisfaction than

factors such*as pay a work- neflts However,
a good income ca duce ]Ob faction (which BTW

is not the opposit b satlsfa@x

Individual efficiency

So we can say that the m worker get a sense of

individual efficiency then the more likely they are to be

satisfied. Feeling a sense of individual efficiency can encourage

a worker to feel that they are using their time productively, that they
are doing a task that is valued and that they are not wasting their
efforts or going unrewarded.

Individual efficiency is an extension of the concepts of work-

related efficiency and productivity. But it is very difficult “I have job security and the

to measure individual efficiency because it relies on promise that | will be reviewed
a worker’s subjective assessment of what they are for advancement every 3 months.
gaining from work and how the work they are doing is Alittle bit of cleaning won't

hurt; and | take pride in the store

helping to meet their expectations. being nice and schmick”!
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good working

conditions

fair and reasonable pay J

positive social
interaction

| T/
J‘_Emm

recognition and
reward

J Expectatlons

career

development

feeling of contribution J

Outline 4 key factors that would most

safe working
environment

freedom from
harassment

opportunity for
advancement

security of
employment

development of self-esteem )

D

bu're to your

3.

b satisfaction and which

=
[
o
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o
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S
=
i
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ividual efficiency G
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would help you achieve a feeling ivi ual effigj y in your job.
1.
2. %
R 0
3. Y
4.
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9. Quality

In its most simple terms quality can be described as an
evaluation of the condition of a good or service, such as ‘good
quality’ or ‘poor quality’. Although quality can be measured,
achieving quality outcomes doesn'’t just happen automatically.

Employees who demonstrate initiative, enterprise, project
management skills and work skills are more likely to be
proactive, innovative and able to take responsibility for quality
achievements. Also an understanding of the key terms and
processes associated with quality will make you more of an
asset to a potential employer.

Where have you seem

Total Quality Management (TQM) this 5-tick quality
@ 2ssurance symbol and

Total Quality Management is a broad-based quglity concept. &hat does it signify?
TQM relates to an organisation monitoring esses
systems to ensure that it meets accept lity stan

TQM process aims to eliminate err: j

and ineffi@ieMBy in
production processes. TQM focuse e conce internal
stakeholders and external sta

Internal stakeholders are | als, grou

units within an organisatj atrelyons i
group, department or jthin that anisati
supply a product. ba ly, int tomers ar
intermediate go r services to users wit@
organisatign.

Externa eholders aq/ stome}m&]ts of the

organisatioMthose who e the fini roduct. Some
examples of qualit ement pr@s as part of TQM
include:

= the use of automated 660'09}/ for stock control and

4
[
o
3

Y
o
(]
S
=
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©
=

reordering

= workplace flexibility whef@y manufacturing work-teams
take responsibility for their performance

= competency-based training for young employees such as
Australian Apprenticeships

= B2B supply and database management systems

= zero-waste policies to improve environmental
sustainability

= WHS training and audits

= automated production processes that
incorporate quality control.
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auall

QualitylManagement|Processes

O affirmative action

U Australian Standards

O benchmarking

U checksheets

U communication systems

O community involvement

U competency-based
training

O complaints handling

U continuous improvement

U credit management

O customer focus groups

U customer rewards

O customer service systems

U data management and
security

U debt management

O delivery processes

U diversity programs

U document control

NS

U employee reward

U employee satisfaction
surveys

U employee suggestions

U employee training

O environmental
management programs

U equal opportunity

Q facilities management

O failure analysis

U financial systems

O fleet management

U flexible rostering

U freight systems

QO help-desks

U hot-desking

U human resource
management

U information flows

U information systems

ment

Research and outlj

ISO standards

U apps and programs programs job rotation Q quality circles
O asset management O employee recruitment job sharing U quality control
U Australian Apprenticeships programs just-in-time A quality management

key performance
indicators (KPls)
leadership programs
logistics systems
maintenance processes
U management styles
U management systems
U manufacturing and
production processes
U marketing programs
U materials management
U mentoring programs

000 ODo00Oo

programs U flexitime O multi-skilling QO stakeholder recognition
O customer satisfaction QO flowcharting U operations management U Standards Australia
surveys 4 fly-in-fly-out (FIFO) U order documentation O strategic planning

U outsourcing

ocess manag
roduct dev.

U emergency preparation U information technolo EI profession Io ment U warranties

U employee benefits U innovation audits El pr0|ect m O waste management

U employee health a mnovqhon p s relations WHS processes
programs systems

2

w dits

nce revie
ing processes
developme,

~

U quality assurance

U records management

U recycling

O re-engineering

U regulations

U repair & faults processes
O research & development
U risk management

U sales processes

QO security management

O self-directed teams

U service delivery

U staffing arrangements

stress reduction programs

supplier management

Liply-chain management

teams-based groups

elecommuting

testing & quality control
Q training (all types!l)

j

OU lity management H

x
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o
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processes

Qre used in a workplace or
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Quality control

Quality control is a process whereby products are checked
and evaluated to ensure that they meet acceptable quality
standards. Quality audits are used by organisations to
ensure that external stakeholders receive products that
meet these quality standards.

Total Quality Management emphasises that quality control
should be incorporated as a natural and essential part of
an organisation’s day-to-day operations. Many businesses
have a quality control department, as well as quality
processes built in to the whole production process. For
example, motor vehicle manufacturers monitor and test the
quality of some components during the production process,

as well as testing the finished vehicle.
Quality control testing

Some organisations achieve quality assurance certification s part of the production

as part of their quality control processes. Thi I|ty process.
assurance acts as a ‘guarantee’ that the o ion’s ﬂ

processes and procedures meet acgep mdustry ce guidelines.
Quality assurance 4\

Quality assurance is a proces@reby an satlon receiv@s certification
that its systems and procegges Teet acc |onal tional quality
standards and bench u mlgh en the 5 a or standard
before?

These quality st ards ay b e set dow International
Standard O t|on apphgworl e. Other quality standards
may ap e |onal b y Stan ustralia or Standards New
Zealand.

Sometimes organis ek qual rance from relevant employer and
industry groups, s with the Nat al Heart Foundation, MTA licensing of
automotive repairerSignd vario nsed tradespeople.

Quality assurance infor @ umers that the organisation they are dealing with
has quality processes in plaggfand that they can be trusted to provide products
and service of a high quality. It can also indicate acceptable training, WHS and
environmental practices, as well as the owner holding all relevant certification
and licensing in order to operate legally and ethically.

Quality assurance also enables producers to be able to rely on the quality levels
of components and services supplied by stakeholders in the supply-chain. For
example, components such as car windows and windscreens must meet certified
quality standards as part of a quality assurance process. This means
that the end-user does not have to check these components and
instead can rely on the quality certification earned by the supplier.
This quality assurance certificating acts as a quality guarantee.
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International Organisation for
Standardisation (ISO)

The ISOis a network of the national
standards bodies of 164 countries. It
works in partnership with international
organisations, governments, industry,
business and consumer representatives.
(Sourced through: www.iso.org ).

The ISO has more than 19,500
international standards for business,
government and society.

ISO’s main tool is ISO 9000:2000 which

is a‘family’ of standards that states the
requirements an organisation must
follow to manage processes influencing
quality.

Another important standard is ISO14000.
This is a series of international standards
on environmental management.
ISO14000 provides a framework for

the development of an environmental \
management system as well as an 4

associated audit program. @
Use real examples frﬂorkgces Cﬂa

both the importan ality con

this situ!tion.
E 0 Qualiiy concept
cts with GQ are familiar to explain

vality assu

Standards Australia

Standards Australia is a quality certification
organisation that grants certification

to Australian organisations in line with
international standards.

Standards Australia develops, designs and
implements guidelines that relate to the
production of various goods and services.
Standards Australia assures products for
safety, appropriateness and other technical
aspects.

Items such as childrens’ sleepwear, hydraulic
equipment, glass, electrical fittings, motor
vehicles, gas appliances and many other
items have to conform to Australian design
standards.

et benchmarks

i ityMevel that the
.%5 oduct meets the

tékeholder can be

not relevant steps will be

n

; as well as the differences

Quality assurance:

Difference between quality control and quality assurance:
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10. Social diversity

Enterprising workers need to be able to deal with diverse people from varied
ages, abilities, background and cultures. An enterprising approach to cross-
cultural skills development will enable you to embrace difference in order to
enhance work-related outcomes. Your ability to develop a suite of skills to deal
with diversity can be an asset to a potential employer.

Cross-cultural skills: Be enterprising

Some cultural differences are not apparent on the surface. Diversity can lead

to communication issues related to language proficiency, cultural values, use

of local or generational colloquialisms (slang) and other issues. There are also
other potential issues surrounding the use (and overuse) of modern ICT devices.
These can manifest in age-based situations, with people from different ethnic
backgrounds and for people with different abilities.

gender : PY

p
race )~ Oy g .age )
religion Q language

°
sexuality - background

J =
-
g (ﬂ/
disability Q & OQ family status

cal belielo ‘
X

Cross-CQifural skills: Egic Q
You can improve yo -cultural sk ated to

ethnicity and rac eloping an standing of
varied cultural va

and als learning basic level
greetings and instru io{@< anguages. In WA
So

4
[
o
3

Y
o
(]
S
=

wd
©
=

A

you might deal with var place stakeholders
from countries such as Africa, Malaysia,
Indonesia, Vietnam or China. Certain ethnic groups
might be localised in geographical areas. These
diverse peoples might be your supervisors, colleagues,
suppliers, clients or customers.

Western Australia covers a huge and differentiated

geographical area with an indigenous population of 3% and a commitment to

the understanding and celebration of a diverse range of local histories, culture,
traditions and language. This also means that if you are an indigenous Australian
then you can have a role as an enterprising leader by assisting and informing
non-indigenous workplace stakeholders to broaden their understanding and
appreciation of cultural communication issues and cultural sensitivities.
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Cross-cultural skills: Age

You can improve your cross-cultural skills related to age by taking into
consideration whether a person is likely to understand terminology and descriptions
that they may not be familiar with. e.g. “Hey Clarrie, this tablet is d’bomb”, might
mean something completely different to an older person who is not a digital native;
perhaps something they might expect to hear from a pharmacist!

Also be aware of etiquette issues when dealing with older people such as the use
of formalities, manners, slang and swearing. Be mindful of legal and other issues
when dealing with minors (e.g. exploitative sales of mobile phone plans or unethical
signing up to full-fee paying, private provider, vocational courses!)

Also remember that not everyone old, is ‘old’. When you are young, we all look old.
That doesn’t make us clueless you know! But we may not speak your immediate
language, just as you might not speak ours!

i
Cross-cultural skills: Ability ° §
People have all sorts of different abilities that ifest through tReir gkills, their s
learning styles and their multiple intelligenc erse requires people g
©
c

with different and varied abilities. Con‘en@y workpla lusive of people
who might have physical, intellectual xo tional i ts. There is generally
no valid reason why these impairﬂs uld be aée unless they directly

undermine a person’s ability to etently cogplete Their work g@sks.

g Oofa persong ion by g empathy
ns that mi needed le the person
to do their job. For exam plemen%hanges as |eNgs shorter filing
cabinets, voice recﬁion ftwar ing writtg™ | or visual instructions of
procedureaﬂ@ thers thainj e aciessi i

Q Cross-cultural skills J
Outline 3 situations w @ you would strate effective cross-cultural communication

in an occupation or work ] si in which you are interested.
1.

You can be more understan
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11. Equal opportunity Equal employment opportunity and affirmative

. . action encourage diversity in the workplace.
It is essential for both your own personal g Y P

wellbeing and for the wellbeing of society
in general that workplaces are free

from unlawful discrimination, free from
harassment and that wherever possible
they provide positive incentives to help
promote a more culturally diverse
society.

Equal opportunity legislation makes

it illegal to discriminate against people.

The 1984 Equal Opportunity Act (WA)

was enacted to deal with discrimination

and harassment and now aims to promote equality of all people regardless of

4

g their characteristics and status in society. The Equal Opportunity Commission

5 is the state body that deals with equal opportURity and discri 'na@on issues.

g Discriminatory practices that are outla ude disQj ion on the

‘g grounds of sex, marital status, pregna@a ily statb ,#eligious or
political conviction, impairment, a nder hi
These outlawed discriminatory ices relate to tions involving work,
accommodation, education, |ng and s goods and ices, and
activities of clubs, sports g/ other
Equal opportunity exi e peop o WhICh néerlying notion
of equity in Australlan re. This i should le ore enterprising

culture with wor ave b eloped |IIs

Equal em Io t pportun (o] pr yees, potential employees
and ot ce stak from d| atlon harassment and other
forms of Gfair treatme ims t ote fair and equitable work-related
opportunities for aII regardl rsonal characteristics, background
or status.

Affirmative actlon

Affirmative action is a ot a Iaw) used Discrimination:
by the government and b e organisations It's just not on!
to positively target groups that are considered

as under-represented in an organisation,
types of industries or in society generally.

Organisations use affirmative action policies
to try and attract, recruit, develop and retain
students, trainees, employees and others

so as to promote a more culturally diverse
workforce. Under-representation is often
caused by socio-demographic factors such as
gender, ethnicity, age, disability, income level,
geographical location and other such factors.
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Discrimination complaints

When people lodge a discrimination complaint they do so in relation to a
grounds and for an area.

The grounds is the basis or reasons for which a discrimination
complaint is being lodged, such as gender, race, age, religion, etc..

The area is the type of action in public life that was being
undertaken at the time such as employment, buying goods or
services, education, etc..

e.g. “They said | was too old (grounds of discrimination) to be
employed and work for them as a video games sales assistant
(area of discrimination).”

| am not defined by my

Lawful discrimination wheels.

You must keep in mind that there may be exceptions and
exemptions where it is lawful to discriminate against people in sqne limited work-

related situations. Some (but not all) of these are

v" small family businesses employing only t&w family

v’ the distribution of charitable benefits a prowsm@ efed welfare
services by relevant organisations

v’ compliance with legislation s@ ot employln eone under 18 for a
position that requires a driv igence or sz@ther legisl requirement

v’ payment of youth and tr e wages ﬁ

v’ occupational require mcludmg atlon on dramatic or artistic
performance, incl ng dellin

v’ temporary exge s (for a Dd of time) Qas those granted for

women ntres. \
& Xr 0

o Equal Opportunity K
1. What is dlscrlmchNhy is do\inaﬁon unfair?

\,

2. What is equal opportunity? How does equal opportunity make things fairer?
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3. List the main grounds on which it is unlawful to discriminate against people. Are there
any others not listed, or should there be other grounds included?

4. What is affirmative action? Give 2 examples of affirmative action policies.

O

S
[
o
3

Y
o
(]
S
=

=
©
=

&

3

S o

5. Describe 3 examples ful discri@g that you ith. Discuss any that you
disagree with. ‘ o o

L

O

6@

Extension: Design a poster, multimedia presentation or website that illustrates an
area of equal opportunity /anti-discrimination that you believe is important.

Be sure to show the audience:

O why the discrimination is not on
U who they can contact or go to for help, and

U the name and details of outside agencies from which they can get help.
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12. Workplace communication

One of the most significant changes
occurring in modern workplaces is the

evolution in communication methods in line :3‘52?3%

with increased use of digital communication .-Sfff;% ’?;fj”%
devices. ;‘”ﬁiﬁffﬁi ’:;Ze;jj@‘ o,
Improvements in communications technology V:fjf;ff‘bﬂsncf‘ !f;i;?gr%
have meant that messages can now be sent :%/ZT@Z“Z:% .’f"; f: 7
much faster, much more cheaply and to more .f;%iﬁ*ffg ,fifji%ﬁ%f
recipients, more often. -'gﬁifﬂ Yoy, ,§<@ff;&v;?

This should mean that people are able to 'v*';ff; RN :'f%i?f
communicate more effectively. But in many st -3;&5;5?

ways it has lead to over-communication and .‘:A‘hii‘;ﬁm

ineffective communication! Nowadays, people
just have more ways of avoiding you. This

means that people are still not getting the ° P
message! ﬁ
Relying on electronic methods of wogkp@ommunic 8 odgh the internet
and internal intranets alone is Just a Just begaUSe you have sent a
message, or posted online, or upI r updated status, doesn’t mean

that the receiver has seen, nor, d nor evepminderstood the fpessage.
BTW, nothing replaces fac o e comm . Good icators know
to balance electronic m g with ot itional co caftion methods.

Communication
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A message is e nor an of note, it's not even

been rec%understood and acted upon by
most c ofrtailings of modern workplace

communica is sti ‘...Why Q/ou done what | asked, | sent you a
fax and email and

If the receiver has
communication is ineffécti
understood!

nderstood the message then
ust be listening for the message to be

The communication process®lways consists of 3 key components.

The The The
Sender Message Recipient(s)
Ok crew.
Pizza lunch day
Friday?

Image: Adapted from/
Giraffearte/iStock/Thinkstock
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Formal and informal communication Formal communication

It is vital that you are able to choose the most = instructions and orders
appropriate methods of communication in order to = professional advice
target your information message to your intended = business emails
audience. So consider when to use formal or informal = business letters/
communication as a standard of behaviour. documents
N = i

Formal communication refers to a range of N prese:tatlons

. . r r
communication methods and styles that are used by eports .

. = technical information

workplace stakeholders on a day-to-day basis. Formal

N . = workplace manuals
communication is recommended when completing . o

= meetings, briefings and

work-related tasks or when dealing with colleagues,
managers and customers and clients in a professional |

seminars
policy documents and

capacity related to your work. procedures
< Informal communication refers to the ways that = training programs; and
g people communicate when they know one another mo.re-
5 quite well. Consider the way that you talk wit ily, Infermg] communication
g friends and other personal and social cont e ersations
©
[ =

‘rules’ of communication with personal @s nd oS

family are much different from how \ munica chatting

in the workplace. coachlng and mentoring
Sometimes in the workplace iw i essadin
informally, or ‘behind clos A mediga 9
colleagues, or a coach tor. Howe rffunicating with
communication shoul ed spari i eople who you know
related S|tuat|ons for omm [ [

well; and many more.
to mlsunderst embarr
insensiti workpl @ riminatiogi@nd harassment.

| <I!§ !
mana f = shareholders
& supervis@rs o & owners /‘

, other
cu departments ‘
. W,
contractors & admin &
sub-contractors t staff ‘
I o .
suppliers & WHS
service providers representatives /‘
technicians government
& experts agencies |
- B
industry inspectors
advisors & regulators |
A
Image:
Qstockmedia/
a iStock/Thinkstock
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Worknlace intormaftio

Workplace information

Workers in different workplaces will have to both use and develop processes and
strategies to communicate varied information (such as in these twelve categories) to
different stakeholders. Are you aware of examples and codes of conduct that relate
to these from workplaces with which you are familiar?

Task instructions
training and supervision
manuals and advice
on-the-job training & mentoring
competencies & qualifications

o000

Rosters & timelines
hours of work
times of opening and operation
deadlines and delivery dates
ETAs on job completion

o000

.\Q ’
specifications and technical @
price and availability (
range and features
suitability for use (

Cu rretails
U persona ails in databa{
U account infOfmation o
U buying preferences
U terms and conditiQ o

Procurement & fulfilmQ

U invoices

Product information

oo0O0

O

U purchase orders
U packing slips
U customer accounts

Professional advice
U legal & licensing
U accounting, banking & finance
U IT & engineering
U marketing & public relations

L

Safety information

U warning and danger signs

U policies that must be followed
U training and correct use

U personal safety plan

Roles & responsibilities
U job description

O to-do lists, d@ies to perform
who tg r t&®
4 level f\ ity

sses, policies & protocols

x
[
o
2
L
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o
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L) how work taSks are done

s to follow
nd”advice
equipment, etc.

Customer support
help lines, advice & FAQs
U ordering and fulfilment
U product upgrades
U warranties and returns

Financial information
U budgeting - revenue & expenses
U overheads, costing & pricing
U profit & loss; assets & liabilities
U taxation, fees and charges

Legal requirements
U licensing and regulations
U WHS & product safety
U copyright & intellectual property
U EO laws, employment laws

103
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Communication tools

There are many different communication tools that exist and it is important to choose
the right one to suit your purpose and audience for work-related situations.

At work business letters, emails, minutes, memos, reports and meetings are the
dominant forms of business communication. FAQs and factsheets may be used to
supplement these. Of course the use of the internet is vital and many enterprises have
intranets that both facilitate communication and govern communication protocols.

Websites and social media might be used to support and promote key business
activities. These online platforms are likely to be created and maintained
independently of the day-to-day practical communication, (except in small businesses
where the manager/receptionist/cleaner/IT consultant/technician and PR manager
might all be the same person!)

Of course communication also occurs face-to-face (both formal and informal), over the

x phone (very effective), via texts, through social media, via video and teleconferencing,
g through an intranet or the internet and countless others ways. ¢
E Different tools suit different messages for va takeho%aied work settings.
3 So there is no one set of guidelines for e commu I Rather you have
e to develop transferable skills to cormnu both ap and effectively
for industry-specific situations. Ho you are4 t about how best to
communicate then consider the f&ng three gui rinciples.

1. Wherever possible talk tg r8on face- t ,onthep or via other means,
especially for complex rgent S|tuat|

2. Always err on the s rmality I
ss workers out!
professmnahs et to kn rson weII
then you can thls a little.

3. Targetyou sage for dlence

wary er-C ommunl eople jOb Jaimie DAMA9E,

to do aft@pall and do d to be ed with iStock/Thinkstock
too much commuai

L  When to use...

Outline 2 examples to expla n each of these 3 types of communication might be most
effective in work-related situations with which you are familiar.

face-to-face phone video/teleconferencing
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emails

Although there are faster ways to send and receive messages, email remains the
backbone of e-communication in business and professional communication. You will
be expected to use this media effectively and appropriately if you work in an office
environment or need to contact clients in a professional situation, such as sending
quotes or confirmations. Emails provide an electronic record of communication that
can be saved and traced and in a format common to all enterprises. Keep your emails
brief and to the point - people have a lot of email traffic to deal with so make sure
yours isn’t one of them!

You must ensure that you follow professional etiquette in emails and not be personal
or ‘cute’. Remember emails act as a written record of communication!

Business and professional letters

Business and professional letters are often sent via email but may also be sent in
hardcopy. They may inform a client or stakeholder of a change in service provision,

request action, thank a client, stakeholder or partner or clarify or @nfirm an
arrangement. They may request a response o e as a recordh Werkplaces will

generally have preferences for how a letter | out. Alwa these. Business

and professional letters are always fogm eep the | and about the
matter at hand. \ o

Memos and newsletters

Memos are a quick and brief @communi% often us ind out information
quickly, to update work-relat@l sta eholdem ctas aQ Many work-
- I
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related memos are sen inder, ail, thr intranet or via text
messaging (for emplgyee the rogd®

Newsletters may beQged for intern @ external cc@nication and are aimed at
keeping stalgehd @ 5 informe what is@@ing Of1. Internal newsletters may
include jo orttnities an@ es for n ing.

Meetings

Meetings are vital fo elated con@cation and allow people to meet face-to-
face or through vide kups fo conferencing. They can include daily briefings,
work-team meetings, pfannj ﬁy) meetings, consultative groups and many other
types of meetings. One of@s to effective teamwork is communication. When
people work in teams they n to meet together in order to find out what has gone

on, to discuss what they need to do and to
plan how things are going to proceed.

Some people find meetings a waste of time,
but that is not the fault of the meeting, but
rather how the meeting is being conducted
(perhaps too long or at the wrong time of
day).

Structured meetings are often best
delivered by following an agenda and

with someone acting as a recorder of the Image:
. ' . Ryan McVay/
meeting taking minutes. DigitalVision/
Thinkstock
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M | Workplace communication

1. Discuss each of these types of workplace communication and outline their suitability for
work-related situations you are familiar with. Add 2 more of your own.

2. List some brief guidelines that a user would need to follow to use these types of
workplace communication professionally and effectively.

3. Briefly outline a work-related situation where each of these types of communication
would not be suitable.

Method Most suitable for... Guidelines Not suitable for...

meetings

e.g. Daily
briefings,
planning
meetings, (]
updates, etc.. ®

[
telephone o
e.g Fixed o
line, mobile,

message bank, @ 6
automated (
lines, etc.. Q
text (

messages
e.g. S
MMS, im A
automate J

x
[
o
3

S
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o
S
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texts, bulk
message lists,

etc.. 6

emails

e.g. In-house,
memos,
external, with
attachments,
data-sharing,
e-diaries, etc..

memos

e.g. Hard
or e-copies,
instructions,
reminders,

updates,

schedules, etc..
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communication. mefthod:

Method Most suitable for... Guidelines Not suitable for...

letters

e.g. Formal
correspondence,
legal,
marketing,
sales, customer
relations, HR,
contracts, etc..

newsletters
e.g. Bulletins,
updates, in-
house, external
PR, customer/
clients, hard or
e-copy, social
events, HR, etc.. ([

intranet $
e.g. Internal,
networks,
correspondence, \

=
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file-sharing,

e.g. External,

‘cloud’, policies,

manuals, FAQs, 6

etc.. @

internet 6 0
sales portals, o( 0

ordering
systems,

FAQs, produ ( o
details, social
mediq, etc..
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Summary: Nature of Work

Employees and employers have workplace rights and
responsibilities, many of which are set down in law.
All employment is governed by an employment
contract that will stipulate a range of important factors,
conditions and entitlements which can vary depending
on whether you are working under; a registered
enterprise agreement, or a modern award (or state
award for WA) or simply employed under the minimum
national conditions or (award-free employee in WA).
All contracts must meet minimum conditions outlined in
the National Employment Standards and minimum
pay rates set by the Fair Work Commission. Western
Australia is the only state that operates under both the
national industrial system and its own state industrial
system. This means that some WA employees are

not covered by the national NES but rather by local
conditions.

One of the most important workplace rights is the

right to a safe workplace. Work health & safety
(WHS) describes all the rights, responsibilities,
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Y
o
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S
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=
©
=

workplaces provide a safe work environment. Yo®
must be aware of WHS issues before you enter
workplace and should be on the lookout for p
dangers and report them to someone W|th
responsibility.

training, regulations, guideline and laws ensuring that@

through productivity by measuring the ratio of
outputs, compared to the ratio of inputs.

Job satisfaction refers to the positive feelings that a
worker receives from doing their work. There are many
factors than can lead to job satisfaction. Satisfaction is
more likely to occur if your job fulfils the expectations
that you have from working. People, over the course
of their career life cycle, tend to be more satisfied with
intrinsic motivators related to the job itself. As a
worker gets a sense of individual efficiency then they
are more likely to be satisfied.

Total Quality Management is a broad-based

quality concept whereby an organisation monitors

all processes and systems to ensure that it meets
acceptable quality standards. TQM focuses on the
concept of internal stakeholders and external
stakeholders.

Quality control is a process whereby products are
checked and evaluated t nsure that they meet
acceptable quality stan rds Quallty audits are

u ensure t t ts meet these quality

ards. Quallt ce is a process whereby
isati rtlflcatlon that its systems

to deal with diverse people
ackground and cultures.
cross-cultural skills

You will be required to complete a W ductlon . .
elopment wil to embrace difference in
program before your work experj ork o
der to enh VOEK-related outcomes. Your ability
placement. WA students have to ete the to | Rills to deal with di it
SmartMove Safety Pass prog and th o deve op gro' Snilis fo deal wi iversity can
be an . 3 potentlal employer.

SmartMove Certificaten
The vertical str r. organlsat|o 3 oU
the relationshi e levels o d.

All organisationS@&guire a vertical t
establish responsit#ity, authori
A horizontal structure sets
groupings within the organi
grouping combines with the cal groupi
establish the organisation’s overall s
Resource management focuses d
physical, financial and technological r&
Resource management refers to maximising
productivity in the use of inputs in order to generate
the most efficient mix of outputs.

Inputs are the productive resources that an
organisation uses to make its goods and services.
These inputs include: raw materials and physical
components, labour and human effort and expertise
and capital investment in equipment, machinery and
technology.

An organisation uses inputs to produce outputs;

either a good or a service as part of its transformation
process.

Efficiency refers to how quickly, or how cost-
effectively tasks are completed. We measure efficiency

untablllty
partmental
The horizontal

unlty legislation makes it illegal
|scr|m|nate against people. Discriminatory
es that are outlawed include discrimination

the grounds of sex, marital status, pregnancy,

mily status, race, religious or political conviction,
|mpa|rment age and gender history.
Affirmative action is a policy used to positively target
groups that are considered as under-represented in an
organisation, types of industries or in society generally.
The communication process always consists of 3
key components; the sender, the message and the
recipient. The ‘rules’ of communication with personal
friends and family are much different from how you
communicate in the workplace.
Formal communication is recommended when
completing work-related tasks or when dealing with
colleagues, managers and customers and clients in a
professional capacity related to your work. Informal
communication refers to the ways that people
communicate when they know one another quite well.
There are many different communication tools that
exist and it is important to choose the right one to suit
your purpose and audience for work-related situations.
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Glossary: Nature of Work N

There are a number of key words and terms highlighted throughout this section.

List these and provide a definition for each.

For each one give an example that relates to your own experience; or alternatively list
some other information or a resource that relates to this term.

Your teacher might add some other key words/terms for you to complete.

Word/term Definition

Example/information/resource
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AT3 Issues and the Nature of Work

Investigation

There are various issues that influence the nature of work in contemporary work-related
situations. These issues impact on rights, responsibilities, regulations, processes, codes of
conduct and expected behaviours in work-related situations.

You are required to prepare a report that investigates how these issues related to the
nature of work impact on the roles of workers in work settings in which you are interested,
or actually working within. You are also required to identify and discuss how the nature of
these work issues influences the types of work skills required by workers.

Task required

Using a report format negotiated with your teacher choose 2 or 3 of the following issues
that are impacting on the nature of work. For each issue you must use examples from your

*g own career pathways development and workplace experiences; or from your potential
3 experiences. (]
S . °
o U Employment contracts b satisf
=
‘g U Workplace safety Quality \
U Organisational structures .\ Social 'ry
U Resource management 4 U Eq portunity
U Efficiency and produc'rl U_WorBlace comgunication

Specific requirements for @
For each of your chosen Qou arer o investi answer the following.

i. Summarise the aspects of e relqte ature of work. (Explain the
issue impacti ncfur

ii. Explal ssue rela e nature k impacts on workplaces you are
familiar\gith. (What d s have

iii. Use examples to des hat the places have done in response to this issue;
including any re processes, prof@gols, codes of conduct or standards of behaviour.
(What have workpl@ces done i nse?)

iv. Use examples to explai
of work skills required k

issue related to the nature of work influences the types
employees (such as yourself) specifically. (How does
this influence the skills needed by employeesé)

v. Outline what you have done, or what you need to do, in order to develop an
effective skill-sets to deal with these issues related to the nature of work. (How could/
does this influence the skills needed by you and what should you do/have you done?)

Note:

Your teacher might add other tasks. If so, record these along with other important
information such as format, dates, word length, use of images and multimedia and others.

Additional information:
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Assessment Task 3 - Investigation Report: Issues and the Nature of Work

Name:

Tasks qtlfi?;d Due by Done Teacher
= Negotiate a suitable report format. &/

Issve 1:

i Summarise the issue.
ii Explain impact of issue on workplace(s).
iii Discuss how workplace(s) have responded.
iv Explain influence of issue on work skills needed by you.

v Outline what you could do/have done to respond to issue.

Issue 2:

\ AV RV R AR

i Summarise the issue.

ii Explain impact of issue on workplace(s).

iii Discuss how workplace(s) have responded® @

iv Explain influence of issue on work skills ne y you.

v Outline what you could do/have d respond to | *
Issue 3: Q

i Summarise the issue. Q 0

ii Explain |mpc1cf workplace(s

iii Discuss howgffor s) have re

iv Explain infl e of issue on eeded
v Outline what you could dédone tore issue.

= Present draft to your teadher f

Preparing your report

= Finalise your information and incorporate feedback

AN

= Prepare/submit final written report in suitable format.

= Give presentation report to the class (if required).

Additional information:

é e . )
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-

Self Assessment Pro-Forma
Which work skills did | develop during this unit2

-

Which tasks did | perform best at during this unit2

-

-

Which tasks did | most enjoy doing and why?

-

. N
Which tasks (if any) did | least eniQo g and wh@

_’
How did | dem career ma ent comp |es?

: 0&6&

-
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Which areas should | focus on improving?

Signed: Date:

Teacher initials:
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