Personal Development:
Senior Workbook 3ed.

Contents

Unit 1 Unit 2

1. Planning and Organising 6. Community Issues

2. Understanding Issues 7. Community Engagement

3. Effective Decision-Making 8. Advanced Team Effectiveness ..165
4. Communicating Effectively 9. Advanced Communication 177
5. Leadership in Action

Important: All material, advice and assessment tasks are provided as a guide only and do not constitute official advice.

As always you must check with the VCAA and any other relevant authorities about the suitability of a task.

Copyright notice/License information:

=  All material in this printed workbook may only be reproduced by the school or institution named on each
page in accordance with its purchase of a master license.

=  All use of material must include the copyright and license notices at the bottom of each page. You are not
permitted to electronically re-engineer or extract material from a page. Please see the Read Me First file on
the USB/CD for full licensing information in relation to a master license.

=  Unauthorised copying and reproduction of this material constitutes a breach of the Copyright Act.

= For best results the material has been formatted to be reproduced from the master file.

Personal Development: Senior Workbook (3ed) Available for Careers, Pathways and Work Education & VCAL
By Michael Carolan * Career Pathways 2ed (2016)
DELIVER Educational Consulting (978-1-925172-58-4) * Work Placement Journal (2015)

*  Work Experience Journal (2014)

Available for VCAL and Applied Learning

* Literacy - Foundation 2ed (2019)

* Literacy - Intermediate 4ed (2019)

* Literacy - Senior 2ed (2019)

* Numeracy - Foundation 2ed (2019)

* Numeracy - Intermediate 2ed (2019)

*  Numeracy - Senior 2ed (2019)

* Personal Development - Foundation 2ed (2020)

* Personal Development Activity Planner - Foundation (2020)
* Personal Development Activity Planner - Intermediate (2020)
* Personal Development Project Planner - Senior (2020)

Available for industry-specific work education
* Retail Trade Industry - Foundation (2014)
* Retail Trade Industry - Intermediate (2014)
*  Community Services - Foundation (2014)

*  Community Services - Intermediate (2014)
* Personal Development - Intermediate 4ed (2020)
Also available for Industry & Enterprise

e |&E Unit 1: Workplace Participation 4ed (2019)

e 1&E Unit 1: Workplace Participation - e-version (2019)

* 1&E Units 1&2: Towards an Enterprising You 5ed (2019)

* 1&E Units 3&4: Towards an Enterprising Australia 4ed (2019)

* Personal Development - Senior 3ed (2020)

*  Work Related Skills - Foundation 2ed (2020)

*  Work Related Skills - Intermediate 4ed (2020)
*  Work Related Skills - Senior 3ed (2020)

www.delivereducation.com.au michael@delivereducation.com.au

Copyright © 2020 Michael Carolan Developed and compiled by Michael Carolan Cover by Michael Carolan

led. Jan 2013; 2ed. Oct 2015; 3ed. Jan 2020 by DELIVER Educational Consulting, PO BOX 40, Moonee Vale, 3055, Victoria,
Australia.

Contact: www.delivereducation.com.au michael@delivereducation.com.au (03) 9939 1229
Carolan, Michael
Personal Development: Senior 3ed. (For VCAL and Applied Learning) (ISBN 978-1-925172-58-4 for printed workbook)

Images: Originals by Michael Carolan Others: © 2020 Jupiterimages Corporation; or © 2020 Photos.com, © 2020
Depositphotos.com (where noted within text); and Copyright DELIVER Educational Consulting and its licensors.

This book is copyright and may only be copied in accordance with the Copyright Act. For information contact the Copyright
Agency Limited. Students may copy pages from their own workbooks for their own educational purposes.

PERSONAL DEVELOPMENT SENIOR 3ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2020 DELIVER Educational Consulting and its licensors. All rights reserved.




Attention: VCAL and Applied Learning, Careers, Pathways,
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Adyvice to students

Use this resource to gain and

develop skills to assist your personal
development. Complete the tasks in
the spaces and pages provided. Use
the pro-formas and self-assessments
as part of your Personal Development
program

You will also need to maintain your
own work folios to complete other
tasks given to you by your teacher. You
may need to collect and keep copies
of articles, resources, handouts and

evidence of your personal development

in your own workbooks.

You might also use your Student
Activities Portfolio to complete tasks as
directed by your teacher. This portfolio
will give you a body of work to keep
as a reference. It will also enable you
to review and improve upon personal
development and transferable skills.

You might be directed to complete
some, or even all, of the assessment
tasks listed opposite.

Throughout this workbook there are

a number of quick-reference Personal
Development Superskills. Use the table
to locate these.

Remember that your personal
development and growth will
provide you with the tools
for a more successful future!
So what are you waiting for?
Enjoy your study.

Assessment Tasks
Unit 1

AT1i Project Planner 21
AT1 Personal Development Issues Project..48-51
AT2 Personal Development Project......... 68-73
AT3 Communication Strategy Project.....92-93
AT4 Leadership Portfolio......cccececueene 110-112

Unit 2

AT1 Community Issues/Partnerships..139-141
AT2 Community Engagement Project 160-163
AT3 Sustained Presentation ................ 186-187

Personal Development Superskills
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1.09 PODR Planning Process ......cccceereevreeuennee 10
1.11 PODR Journal 12
1.13 Problem: What vs how......cccceceerrecveunncne 14
1.15 IASM problem-solving .....cccccceceeeenccveunncne 16
2.05 RASME Up... 28
2.20 Cross-cultural communication.................. 43
3.02 Top 10 decision-making tips......ccceeeeueeeee 55
3.06 Flowcharts in action 59
3.11 8 Tips for effective teams.....ccceeurururuncee. 64
3.13 Effective structured meetings......ccceuc.... 66
3.14 Meeting agenda 67
4.01 8 steps to effective communication....... 76
4.09 Effective negotiation 84
4.13 Online effectiveness 88
4.15 Effective communication - 4 questions..90
5.08 Manager vs leader 103
5.13 Developing leaders 108
6.15 80-20 Rule 130
6.17 wwwhat? 132
6.18 Analysing an issue 133
7.02 Planning timeframes........ccocevevenerinnnnes 145
7.03 Planning a PDS Project.....cccceeeeveurunce. 146
7.07 PODR Planning Pro-Forma........ 150-153
7.11 Organising tools 154
7.16 Activity Action roster .....ceececeerncncees 159
7.16 To-do list 159
7.21 PODR Journal 164
8.02 Taking minutes 167
8.08 Conflict resolution 173
9.03 Digital presentations.......cceeeeereeeeeenrnes 180
9.06 Advanced presentation tips......cceeeeeeee. 183

Activities | am required to organise and participate in for Personal Development Senior are...
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Personal Development:
Planning and Organising

Contents
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1.13 Problem-Solving

Activities 1: Planning and Organising p. Due/Done? Comment
c 0 Yy
1.02A PDS Unit 1 requirements 3
1.04B Personal development 5
1.06A Where are you at? 7

1.10A PODR pla

.,o,,.uﬁraft :

1.12B PODR of my life 13
A
O \

1.14A Problems 16
A
s ™

1.15B IASM

A
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1.16C IASM in action 17
/ ~N <

1.18A Resourcing 101 19
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1.19B Action stations 20
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)

1.21 Self-Reflection 22
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1.01 Personal Development Senior - Introduction

Where are you at?

Welcome to Personal Development Skills Senior, this final step on your journey
through secondary school. Some of you might have come from PDS Intermediate
last year, while others might be new to a VCAL program. Image: iGoncept/

Depositphotos.com

Whichever the case, you will soon find that a major
factor in your potential success this year will be your
ability to set, manage and achieve various personal
development goals and objectives.

Throughout PDS Senior you will undertake projects

and tasks related to one or more of these focus

areas. So let’s take an introductory look at these.

Along the way reflect on how they relate to your own

personal development, and discuss these personal
@< development focus areas as a class.

/Z

'\ Self-Development, Esteem, Resilience and Efficacy

°
Positive self-development rel Cip/gn ti maturity, a willingness
and ability to accept responsiflility, F ¥t' t 'ce and empathy, efficacy
(developing effective ways to achieve goals) !

as well as other‘human’elements. Together these
help us become well-rounded, supportive and productive adults.
A key aim is yo oS f @ur positive traits
and celebrating m tigg ne am'p Eeasing incidence
of ‘narcissism’ (fuelled by social media interaction), arrogance ar®l the marketing-driven ‘self-
love’ epidemic.

In life people fail. They don't getmy antnship break-ups. They lose
sporting contests. Their busines aug® .Argl s s @hings that are much worse!

And people often just get things wrong - and sometimes this isn't even really their fault! So it is

important that you build resilience. erything will go perfectly to plan!
Just about all successful people credg th 'r@ |#'ng them to grow and learn, to do
better next time, and the time after, a evMme r thit! So don 't get caught in the ‘succeed

or fail’ trap. Not everything is win/lose.

So ask yourself, “What person do | want to be?” And even more importantly, “Why?” Then you
can move on to, “How will | get there?”; and “What back-ups do | have in place?’, for when
things don’t go quite as you would have hoped.

A

'< Health and Wellbeing

It is important that you develop into adulthood in a healthy way, and that this involves a
balanced approach to physical, emotional and mental health and wellbeing.

Some key issues include diet and nutrition, lifestyle, physical fitness, drug and alcohol use,
participation in society, dealing with anxiety (especially related to social media), medical
health, emotional support, recognition of mental health concerns, and access to support
services.

Building resilience, making informed choices, and seeking professional support are ways to
help deal with health and wellbeing issues.

And of course you can develop an action plan now, to start improving your overall health and
wellbeing - even as early as today!

PERSONAL DEVELOPMENT SENIOR 3ed. - FOR VCAL AND APPLIED LEARNING
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Personal Development Senior - Introduction 1.02

4 0 . . ege o
'\ Family and social responsibilities

People develop their skills through life experience by performing, managing and embracing
family responsibilities including helping with household chores and duties, looking after other
family members, achieving work/life balance, budgeting and managing finances, household
management and more tasks. One issue facing many families is the growing incidence of
family members acting as carers, including an increasing number of young people in that role.

Social responsibilities arise from people looking outwards and developing and maintaining
positive social relationships; being engaged and active members of the community;
participating in education, sporting, recreation, arts and cultural activities with others; joining
and leading community, volunteer and other social groups; sharing bonds, experiences and
networks through extended family and kinship, cultural ties, religion and spirituality and
geography; through shared social values; and via many other socially positive experiences.

'é Environmental responsibilities 'é Democratic Participation
Environmental issues are becoming the This involves an understanding of your
number one area of concern for young rights and responsibilities as a citizen and
people. Key issues include the impact as a community member.
of climate change, sustainable use of It also extends to you behaving in a way

resources, energy generation

®that d
renewable sources, over-con ir e v '
gnd wasterec/Cliishdimally oth Issues might include your human rights
e and freedoms, voting, law and order,

All of these imp bally and S PGl YO Rgnion, equal
nationally; and ﬁéae am|
acutely relevan ed®fc afea s

crimination.
(]
So how do you feel about this?

es nofimpact on the rights of

DS Unit 1 requirements A

After consulting with your TeqcD chanQ e completed this unit to satisfy '

the Learning Outcomes for this unit. Update this throughout the semester.

ZIN

Personal Development tasks and act’ . 5 | will need to complete. LO(s) By when?

PERSONAL DEVELOPMENT SENIOR 3ed. - FOR VCAL AND APPLIED LEARNING
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1.03 Personal Development Senior - Introduction

Self-growth

Life can be quite demanding. Indeed, at times, life can be very demanding!
People face all sorts of pressures in their personal, family, social and work-
related situations. But how you respond to pressure (and the associated stress
that you might feel when under pressure) is up to you! (How you...!)

It is important that you focus on things that are within your locus of control.
That is, concentrate on dealing with the situations and the outcomes that you
can influence. (How you...!)

This means focusing on your expectations, your attitude, your behaviours, your
skill levels (including interpersonal skills when dealing with other people), how
you respond to challenges, how you help and support others, how you contribute
to your local and broader communities; essentially how you act and react to
pressure situations. (How you...!)

Sometimes it’s not all about you. At other times it might be. Sometimes you
might not be the cause of a problem impacting on you. At other times you might
be the one causing the problem. Sometimes it might be good just to help and
support others with no expegiaign of reward. Atether times you might be the

one who could do with som m;y t@ |
You may not be able to charlge the pasSt; butthe futlre is orly ever one breath

away!

Draft Sample:. ...

Depositphotos.com

'é The pg rian light gringiple (PLR)
Have you ever been waiting at a @ @rosNr@ ffic light
seems to take ages to change towwk’?

You might have noticed that some people will hit the button over and over

and over again trying to get the ligh ange. Qtherswill go and check
and give the button one more push@@st i @

Which type of person are you?

So the traffic light finally switches to red and you get a green walk signal. So which push of the
button caused the lights to change? Your first push? Your second ‘just-in-case’ push? Or that
other person’s first, second, ninth or 28th push?

What you need to understand is that once the call is recorded from the first button push,
pedestrians have no influence over when the lights will change. That cycle is pre-determined
and programmed into that crossing’s traffic light, regardless of whether it is you, or anyone else,
waiting, and irrespective of how many extra times the button is pushed.

In life you have to focus on the things over which you have influence - these are the things
within your locus of control. This is how you can develop personally, mature into adulthood,
build patience and develop resilience. It's nothing personal if the lights take a long time to
change. The traffic lights don’t have a grudge against you. Sure it can be frustrating, but it's not
about you! It's about the traffic lights.

So how did you think that‘repeat button pusher’feels? “Finally! Lucky | pushed it 28 times. Next
time I'll push it 56 times and it might change twice as fast!” Will their extra effort change the
outcome? What a waste of nervous energy!

There’s bigger and more important things in life to sweat about. Do you agree?

PERSONAL DEVELOPMENT SENIOR 3ed. - FOR VCAL AND APPLIED LEARNING
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Personal Development Senior - Introduction 1.04

The basketball hoop principle (BHP) &

Imagine you have a teacher at your school, Mr Jordan, who is a basketball wizard. He
challenges anyone in your class to beat him at a 3-point shooting challenge. The rules are
simple. First to miss (based on equal shots of course) loses. Maxi’s not so hot at BB but steps up
to the challenge. Mr Jordan even allows Maxi a warm-up shot as goodwill. Of course Maxi fails.
So the real comp begins. Mr Jordan spins the ball, dribbles, does some fancy Labron moves,
pops his shot, but it hits the ring and bounces out. Maxi steps up, and using an awkward style
makes a clean throw. The class goes wild and a red-faced Mr Jordan says it’s not fair, he didn't
get a warm-up shot. What has gone on here?

The bell rings to end recess and a still miffed Mr Jordan challenges Maxi to another comp
tomorrow. Best out of 10. Should Maxi retire as the undefeated 3-point champ of Personal
Development Secondary College? Or should Maxi have another crack tomorrow? What would
you do?

Maxi takes up the challenge - so what do you think Maxi would do that evening? Why so? And
how might this make a difference? And who do you think will win tomorrow? Why so?
Sometimes we can succeed at what we do through some luck, and perhaps a bit of over
confidence from someone else. That’s what happened to Maxi. But if we want to repeat that

success then we are going to have to improve our skills through commitment, practice and
training. That requires disapand sacrifice. If M@xi wants to beat Mr Jordan, again, and in a

contest that involves an exte pPeVeterWﬂam is going to have to get

better.
That'’s a bit like life really, it's not a short-term race. Don't rely on luck. If luck happens - well

good for you - n't expect it pp in. And does it reaIIy atter if MaX| loses?
Your class coul ols. P |ss contest. Then
in an extended | &ballers in the

class to coach the worst, do the results change? And what |mpact does pressure have on the

results? And when does the corDon fiop bNm? t

Personal development B
1. Discuss these 2 principles, ‘PLP’ ps. Where do you sit in relation to '4
these? )

2. Come up with 3 clear statements that commUhicat®in your own words, the lessons of the
‘PLP’. And develop another 3 for the ‘BHP’. Report back to the whole class.

Pedestrian light principle (PLP) Basketball hoop principle (BHP)

PERSONAL DEVELOPMENT SENIOR 3ed. - FOR VCAL AND APPLIED LEARNING
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1.05 Goal-Setting

Goal-setting

Mo ancl My ©eclls?

In order to support your ongoing personal What...

development it is vital that you are able to

identify suitable goals, and then manage

Do | want to achieve?

yourself effectively, in order to give yourself Why... Where...
the best chance at achieving those goals. Do | want Do | see
This means that you have to become folgEieve myself
skilled at personal goal-setting. hl? hegging?
It is quite possible that some people might

have similar goals to you. Others might Who... Which...
have widely varying goals and objectives Can Rearces
from you. These similarities and differences help me can | use
are likely to be influenced by either shared °:L‘i':.j,'e fomhe?JP

or differing values.

When working on projects during this year,

it might at first seem easier to work with

people who have similar int
goals to you.

However, over time, you will

eﬁs and
kel

that it could be more in your interest to

“=Draft Sample:

'< and values fro

chieve

L Ask yourself, “Just
what is it that | want to
achieve?”

L) Your goals must reflect
your own values;
otherwise you will act
in a misguided way.

L) So make sure these
goals are indeed ‘your’
own goals.

L) A talk with a counsellor
can help you clarify
your values, and sort
out your goals.

L) To discover your
‘true’ goals, don't ask
yourself what you want
to achieve, but instead
ask yourself,“Why do |
want to achieve that?”

PERSONAL DEVELOPMENT SENIOR 3ed. -

Do Not

v

pyble
O The achieve t of @rand

Realistic

st make sure that your
als ar

goals (sportsperson, actor,
singer, etc.) require special
skills, years of training,
commitment, dedication and
sacrifice. These don't happen
by accident.

Don't just take the easy way
out, because if you aim low

- that’s what you get.

You need to find a balance
between realistic, achievable
but challenging, goals.

Most people can, over

time, tackle gradually more
ambitious goals, as long as
they take the right steps to
improve their lives.

How...

Q

Q

Q

Can | manage myself
ffectively?

imeframe
Strategic, long-term
or life goals may take
many years to fully
achieve.
Break your long-
term goals down
into shorter, more
achievable bites. Write
these down.
Short-term goals act
as stepping stones to
achieving long-term
goals.
Tick off each short-
term goal as you
achieve it.
Prioritise urgent tasks.
Over time all tasks will
naturally move up the
order. SUPER

SKILLS

FOR VCAL AND APPLIED LEARNING
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Goal-Setting 1.06

Where are you at? A

1. Complete the table below. (If new to VCAL then respond based on where you are at now.)

As a result of doing PDS Intermediate very good good reasonable basic poor

i. My communication skills are...

ii. My planning skills are...

ii. My organisational skills are...
iv. My conflict resolution skills are...

v. My technological skills are...

vi. My team skills are...

vii. My problem-solving skills are...

hat to your classsmembers about their goals. Find

ZIN

2. Get up out of your seat g

@ different/more interesting
PN /&0 you?
(Mg is that goal?

Has a similar
What is
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1.07 Goal-Setting

Planning timeframes

We can set and achieve goals over different timeframes. Some goals are strategic, long-
term, or life goals, that may take many years to achieve fully; such as raising a family, or
buying a house. Other goals exist in the mid-term and act as a stepping stone to get to
where you want to be in life, such as finding an entry-level job.

Other goals are more immediate or short-term and might occur on a daily basis, such as
finishing your chores, or doing your homework.

Timeframes also change depending on the length of a project. Planning, organising and
doing your PDS Project for this unit might extend over a few months as your strategic
goal. Mid-term goals associated with the project might be achievable on a weekly basis.
Short-term goals might be measured on a day-to-day timeframe.

1. Short-term (frontline) _ 2. Mid-term (tactical)

Frontline goals are those that need Tactical goals are those that need
to be completed on a week-to- to be achieved on a 6-month,
week, day-to-day, hour-to-hour, or three-month, monthly or even
even shorter timeframe. weekly basis.

These are those things that n
to be done immediately, or AP .
hence they are short-term an
often urgent.

These are the intermediate things,
ce done in the mid-term,
ibute to the achievement of
strateglc outcomes.

Draft mP

Strategic goals are those that match a long- term vision, an
goal being attained. These be 3-5 ye years, Imonths or even 3 months
er

e =

depending on the overall ti that when finally
achieved, represent the atta goal.

B Goal timeframes Q Q
Timeframes for various goals will alf ep ig Mimeframe for the overall, or ‘big-

picture’ goal. For each of these examples, identify the actions that might be required in each
of these timeframes so as to achieve this goal.

Short-term timeframe Mid-term timeframe Long-term timeframe

Buying a car

Getting into your
preferred career

Starting a family

Your choice...
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Goal-Setting 1.08
Pavdleping yeursals Hesiing «

Hosting others Tips and hints
Are you a good host? Do you help those ©  Introduce people by name. Repeat

at your soiree’s mingle and thrive? Or
would your party bomb coz everyone
stands around shuffling their feet? Try

names 3 times so that they can be
remembered.

Take single people over to meet

these minglers... groups
. " 7 n
* ”So have you met (,.,wh’oever.) . ©  Introduce couples to other couples.
@ “You do paste-ups don't you? (or © Shift people about, get th
whatever?), Bugulugs is also into circulating 9 o
street art.’ '
©  Ask people you don't know, “What

@ “This looks good (the food), why don't
you ask (that person) if you can get
them something?”

brings you here?” and then introduce
them to people you know with a
similiar (or different) background

< i ? '
@ So, how about you list 2 more? ©  Have three ‘icebreakers’ ready that
you can ask of people.

©  Ask questions of people that you

°
r kgow the answer to, so as to
' e ice for the ‘new’ person. “So
uguluds, didn’t you just come back
from NZ...?”

— Draft Sample:
o
And also...
@i r both the ‘bore’and the
clus® We all know them and

they don't always click with
everyone. So don't let someone

( E O their ear chewed off all night.
ve them a job. Mix people.

© Introduce someone you have just

met to someone you haven't yet

met and then you are all meeting
lots of new people.

© Use open stance body language;

and if needed stand in the centre

of a group to get them to open up
and let in someone new.

© Don't drag people around, but

insist politely.

© Mix up gender, race, interests, age;
that's what a culturally diverse PDS
Australia is all about! SUPER

SKILLS

If people aren't mixin, then put an a houncy song
and start to dance like a mankey.
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1.09 PODR Planning

PODR

Let’s face it, effective planning is a PODR life. Many people go through life just shuffling
from one shambles to the next. We each have 24 hours available to us every day,

seven days a week; how we use that time is a whole other matter. Successful people
consistently identify that practical goal-setting, combined with effective planning, are the
keys to taking charge of one’s life and achieving success.

One of the most effective tools that can help you with this, is the PODR planning
process. Many of you would have been introduced to this before as part of your VCAL
program, or perhaps in other subjects. Once again you will use it this year as a basis for

your planning.
PODRYRIanning

Plan-Organise-Do-Review
Different task skills are needed at different stages of a project.
= Goal-setting skills when first starting or initiating the project, as part of the planning stage.
= Time management skills, such as rostering in the lead-up to the project as part of the
organising stage.
= Technical skills during thep ct, such as usin Qqéent safely as part of the doing stage.

= Evaluation skills, such as g the project as part of the

review stage.
So a good pIannin tooI that helps ou Work out what you need to do is the PODR or Plan-
Organise-Do-Re

The PODR Procelg

ep es‘he PODR
Journal, when plannlng pI‘OJeCtS and when maklng deC|S|ons

| starts . = ]
1.Plan 0 O haplan. (R, :

= Work out just what it
. . 2, Organise
is you are trying to do;

i.e. your goal, and also P your overall goal
how you might be able to
to achieve this. z€

= Itis good to be able to objectives. 3. Do
write this in one or two = Develop an action plan = Undertake the day-to-
short sentences. to achieve each of these day activities needed
smaller objectives on a to actually perform
task-by-task basis. each task.
= Organise yourself, other = This is where
people and any resources everything comes
you need to successfully together and might
complete each task. even be the shortest

(but not easiest) part
of the entire process.

4. Review

= Monitor what you've achieved, evaluate your outcomes for quality, and make any changes
and adjustments if necessary.

= Each of these 4 stages of Plan-Organise-Do-Review are not discrete, so you should be SILJIIDJER
reviewing throughout the whole project process. SKILLS

10
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PODR Planning 1.10

PODR planning A

1. Complete the table by outlining real examples (within the previous 6 months) when you
have planned, organised, done and reviewed in either your personal, school or work life.

PODR stage 2 examples from either personal, school or work life.

Planning

Organising

Doing

Preview
- Draft Sample:

2. Outline the key tasks and ski
Projects.

PODR stage

Planning

Organising

Doing

Reviewing

11
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1.11 PODR Planning

7~

Name:

PODR Journal Pro-forma

Project:

(Complete one of these journal records for each day that you spend any time on your PDS Project.)

Who
elseis
involved?

Day:

Time from:

Time to:

Plan...

= List broader goals/
objectives you are
planning to achieve.

Include broad timelines
and other information.

Organise...

List specific tasks that
must be done.

Develop an action
plan with dates,
times, resources,
responsibilities, etc..

Do...
Create to-do li¢ s.

Tick these off as tasks
are done.

Include people, resource
and equipment needs.
Review...

Reflect/comment on what
went well.

If things didn’t go too
well outline changes that
might need to be made.

Next task...

Which is the next
task that needs to be
completed?

What arrangements are
needed to move forward?

Any other information?

Student signature:

Date:

Task no:

Duration:

Preview

ft Sample:

Date: Supervisor’s signature:

Date:

N
SUPER
SKILLS

12
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PODR Planning 1.12

PODR of my life B

1. List 5 goals that you are aiming to achieve over the next 6 to 18 months, and their

timeframes.

Goals | am aiming to achieve... Timeframe

iii.

2. Chose 2 of your goals. |
goals at each of the 4 st

[ ]
Bﬁg WYY Y Y Epam——
es P 4

Draft Sample:
Do Not
Copy

13
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1.13 Problem-Solving

'é So how do you score on this? Are you overwhelmed by your

14

Problems

We’'ve all got them, so how do we deal with them? Some people
go through life and appear to be all cruisey without seeming to
have too many problems. What’s their secret? Can it really be
that they don’t actually have any problems, or are they just better
at dealing with the problems that they do have?

problems? Or are you able to get it together and deal with your
problems? But here’s one free tip for you. Many people who

go on and on about their problems often don’t want them to be
solved. Instead they would just rather complain. So don’t waste
your time trying to help the unhelpable!

What or how?

“Well you think you've
Now that you've reached this stage of your life, it is important got problems, Just the
that you have a wider range of problem-solving skills available to you. other day I..

You've probably seen those are listed on p.®5 before, as well as

the IASM process on pp.16-m ?‘Fﬁ lleaWery useful and
you will continue to develop and aPply these probleM=solVing techniques
throughout the course of this year.

However, prett ﬂe SSt iclgﬁﬁan
living independé u \a in amp of
that steer you in various directions for many years to come.

Given this, a further tool that ¢ PAURQU Wi bleg-Rlving is the ‘what/
how question’. Try it for yourse @ Hin @ s below. It can
help you to cut right through to the heart of the problem.

Copy

What...to do? How...to do it?

@ Essentially this is a problem based @ Essentially this is a problem based
on ignorance.”l am clueless, I've on a lack of skills.“l know what to
got no idea what to do.” (Generally do, it’s just that | don’t know how
we don't say this out loud!) to doit?”

©  Ask for help. ©  Ask yourself, “Why am | unable
help. of skills, time, commitment, S,

resources, support, permission,

© Ask an expert.
P other; or a combination of these?

© Get trained, supervised or

coached. Get skilled-up. )\ ©  Once you clarify the main cause(s),

then take steps to rectify the

problem. These can include those
DI < ~dll PDS

actions in the ‘what’ box. SUPER

SKILLS

©  Find out what you need
to do; and when you do,
then half the job is done!
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Problem-Solving 1.14

IASM process

A 4-stage problem-solving process whereby the user identifies and
analyses a problem, and then selects and monitors solutions.

Brainstorming Problem= Drilling-down

encolr g e Salving et G o e v
think of and write down, as 00 I's problem, into progressively

smaller, and therefore easier to
manage, components.

many words/terms as possible
associated with a concept.

|
Checksheets

A tool for recording and
counting the number of
occurrences associated with a
particular activity.

SWOT analysis

B
\‘, A summary snapshot of
Li the internal strengths and
‘-‘q weaknesses, and external
opportunities and threats,

' = related to a problem.
S W
A visual tool for mapping out a process, including all of
Draft:Sample:
raft: ple:
Problems A
pIN« tques’rion to each one. Use h
another of the problem-solving to ges®so s M@dealing with the problem. Your '<

teacher might add a couple more relevant problems. (More space? = Use workbooksl!)

Consider each of the case studi

s gt s nts. She is doing Senior VCAL, works
aby-sitting for neighbours and family

Nitza never has enough money to buy 1k
12 hours a week at Foolworths and shill alsg q a
for $10 an hour.

Reminy, 18, has just left school and wants to be a musician. He practices the guitar 2 hours a day
playing Led Zeppelin covers, but has never been in a band. He himself says he can’t sing (and he
can’t) he is too nervous to play in front of anyone else, and has never had a gig.

Julius wants to be a physiotherapist and he’s doing the right maths and science subjects in Year 11.
However, his marks are not that strong because he rarely completes work at home and he struggles
with sophisticated maths and science concepts. He is doing very well at PE though.

15
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1.15 Problem-Solving

Z
S

16

IASM

IASM can help you to deal with difficult situations. First you should clearly identify the problem
by determining if it is a ‘what’, or a ‘how’ problem. Sometimes the real problem isn’t what it
seems to be. It might take 2 or 3 goes before you identify the problem. Your teacher will work
through this (or another example) problem with your class.

1. Identify the problem Problem:
£ “l have to clock up 120 hours supervised driving

for my P’s!” But is that really the problem? You
know what you have to achieve, you can’t change
it - there is no way out. This is not a ‘what’
problem, but rather, a ‘how’ problem. So perhaps
= Write this problem in as clear and the problem would be better expressed as...

= Clearly identify what the ‘real’ problem
actually is.

= Use‘what/how’ problem-solving to
clarify the problem.

concise a sentence as possible. 2 “l am unable to complete 120 hours supervised
driving by my 18th birthday.”
2. Analyse the causes/facts | am working evenings when my parents are

= Work out what and who'i
review

= Focus on issues that can be controlled.

= Consider segung

y or‘becau ie.
f Sam le:
too long to Yaid® t
= Try to list 3-6 main reasons.
= Come up with 3-4 possible solutig
to help solve this problem.
= Rank these based on how likely pr
are to deal with the problem.

= Pick solutions that tackle more than
one ‘side’ of the problem.

3. Suggest some squtlons

4. Manage the chosen solution ©

= Pick the solution(s) over which you
have most control, and which will go
the furthest to solving the problem.

= Plan smaller behavioural changes as
part of this solution.

= Make sure that you change
behaviours to stop the problem from ©
recurring. PDS

= Check to ensure the solution is working. SUPER
SKILLS
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Problem-Solving 1.16

IASM in Action C

Use IASM to help deal with a problem you are facing in relation to your personal, social or
educational life.

1. Identify the problem (Don’t forget to use what/how!)

2. Analyse the causes/facts

Preview
Draft. Sample:
Do Not

Copy

4. Manage the chosen solution

17
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1.17 Resource Management

Project resources

As part of this unit, you will have to plan and organise a complex project. A
key part of this involves effective use of resources to support the success of
the project.

When you start to plan your resource requirements, it is vital that you are
aware of different resources that exist. One way of classifying these is by
using four categories: people, inputs, equipment and capital. You may
have been introduced to these categories in WRS last year.

People (human resources) Inputs and components
= These are the staff and other people = These are the consumables and
who perform the work tasks. materials that are used up to
= These might include subordinates provide a good or a service.
(employees), colleagues and = Materials inputs normally have an
superiors (managers & employers). associated cost. Time (labour) can
= These can also include people also be considered an input.

who can give advice (i.e. ® = eg.A potato chip manufacturer

or specialists to whom yo tato, oil, salt, water,
outsource tasks (such as pigntin ity, packaging and so on. A

marketing or ICT). hairdresser will use water, shampoo,
= Ina PDS Proj ople reso conditiongg dyes, chemicals, coffee,

~-Draft Sample:

people and e pauts are all the

for help and support. mate&rials you need, or consume.

Equipment

= These are all the tools, machinery,

vehicles, ICT devices, furniture a

so on, used to provide a good or
service.

= e.g. A carpenter will use hammers,
nailguns, various hand and power |
tools, ladders, a vehicle and so on. ‘

Capital (financial)

= Capital resources refer to the
financial investment needed to
fund the completion of a project.

A hairdresser will use dryers, styling

tools, seats, EFTPOS terminal, and |

so on. = Funds are contributed by

= Safety, training, utility and cost are = participants, owners, shareholders,
four key issues to manage with financiers (such as banks) or others
‘equipment. (such as crowd funding), and are

= In a PDS Project you might use used to pay overheads, to buy
your own ICT devices, as well as inputs, to invest in equipment and
specialised equipment, such as a DJ to pay people.
mixing system set-up. = In a PDS Project you might use your

own finances to fund a project; and
you will also have to estimate and
budget carefully.

18
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