Order form: Current from Term 3, 2015 (Note: All prices are GST inc.)

WACE: Career and Enterprise (exp. Dec 2015) 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
I1&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
VCAL/ Applied Learning 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. 9916
(pre-order for 2016) __@$35 ___@$2750| __@$165 __@$77 or__ @ $220 |or___ @ $330
Literacy - Senior New
(pre-order for 2016)) 2016 @ 9$35 ___@$27.50| __@$165 __ @9$77 or_ @ $220 |or___ @ $330
Numeracy - Intermediate 2015 _ @ $35 ___ @ $27.50| __ @ $165 _ @ $77 or_ @ $220 na
Numeracy - Senior New
(pre-order for 2016) 2016 _ @ 9$35 ___ _@$27.50| __ @ $165 _@9$77 or_ @ $220 na
PDS - Intermediate 3ed. 2016 _ @9$35 ___ _@$27.50| __ @ %165 __ @9$77 or _ @ $220 nya
PDS - Senior 2ed 2016 _ @$35 _ @$27.50| __@9%165 __@9$77 or_ @ $220 nya
WRS - Foundation 2014 ___@9$35 ___@$27.50| __ @ %165 __@9$77 or __ @ $220 nya
WRS - Intermediate 3ed. 2016 __ @9$35 __ _@$27.50| __ @ %165 __ @9$77 or __ @ $220 nya
WRS - Senior 2ed. 2014 _ @9$35 __ @$27.50| __ @ %165 __ @ $77 or _ @ $220 nya
Totals
Add Postage: CD-only orders = $5 Melb metro printed books = $11
Regional Vic and interstate 1 book = $12 2-4 books = $15 Contact me for larger orders. JLLHLEEH Grand
*In a hurry? | recommend an extra $5 postage for Express Post. (More for larger orders) J GRS Total $_
—_— —m s —
Order Details
Name:
Position:
e-mail:
School:
Address:
Order No: Approx. Amount $ ABN:
\\sss————————————————————————————————————————————————
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Term 3, 2005 Update:

New resources for VCAL, Applied Learning, Career Pathways,
Work Education and Work Experience/Work Placement.

New Literacy and Numeracy resources for 2016

In line with the proposed VCAA review and implementation in 2016 of Literacy Skills and Numeracy Skills

new Literacy and Numeracy resource sets are now being developed.

= New: Literacy - Senior featuring a carefully planned literacy (and oracy) program designed to support students as
they develop into young adults. For the first time for VCAL includes the option of a master PDF e-version.

= Updated: Literacy - Intermediate 3ed, revised and refreshed and with more content, and also available as a master
PDF e-version.)

= New: Numeracy - Senior with content geared towards situations facing Year 12 students, and with all assessment
tasks offering the choice to apply to personal and/or work-related situations. (Note: Numeracy Intermediate,
released in 2015 will only be updated if necessitated by changes to the study.)

= New colour editions will be release of the workbook/texts for WRS - Intermediate 3ed, PDS Intermediate - 3ed
and PDS - Senior 2ed. This means that all VCAL titles will now be in full colour. If you are booklisting these you will
need to update to the new editions with new ISBNs. (Available from October 2015.)

= You can pre-order new resources now and/or booklist. Samples will be available soon.

Keep up to date with uploads of samples by joining the email list. If you receive this flyer without receiving an email

then you are not on the list. Contact me to join and to add relevant staff members so they can be kept up to date.

Released in 2015

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 (suitable for PDS Foundation and introductory PDS
Intermediate activities and projects) & Personal Development Project Planner: Advanced (suitable for advanced
PDS Intermediate and PDS Senior projects).
These new colour-coded planning guides have been created specifically for schools and students to support
Personal Development activities and projects. The planners are formatted as write-in booklets with colour-coded
pages to support planning, organising, doing and reviewing a personal development activity or project.

= 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)
These new 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.
Each full colour workbook includes targeted industry-specific material, explanations, examples, images and
activities. This flexibility allows teachers to teach general program content while disparate students within the same
class can apply this to their own industry experience and context.

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

Current resource list: 2015 into 2016 VCAL and Applied Learning (Master sets also available)

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

>> Numeracy - Intermediate Workbook/text and Activities
Portfolio booklet (new in term 1, 2015)

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

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

>> Personal Development - Senior 2ed Workbook/text and

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

>> Career Pathways

>> Work Experience Journal

>> Work Placement Journal (new in term 2, 2015)

>> Personal Development Activity Planner: Introductory (new
in term 2, 2015)

>> Personal Development Project Planner: Advanced (new in
term 2, 2015)

Industry-specific resources (PDF e-versions also available)

>> Community Services Foundation (new in term 2, 2015) Activities Portfolio booklet (new colour ed for 2016)

>> Community Services Intermediate (new in term 2, 2015) >> Work Related Skills - Foundation Workbook/text and

>> Retail Foundation Activities Portfolio booklet

>> Retail Intermediate >> Work Related Skills - Intermediate 3ed Workbook/text
Industry and Enterprise and Activities Portfolio booklet (new colour ed for 2016)
>> |&E Unit 1: Workplace Participation 3ed (& e-version) >> Work Related Skills - Senior 2ed Workbook/text and

>> |&E 1&2: Towards an Enterprising You 4ed (revised for Activities Portfolio booklet

2016)

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

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

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

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



Attention: VCAL and Applied Learning, Careers, Pathways,
and Work Education Co-ordinators and teachers.

New for 2016: Literacy - Senior and Numeracy - Senior

New editions for 2016: Literacy - Intermediate 3ed, PDS - Intermediate 3ed,
PDS - Senior 2ed and WRS - Intermediate 3ed (all now in colour)

Available as a master set on CD and/or as a printed workbook.

Each of these resource sets for Literacy, Work Related Skills, Personal Development and Numeracy includes a 160-
170 page Workbook/text written to support your teaching of VCAL, Applied Learning and work education units
with material aimed at satisfying skills-based assessment tasks. Each set also includes a supplementary Activities
porifolio booklet with approximately 50 extra worksheet style Applied Learning and Work Education activities that
add depth to your teaching program. Each of these resources are available as:
U Reproducible master sets on CD featuring PDF files of:

= Set A: Workbook /Text (WB) (reproducible master license)

= Set B: Activities Portfolio (AP) (reproducible master license)

= Work Related Skills also includes a work experience journal in both print and e-version formats.

U Professionally printed and bound books (and booklets for the Activities Portfolio).
U The new Literacy Senior and the revised Literacy - Intermediate 3ed master sets are available as optional e-
versions.
Key features of each Applied Learning workbook/text:
= Organised into sections to match learning outcomes.
= Cater for varied learning approaches with up-to-date, lively and engaging student-focused material.
= Pages formatted as a write-in workbook.
= Current and relevant weblinks that extend student enquiry.
= Each has 90-110 specially developed, engaging learning activities suitable for students of all abilities.
= Student-focused SuperSkills topics to develop transferable skills that can be applied in different situations.
= Assessment tasks written to satisfy multiple learning outcomes. Numeracy also has many other tasks suitable as
assessment tasks.
= Literacy supports delivery of Oral Communication.
= Includes self-assessment, evaluation and other pro-formas.
= PDS and WRS resources include pro-formas to support planning and organising enterprise activities.
Literacy Literacy Numeracy Numeracy Personal Personal Work Related Skills ~ Work Related ~ Work Related Skills:
Intermediate Senior Intermediate Senior Development Development Foundation Skills Senior
(2015) Intermediate Senior (2014) Intermediate (2ed 2015)
(Reisle:l 3«: 2_016) (New for 2016) (w for 2016) (Colour 3ed 2016) (Colour 2ed 2016) . (Colour 3ed 2016)
fLITE B LA ONAL

WORK RELATED WO RK IRy a0
SKILLS L »

1

X\ | - 3 o - =
= Workbook text = Workbook text = Workbook text = Workbook text = Workbook text = Workbook text = Workbook text = Workbook text = Workbook text
160pp 170pp 160pp 170pp 160pp 160pp 162 pp 166pp 170pp

978-1-925172-22-5 978-1-925172-23-2 978-1-925172-02-7 978-1-925172-20-1 978-1-925172-18-8 978-1-925172-19-5 978-0-9873519-8-2 978-1-925172-17-1 978-1-925172-09-6
Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Contents Workbook: Content

1. Self Expression: 1. Self Expression: 1. The Shape Of TBC -Unit 1 -Unit 1 -Unit 1 -Unit 1 - Unit 1
Introduction Express Yourself Your World 1. Introducing Me 1. Planning and 1. Workplace 1. Work Conditions & 1. Workplaces &
2. Self Expression: 2. Self Expression: 2. Working The 2. Developing My Organising Investigation Entitlements Pathways
Getting it Down Identify & Values Numbers Skills 2. Social Diversity 2. Job-Seeking Skills 2. Job-Seeking Skills 2. Job-Seeking Skills
3. Practical Literacy: 3. Practical Literacy: 3. What Comes 3. Managing Myself 3. Communicating 3. Workplace Safety 3. Workplace Safety 3. Workplace Safety
Filling the Gaps Getting it Right Next2 Effectively Effectively Introduction Issues & Hazard Requirements &
4. Practical Literacy: 4. Practical Literacy: 4. Time Is Money 4. Becoming a Leader 4. Leadership in 4. Workplace Safety Identification Induction
Instructions - Being Instruct Away 5. Where Is It2 5. Interpersonal Action Issues 4. Employability Skills 4. Workplace Safety
Heard 5. Knowledge: 6. Measuring Up Effectiveness 5. Effective Decision- 5. Employability Skills -Unit 2 Hazard Control
5. Knowledge: Cutting Finding Out Making 5. Developing Work- 5. Team & Workplace
Through 6. Knowledge: Using -Unit 2 -Unit 2 Related Skills Technology Skills
6. Knowledge: Knowhow 6. In the Community  -Unit 2 6. Planning & 6. Planning & -Unit 2
Reporting Information 7: Issues & Debate: 7. Planning and 6. Community Issues  Organising Organising 6. Effective Planning
7. Public Debate: Researching Issues Organising 7. Community Project 7. Communicating 7. Communicating & Organising
Investigating Issues 8: Issues & Debate: 8. Problem-Solving & 8. Advanced Team Effectively Effectively 7. Quality, Enterprise
8. Public Debate: Presenting Your Case Decision-Making Skills 8. Problem-Solving 8. Effective Problem- & Innovation
Making Your Case 9. Communication 9. Advanced 9. Teams & Solving 8. Effective Problem-
and Team Skills Communication Technology 9 Effective Teams Solving
= Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet = Activities booklet
64pp 60pp 60pp 60pp 60pp 60pp 60pp 62pp 62pp

978-1-925172-07-2 978-1-925172-24-9 978-1-925172-03-4 978-1-925172-21-8 978-0-9871396-9-6 978-0-9873519-1-3 978-0-9873519-9-9 978-1-925172-00-3 978-1-925172-01-0
Note: All these VCAL and Applied Learning texts and workbooks can be booklisted without having to purchase the
master licenses. Extensive preview samples of all materials available on our website.

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



Developing Your
Work-Related Skills

Contents

5.01 Work-Related Activity............. 5.13 Transferable Skills..................
5.05 PODR Planning....................... 5.15 Self-Assessment...................
5.07 Skills and Competencies .......

Activity

5.04A Work-related activity

5.04B My unit requirements

5.06 PODR Journal Pro-Forma

5.08A My employability skills

5.09B Industry-specific compete

5.11C Skills and co,
S gl it&

5.12

ansferable skill 99

9

13 Self-Assessment 100

Comments:

WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING H
Written by Michael Carolan. Copyright © 2014 DELIVER Educational Consulting and its licensors. All rights reserved.



5.01 Work-Related Activity

Work-related activity

One of the most important activities that you will undertake some time during
this year is your work-related activity.

Some of you might have completed a work-related activity before if you
undertook Foundation level VCAL. However, for many of you this will be your
first go at a VCAL work-related activity. Your teacher will use this work-related
activity to assess your achievement across a
number of learning outcomes.

Your participation in an approved work-
related activity (or activities) will enable you to This usually r
demonstrate this achievement through a range task(s) you are
of specific work-related tasks.

As part of the unit you will also complete
a number of tasks that will develop your
employability skills and help you to plan,
organise and manage your work-related activity

more effectively. =Ngnterprise activi t
It is likely that the activity will be a class, School-bas

team activity. However, in some speci = Voluntaryw

it might be an individual task negotiate a = Com 0 project

of a wider group activity, or be basqg on ta = | L project
associated with a training or VE € you ..offomeg@ther approved work-

d australi
enticeship or train§@&ship

are doing. Also, some of yougni oing an rel ities negotiated and
integrated activity that cro other VCAL approved with your educational
units such as PDS_Lite Jor Numeracy. nsiitution, supervisor(s) and other
.\ vant stakeholders.
Amrk-related t
As part ork-related activity you mNggt have to undertake: ,“WE’FE tl‘ali_lnil;g |
@{ uhavetodoa a work placement E?:Er;imﬁfyaésnfrenlﬁgw
ks that you havg € an enterprise activity to use email and the
TaM® that demgq of the employability skills internet. There are a
= Specific work-rela F-tencies developed and lot of Issues we hav'?, to
demonstrated on-th® take into account.
= Relevant job responsibilities
= Effectively working with others
= Planning, organising & managing
= Understanding, recording and analysing work-
related information
= Communicating effectively with employees,
customers and other stakeholders...
and many more, as approved through negotiation
with your educational institution, supervisor(s) and
other relevant stakeholders.

H WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
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Work-Related Activity 5.02

_ Work-related activity
Essential elements
. ) = 7 essential components
In order to successfully complete this unit you

must demonstrate each of the learning outcomes
and all the associated elements. In Unit 2 the
learning outcomes are quite generic. This means 2

1. Work in a team to plan, organise
and manage a safe work-related
activity.

Analyse, organise and

that your school or learning institution will require e ihicate work-ralan
you to complete a range of work-related activities information. o

to enable you to demonstrate achievement of the 3. Identify and soly, -reggged
learning outcomes. problem

When completing work-related activities you 4. Effectively Qk to
must be able to demonstrate the seven essential undert ONQi:lated tasks.
components shown opposite. Note that these 5. Effe ICT and other

also include appropriate evaluation, review undertake a work-

and self-assessment. Consider these seven
components as a checklist for each task you do,
as well as a checklist for your broader overall
tasks that form part of the work-related actiyi

work tasks, timeli and
to ensure th i i
itable, safe ang

Throughout this workbook there are m
planners and pro-formas that you can
plan, complete and review your progress.

Negotiation
It is essential that you ug

your teacher and/@® P
you will have to diggu ivi
You will also h egdOtiate your r

our team. This

means tha h o0 develop strate toYecord everyone’s
roles and ibilities. Safety s a key bue that must form
part e ations. This r, physical safety such as
[ s well as to rg a onal safety issues such as
s aM@ client cag “We need to negotiate with

our teacher about our
fundraising fun day.”

u will also have to @ l b melines, allocate responsibilities

aN® demonstrate leaders\@® when needed. You will also have
to meet with your teacher and/or supervisor at various stages during the planning and
organising of the activity.

Possible activities

On the next page there are dozens of possible activities that you might consider doing.
Some of these will suit your skills and the skills of your team, and some will not. You
must always negotiate with your teacher an appropriate activity for your school, TAFE
or learning institution. Some schools have already developed their own excellent work-
related activities that they will want you to undertake, or they might participate in an
already established activities program that crosses over other units such as PDS.

WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
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5.03 Work-Related Activity

| Appropriate VET, TAFE and

short courses. Movember

simulations
CanTeen

U Australian Business Week

=
=

U relevant industry /workplace = Live Below the Line
=
= Guide Dogs Australia
=

a industry design competitions T

[ MyFuture occupation videos
(| peer-support leadership

World’s Biggest Morning Tea

=
U first-aid course and training
(| industry-specific training
= Responsible Service of Alcohol
= various licenses and
certification =

= fitness instruction

= ‘White Card’ U radio station
L fashion show

% L school uniform desi
L visual arts show

=

=

a cross-age tutoring for:

= primary school kids

= Year 7&8s

= older people

= migrants )

U volunteer work

U team-building aclikies

U outdoor educ ivities

L school social organisation

Q parent-teacher
night hosts

Q school guides/ambassadors
Q catering for staff luncheon
Q primary school mentoring
O oHs audit

0 school signage

U school furniture r'enaﬁon
Q) car wash .

= ool magazine/

IT guides
= birthday cged

orfing competitions
teddfods

school environment cleanup
L media/video productions
a community TV and radio
Q) school band
L music €D
U dance performances

Q sporting and fitness seminars

(I . U martial arts displays
f ing/breakfasts .
care programs Q drama/theatre productions
. ronmental work
co g clinics U school environmental audits
. o = shopping services
fund-raising activitie U school beautification programs
. . = office administration
child sponsorship a water-saving programs
. = teacher training (in ICT)

Red Shield U student competitions
= Red Cross
= Clean Up Australia = Q
= RSPCA
= Smith Family = Q
= Red Nose Day Q recycling program
= Good Friday Appeal U school website design a
= Jeans for Genes Day Q T T
= Walk Against Want Q community gardening 0
= World’s Greatest Shave Q cultural days

WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
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Work-Related Activity 5.04

Work-related activity A

Outline the type of work-related activity(ies) that you will be required to do as part of your
educational institution’s teaching program. List also some possible ideas.

Tip: A number of possible activities are listed opposite. Discuss these as a class and within

smaller teams.

Q unit requirements B
After consulting with your h the tasks th

ed to be completed this semester in
order to satisfy thgalea WC tcomes for this yg

af
; this throughout the semester.

Work-related tasks an. <1en. .es | will need to « mple . LO(s) By when?

WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING M
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5.05 PODR Planning

Achieving goals

The best way to deal with a significant or long-term goal is to break it down into a series

of smaller, achievable, bite-sized objectives. The Plan-Organise-Do-Review process can

help you tackle any task or activity. The Plan-Do-Review Process is a natural process

that comes easily. This is why it's such a simple and useful tool to use when planning and

making decisions. PODR steps are:

1. Work out and plan just what it is you are trying to do (your goal) and also how to best
get it done

2. Organise yourself and any resources you need to successfully com e @k
3. Complete and do the task and

4. Monitor and review your work output and make any changes Aistments if
necessary.

The PODR Process is a continuous process. Planning

leads to organising, which leads to doing, which leads

reviewing, which leads back to planning and so on.

process are not discrete. As part of planning y

be organising - which is doing, and als kin S

- which is part of reviewing and so on.

What you need to remember is that for ev g you o

each of the 4 stages of the Plan-Organise-Do-Reg
need to do, just think: Plan-Organi o-Review. 0

1.Plan
= Work out just yhat 2.0rgan
it is you are tryingato = Break yo
do;i.e.your o goalinto
goal,and gso sm e,
you miglat to b QlsizeS@pjectives. 3.Do
achi = Dev an action = Undertake the day-
2 |id e able lan to achieve each to-day activities
write¥™s in one or these smaller needed to actually
t hort senten bjectives on a task- perform each task.
by-task basis. = This is where
= Organise yourself, everything comes
other people and any together and might
resources you need to even be the shortest
successfully complete (but not easiest) part
each task. 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, ~ WRS

so you should be reviewing throughout the whole activity process.  SUPER
SKILLS

m WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
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PODR Journal Pro-Forma

PODR Journal (Plan-Organise-Do-Review)

(Copy and complete one of these journals for each day that you spend any time working on your
work-related activity.)

Name: Activity:

Date:

Who else
is
involved?

Task nc

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, resourc-
es, responsibilities, etc..

Do...

= Create to-do lists.
= Tick these tasks off as

they are done. '

= List all people, resc _rce &
equipment needs.

Revie\
= Reflect/co” aton .. .t
went we .
= Ifth® js. % ,too well
ot e changes that might

Next task...

= which is the next task that
needs to be completed?

= What arrangements are
needed to move forward?

Any other information that needs to recorded?

Student Supervisor’s
signature: Date: signature: Date:

WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
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5.07 Skills and Competencies

Employability skills

VCAL Work Related Skills units are based on a set
of eight employability skills. You may have been
introduced to these before or in other VCAL subjects.
It is expected that you will fully develop these skills
over the course of this unit.

You can develop these employability skills by working,
education and training as well as through your
personal life experiences. Employability skills are the
end-product of your personality, abilities, attitudes,
training, life experiences and your work experiences.

It is expected that every worker will be able to
demonstrate and apply each of these skills in various
work-related situations. Can you?

Planning & orgz

Managing your own and other
responsible and ca

Teamwork

Being able to work
effectively with
others, help out, ask
questions when
needed and se€

feedback from ot:r\
tio

hese 8 skills a
lifelong and

Comm eriences.
Being fitively eople need to develop
spgl. list dand mployability skills so

r workmates, nore
ervi8rs, custom rees
and others.

for their organisation.
Being more productive

o

employable and will
help you build a better
career.

Problem-solving

Being able to work
out the best solutions,
perservere, use maths

and logic and seek

help when needed.

Employability skills
Employees need to have skills in
these 8 areas:
= Communication
= Teamwork
Problem-solving

Planning and Org‘ising
o

Self-awarenes

=
=
=
=
=
=

nterprise skills.

If-

onestly knowing
your strengths and
weaknesses and
being able to take
steps to improve
yourself.

areness

Technological

Being able to use
computing and
communications (ICT),
machinery, equipment
and tools safely and
effectively.

Learning

Involves both on-the-
job training under
supervision and
off-the-job training
by doing relevant
courses.

Initiative and enterprise skills

Being able to use all your skills to develop better ways of completing tasks, being

fleinic, iicguuunig, cornunneaany W1d solving problems.

|
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Skills and Competencies 5.08

My employability skills A
Complete the table below by explaining how you have shown or developed each of the 8
employability skills in each of these 3 environments.
= Personal: through helping your family and others, hobbies, sports and interests, etc..
= School: through doing assignments, projects, assessment tasks, training programs, etc..

= Workplace: through doing paid employment, volunteering, work experience /plggement, etc..

Employability Personal School Workplace
skills environments environments

e.g. learning: e.g. problem-solving:
At home | have taught | am good at fixing

myself to touch-type by mechanical and technical

. . ork with staff to
chatting online. things.

helves and help
customers.

communication

teamwork Q !
problem-
solving

o
planning and
organising
school | need to improve
| my...
learning
During work experience |I...
technological
I am good at creating...
initiative and
enterprise
skills
WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
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5.09

Skills and Competencies

Industry-specific competencies

In order to successfully complete a task, a person must be
competent in the specific requirements of that task. Industry-
specific competencies are certain competencies that an
individual must demonstrate for a particular occupation
within an industry.

Training packages include units of competency that are
developed by industry to meet the specific skill needs of that

industry. ®
For example, in the Construction industry a carpenter would

need to know how to use technology, but specifically for
this industry this may include hand & power tools, safety
harnesses and measuring tools and equipment.

In the Accommodation and Food Services industry a che
would need to know how to use technology; specifical
ovens, fryers, cutting tools etc.. These are industry-

S
competencies and relevant for that occupation |
industry. c.

B Industry-specific compe

Choose an occupation Th terested in. Id and explain 3 industry-specific
competencies that gye i aif in that occupatj w myskills.gov.au and
search for an occu IIow relevant

Occupation:

"/
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Skills and Competencies 5.10

Enterprise capabilities

These five sets of enterprise capabilities include
a number of interrelated enterprising skills and
behaviours. You should note that these five lists
are not exhaustive. By their very nature each of
these five sets of enterprise capabilities can keep
developing and evolving.

Also, many of the specific enterprising skills and L
behaviours on these lists will naturally cross over

into one or more of the other sets of enterprising Q
capabilities. \

So which of these sound like you?

Image:
Adapted from...
Mark Wragg
Photos.com

EntenpriselCapa"
Initiative A ity
Includes but is not limited to: mited to:

= |dentifying opportunities

= Being proactive

= Creating ideas = eloping industry-specific
petencies

= Embracing change

= Using new technologies
= Asking questions
= Seeking feedbagk
= Accepting resp i = Seeking innovation

and working wit and working with others.
Pro g

Q Includes bu ot [imited to:

= Accepting challenges

Resolving conflict

d working with others. Managing and leading
Includes but is not limited to:
Communication = Taking charge
Includes but is not limited to: = Managing oneself and
= Building interpersonal skills others
= Using ICT devices = Planning and organising
= Demonstrating cross- = Managing risk
cultural skills = Using resources effectively
= Developing a professional = Working sustainably
and/or technical vocabulary = Reviewing performance
and working with others. and working with others.
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5.11 Skills and Competencies

C Skills and competencies

Identify an employability skill and an enterprise capability being demonstrated in each of
the scenarios shown below. Your class will discuss the answers.

D Skills Audit

1.

> o
60&2

Circle high, megium r what you thinkgour t skill level is for each of these
50 skills listed org@iiie G udit. Later on @ urse you will finish the final column to
see whether yQ& s have develope

As a class i n 5 more skills/quiipe ies that are important.
Add industry-specific skills/co tencies related to an occupation /industry.
skills /compete, Industry-specific skills/competencies
1.
2.
3.
4.
5.
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e

10.
11.
12.
13.
14.
115,
16.
17.
18.
19.
20.
21
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33
34

. Filling out forms.

. Giving directions and instr8

Skills Audit

. Using a computer.

. Calculating and using percentages.
. Drawing and painting.

. Giving oral presentations.

. Making things with my hands.

. Using a telephone effectively.

. Fixing machines and equipment.

. Helping people with problems.

. Completing tasks on time.

Following instructions.

Coming up with new ideas.

Planning and organising my time.
Calculating prices and making change.
Convincing people to do tasks.
Working with other people.

Working out timelines and rosters.
Communicating in English.

Asking appropriate questions.
Developing a résumé.

Writing a job application.

Using the internet to find jobs.
Cold-calling about job interviews.
Recording people’s information deggils.
Preparing a budget.

Planning my career pathway.

Identifying future job pr

Finding out abou@ours e do.

Finding people who g advice.
inf w.

Preparing for a |

Being punct eping appointment:
Using ev
Using t and email.

equipment safe

rstanding another g

e
C

. Filling out application forms.

. Taking and recording minutes and notes.
. Driving a motor vehicle.

. Following first-aid procedures.

. Helping people to understand new things.
. Giving a presentation to students and/or adults.
. Greeting customers and clients.

. Training new workers.

. Analysing financial information.

. Leading a team.

. Working flexible hours and shifts.

Skills and Competencies 5.12

What is my current skill
level now...
high medium low
high medium low
high medium low
high medium low
high medium low
high medium low
high medium low
high medium low
high medium low
high medium low
high medium low
high medium low

high medium |

igh

high
high

medium

mediu

medium

hig
high

J

gh

gh
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high

medium low
medium
medium low
medium Jow,
edium

dium low
m low
hedium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low
medium low

...and at the end of

high
high
high
high
high
high
high
high
hig

hig|

gh
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high
high

my course.

medium
medium
medium
medium
medium

medium

me?m
medium

low
low
low
low
low
low
low

low

ium . low

medium
medium

medium

medium

ium

edium

edium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium
medium

medium
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low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low
low

low



5.13 Transferable Skills

Transferable skills
Many people have a range of personal and social

competencies that are transferable to a workplace situation.

You need to be able to recognise how the things you are

good at in your everyday lives are transferable.

By performing work-related tasks while still in school you can
build transferable skills that can be developed into one or

more of the eight employability skills.

The idea is to build a career based on the things that you

are naturally good at, while also developing skills and
competencies through on and off-the-job training.

Personal competencies

Personal competencies are those skills that you have
a natural ability for and are usually the things that yo
naturally enjoy doing. Personal competencies usuall
your personality and stem from your abilities a

Your abilities and aptitudes are things t
do quite well without even thinking ab
You might just have natural aptitude or
something. i.e. Sport, fixing things,
after children, using technology
design, maths and so on.

Varied personality traits

different occupatiobs. U
things we like doing. ' ortant to try

your career aroun you like doin
are more likel your career progi¥ss

and succe
le in dealing

Ho well in social

ncies

petenmes e
people and yo m
ations.

You build social competeriCies through your
everyday life experiences and interaction with other
people. Social competencies can also be developed
through involvement and participation in social
events, teams, clubs, education and other situations.

Workplace learning and volunteer work is an
excellent way to develop social competencies. These
experiences also allow you to mix and work with a
different peer group, which helps you become more
work ready.

&'

my little brother |earn
ent sports has madE me

e

erstanding is like.

of@much attention to detail
have.

= How reliable and punctual
you are.

= What motivates you.

= How much responsibility you
are able to handle.

Key social competencies

= Are you easy to get along
with?

= Do you like meeting new
people?

= Are you a good listener?

= Do you show understanding
and empathy?

= Do you work well in a team?

= Are you bossy and
domineering, or are you
accepting and inclusive of
others?

= Do you mix well with people
from different backgrounds
and cultures?
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Transferable Skills 5.14

Transferable skills A

Describe how you have developed personal and social competencies as well as transferable
skills.

= 2 personal competencies | seem to have developed...

= 2 social competencies | seem to havefev

o

<

2 employability an transfer these competencies to...
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5.15 Self-Assessment

r

Self Assessment Pro-Forma

Which work-related skills did | develop during this unit2

-
—
[
=
Which tasks did | perform best at during this unit? \z

Which tasks did | most enjoy doing and

Which tasks (if an

hich areas should

Signed: Date:

Qeqcher initials: Date:
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Effective
Planning and Organising
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6.09 Financial Planner..................

Activity p. Due date/Done? .omment

602 Todo list o5 qu
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y’
1o

6.03 Activity Action Roster I

6.04A Time management 10

6.07A Materials and equipme

®
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AT1 Wo ted Activity

e N
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N —
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6.01

Effective Planning

Effective resource planning

The major task that you will have to complete for this unit is to plan, organise and
manage your work-related activity.

Effective planning is about achieving your goals and objectives. In order to achieve
these you need to be able to properly manage all of your resources. Resources
consist of time, human resources (labour), tools and equipment, inputs and capital
(money).

Given that one day you are likely to advance to a management position, Iet’s%ok at
effective planning from a work/management point of view. o

Time management planning
= One of the key elements of successful planning is time managg
only have the same amount of time available to them, 24 h

= Of course we cannot spend all of this time actively eng
planning involves managing both your own and ot

=

People man ning

= A second key element of succ effectively mana
i

icating task role @

ters, ensuring that tea e Osmiced to reflect

training and skillingi@korkell so that they are
k tasks.

® q t manageme
= Animportant{gar uccessful planning is that you have the right
iNlentto achieve your Iness this might be referred

tools and
to as ment.

= Effe ipment management migigginvolve hiring or buying the right
I raining peopl use it and ensuring that tasks are carried

t safely and carefi

responsibilities, preparing
complementary skills
able to successfully,

rials management planning

= Another stag

ing involves effective management of all the
consumable ma

Is that might be needed in order to achieve the goal.
= These might be something as simple as the ingredients used to bake a
cake, all the way through to all of the components and materials used to

run a business. Sometimes these inputs are referred to as consumables or
components; or they might be held as stock.

Financial management planning

= The final stage of effective planning involves financial management.

2 This might involve careful budgeting of revenue and expenses, forecasting
of market conditions, supervising the purchase of inputs and equipment and
allocating financial responsibilities to various team members.
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Effective Planning 6.02

Planning and organising skills

Throughout this section there are a number of tips, advice and pro-formas
to advance your development of planning and organising skills. You should
be familiar with some of these from PDS. However, for Work Related Skills
you need to consider these - obviously, from a work-related situation, so as
to plan, organise and manage your work-related activity.

Task skills

Task skills are the types of skills that you will need to develop and

apply in relation to the specific tasks that you are doing. These
extend from employability skills and enterprising capabilities. In
effect, you could think of these as being a bit like industry-specij

competencies. Therefore, these task skills mostly relate to th
‘doing’ stage of any project.

For example, if you are running a BBQ, task skills will

One of best ways to keep track of all of i #sk skills
is to create a to-do list. To-do lists can |8k sheet on a kS eeds an
post-it note, a diary, a smart phone app susmary list like t

one shown below. The idea is to lisgall th ired tasks, |de
any other relevant information t help you, prlorltls

then record when they are dgneY

’'s To-Do List

List number: Date:

Other Other Contact |Task Done/
information| people? info. no. | initials
book l l
computer 1
Priorities for tomorrow: WRS

SUPER
SKILLS
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6.03 Effective Time Management

Effective time management

Time is the only resource that is limited in the same way to every person in a workplace.
You each only have 24 hours a day. Effective time management is a key planning and
organising skill because the pressures and demands placed on workers requires them to
be able to effectively allocate their time to different tasks.

Rosters
As your career progress through to management you will become responsibl,for
planning other people’s time. You might have to prepare rosters to plan alagpe the

human resource needs of the organisation.
Effective rostering

Rosters need to be planned well in advance.
Rosters need to be communicated to all employees i

3. Rosters should ensure that workers with appropri ) i ity
are rostered on.

4. Rosters should balance both the requirem
shifts, child-care, long shifts, breaks, ve
i k

f shifts and oth

the organisation’s requirements fi done. WRS
5. Rosters must be fair and must no favour or punis orkers. ggﬁg
An ‘Activity Action Roster’ is a very@g lan any work-
related activity. (It’s like a detaild is arfi\ctivity Action Roster for

a school BBQ being planned

Activity Action R -

Activity:

Supervisor’s phone:

Supervisor:

When...day

A . Other information dlate I_J?qe/
respo. ‘ble? inputs ...time initials

...duration

By ..day - . .
..date an(s)  Equipment/money/

..fime

$50 budget. B
Use the cash we Needs to be Halal Ys
have collected. .
45 mins
RS
ER
LLS
104 WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
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Effective Time Management 6.04

Urgency vs importance

Everything is important but is everything urgent? Just because your boss has asked
you to do something does it really have to be done straight away? As part of effective
planning and organising it is important to categorise tasks according to their timeframe
for completion: immediate, short-term, mid-term or long-term.

A useful tool is the ‘ABC Task Analysis’ whereby tasks are classified as:
A = Important and urgent (do right away)
B = Important but not urgent (do next)

C = Not important nor urgent (do when able). ®
Tasks are organised according to their urgency

and completed in the order needed; also some tasks are

prerequisites for others later on.

Delegation

In work-related situations one person cannot physic
supervise, or do, every single task they have re i for.
So they have to delegate tasks and respopsibil rs who

Not everyihing\@portant is

can be relied upon to supervise, coordi % the task.
Delegation is when a person assigns t er people suc DY¥@lnates,
lower-level managers, employees and ev ide contractor: % onc®lse is put

Time management A

1. Whatis a ros'r!\ s a roster impo

Wh¥s it import

in charge of doing the task. Howeve@ the person who del d Y|l accountable for
the task being done!

3. Why is it important to be able to delegate?

4. Collect and discuss an example of a roster from a workplace you are familiar with.

5. On the Activity Action Roster Fill in 5 other activities that would be essential for the group
to plan so as to successfully organise and do the BBQ.

6. Use an Activity Action Roster to plan a possible work-related activity that you might
undertake in a team.
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6.05 Task Management Skills

Managing equipment
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 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 a
the cost of electricity used to power the equipment.

When you use equipment as part of a work-related activity you will nee ®

consider the issues listed below. \

1. Suitability

You need to work out just what it is that you st¥®chnology and
equipment is over-engineered and people pay f ctN\hs that they neyer

2.Cost
You need to determine if it
is better for you to hire or
buy the equipment.You also .Vla n'd'g

t normally costs

need to consider installation ‘pment lot more than typical
costs, delivery costs, running umer items, because it is
costs and even maintenan made to last.

5.Safety
You must ensure that

everyone who uses the
equipment has been trained

prop ffectively to safely operate it. All
bef, expected to operators must also ensure
use it. that customers/clients are

not put at risk.

6. Availability 7.Supervision
You need to have access to You might need to be
the equipment when you supervised when using
want, so you must plan well the equipment;and some
in advance in order to reserve ' Don't think that you're gonna’  equipment needs specially
equipment and facilities. tell me what to do!” licensed operators.

8. Responsibility

You need to ensure that someone is responsible for the storage and safe
keeping of the equipment.This might mean maintaining an asset register and WRS

making sure that all equipment is returned to its rightful owner/place. ggﬁg
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Task Management Skills 6.06

Managing people

People are the most important resource 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.

As part of your work-related activity you might

have the opportunity to act as a manager or L
leader, as well as an employee. This means that not People don't always do \gpat they
only must you manage yourself, but you will also arigalpp :

need to manage other people.

Effective human resource management relies on planning the use
employees’ skills, experience, time and enthusiasm.

No U kRwINT=

10.
{Ii1.

Clearly identify your key objectives and goals.
Break larger tasks down into smaller, achieva
Plan a realistic timeline for achieve

Construct and tick off a daily ‘to-do’ list.

Assemble a support team ba
not based on friendships'

Don’t assume - ask, ice,
Avoid busy w
Develop a ba
Plan - firspDOrgW@ise

Self-management: Top 10 Tips (GST .

wed' objectives. *
ctives and goal

S
Use a diary or planner to record you nts and commo
Be honest about your strengths weaknesses.

omplementary skill nef@y) and

earch and find

ju thil¥sake of it; use y, e ly.
an,just in case.
econd, Do - thi

aging others: Top 10 Tips (GST exc.)

cate the key objectives and goals.

e a team based on complementary strengths and weaknesses
bn friendship groups;i.e. go for synergy.

3. that everyone has a printed copy of any deadlines and timelines.
4. Allocate work tasks fairly and evenly according to skill, experience and
enthusiasm.

5. Clearly communicate employees’roles and responsibilities.
Put anything important in writing.

7. Choose a management style that suits your personality, the task and
the team members.

8. When suitable, delegate.
9. Don't tell people off for what they have done wrong...instead show

them how to do things right. WRS
10. Be unbiased, fair and consistent. SUPER
SKILLS

107
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6.07

A Materials qn!

Task Management Skills

Managing materials

Materials are all the physical resources that go into the production of a
good or service. For WRS purposes think of materials as the inputs that get
used up or consumed as part of the production process. These consumable
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, DVDs and chocolate bars

= Consumables such as nails, paper and food ingredients. \Q

Materials are usually a variable cost with an associated input

cost for each item you make. For example, if you are involve

a work-related activity making spring rolls, and you make ull
have to purchase and use up 100 sets of inputs. The t o) Is
involved might include pastry, vegetables, meat and guCS@Lhe total cost of
these materials per spring roll might be 40 cents,

However, when you purchase materials tg_be puts you will
find that the cost per item decreases if i . This is one a
the concept of economies of scale. A f

they are buy m

might produce one million per week and b
their total cost of inputs might be aS@w as 5 cents per spg 0

Use your workRoo ple're the foll t

1. Asad examples to dis the ® key issues for equipment management.
@4 agaform oran example of an asset register from a

our school should have these.) Make a copy of this

b to be the 3 most important tips for:

= Managing others.

4. Choose a physical good produced by a workplace you are familiar with.

i. List all of the physical inputs that get consumed as part of the production process of
this workplace for a particular product.

ii. Try to find out the cost of each input when buying one single unit only.

iii. Try to find out the cost of these inputs when buying the bulk quantity that this
workplace is likely to buy.

Tips: You might have to interview someone from the workplace to find out this
information. Perhaps you might be better off working in pairs for this task.
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Task Management Skills 6.08
Budgeting
A budget is an important financial management planning tool. A budget lists 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 your spending more responsibly and allow you to take
control of your finances. When budgeting it is important to be as accurate as possible
and to list all of the expenditure items that you are likely to encounter. You should
also budget for ‘other’ expenses; some of these unknowns are likely to crop Q

unexpectedly. [ )
An important aspect of budget review is to compare your forecast sith the
actual amounts to see how much variation has occurred. This will h 0 n more

accurately in the future.
Throughout your life you are likely to rely on budgets for:

= Planning and managing your personal and householdlfi e d
= Planning and managing the finances of a work-reglle enterprise activitfgoow,
and even perhaps your own business later in 2

Plan: Budgeting Organj ing
Prepare your budget as accurately as Prepare for the d/oFselling.
possible. Q Shop e best deals (but
U Berealistic. cheagk isn'’plways better).
U Plan to the dollar,not to t avem ready and available when
(except for variable u need it.
U Always under@¥j velue. suitable denominations and
O Always overeg exXpenses. hange.
O Calculate fgrecited ®irplus or defici Check your budget to ensure it s
O Inclu o nd allowances fo reasonable and realistic.
unk ‘other’ items. O Use shopping to-do lists.
Do: Bug Review: Budgeting
un your activity wi the money During and after your activity, compare
oming in and the mo g out. budgeted amounts with actuals.

Keep all receipts. U Tally and record the actual amounts.

U Record daily operating expense O Work out the variance %.
amounts in a diary. Q Reflect/discuss why the variation is

U Make sure you are staying close to occurring.
budget. U Seek financial advice if needed.

O Limit financial responsibility...make one QO Change plans or implement
person responsible and have them a back-up.

report to you and/or the group.

O If revenue or expenses seem to be
way off, change your budget and
perhaps your plans.

WRS
SUPER
SKILLS
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6.09 Financial Planner

Cash Budget/Financial Planner

Name(s):
Activity: Date(s):
Revenue Forecast  Actual Variance Expenditure Forecast  Actual Variance
items $ $ % items $ $ %

Total Expenditure

Forecasted Surplus Forecasted Deficit

Actual Surplus Actual Deficit

Variation Variation

Student signature: Date:

Supervisor’s signature: Date:
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Assessment Task 6.10

Work-Related Activity AT1

Complete the following tasks as directed by your teacher.

1. You are required to carry out effective planning for one of the following activities:
U A work-related activity you are undertaking this unit
U Your work experience/placement you are undertaking this unit
U Another activity that you have negotiated with your teacher/supervisor PY

U A specific task related to one of the activities mentioned above.

2. You are required to give a presentation to the class, using PowerPoint g
program, based on the progress of your work-related activity. Thig@aig

p.133.
3. As part of the planning for this task.

= Tick those tasks that are required to be completed. might add some

other tasks including (ethically using and reviewin
LOG). If so, write these in the table.

oy technology, re:

= You might have to negotiate some of these

= Fill in the due date for those that aggareq
= Tick the tasks off as you compleififithe e
This work-related activity | will be planning for is:

your teacher.
e completed.

r teacher to init

O

Teacher
initials

Activities required for satisfactor -an._ len..( of task. o Q- Due by Done

1. Work task informatio .
[ )
2. Asking quesfio;\.
3. Atlea do , 6.02.
4, rop Activity Action @ , 6.03.

Weekly TimeshecN@E summaries, 6.13.

6. PODR Planning Pro-forma: Team Activity, 6.11-6.12.

NS LIS LN (S

7. Atleast 5 PODR Journal pro-formas, p.91.

8. Cash Budget/Financial Planner, 6.09.

10.
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6.11 PODR Planning Pro-forma

PODR Planning Pro-forma: Team Activity

Use this planning and goal-setting pro-forma when planning and organising an activity. Enlarge it to A3.
When finished present this to your teacher for checking and discussion.

Planning:
Write a brief description of your activity. What is your key goal/objective as part of this activity?

e;.

Which students are involved2 What skills /expertise /background do you and they have?

How will the activity assist you to complete the Learning Outcomes?

ppli @he costsé Q s

What other inputs and consumables uNl\quire?¢ How will these be lipplicdlh What are the costs?

Organising:
What equipment do you need? How will this b

Who else is involve(’ r te the activity? 0\
What ar cific ro'es and responsibilities o h person as part of this activity? (Attach page if needed.)

hat Y@he general tj

en do tasks have to be done by2(Attach page if needed.)
Hi2 How can this be organised?

Will this involve classes

What are some potential safety hazards and legal requirements and how will you deal with them?

What permission is needed? When will this be discussed and negotiated with your teacher?
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PODR Planning Pro-forma 6.12

PODR Planning Pro-forma: Team Activity

Use this planning and goal-setting pro-forma when planning and organising an activity. Enlarge it to A3.
When finished present this to your teacher for checking and discussion.

Doing:
When will the activity take place/what is the timeline

What supervision is needed when carrying out the task? \Q

X

Who will do specific tasks and by when do the §llha ¢ Outline exactly whd ed to be
done, by whom and by when for your specific p le: plete/attach Acti rs/to-do lists.

S L

Reviewing: \
When will a prggres{iepor™®e prepared and our teacher?
&Iucfe its progr:

Which criteria/key performance indicators will be used to monitor and evaluate progress?

Who will help supervise the setup and coordination of the activity?

What back-up is in placeé

WRS
SUPER
SKILLS
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6.13 Weekly Timesheet

Weekly Timesheet - Planning Summary (enlarge to A3)

Name: Activity:
Week starting: Week ending:
M Mon Tue Wed Thur Fri Sat Sun
Task? Task? Task? Task? Task? Task? Task?
Who? Who? Who? Who? Who? Wh. Who?
am12.01-

7.01-
8.00

8.01-
9.00

9.01-
10.00

10.01-
11.00

11.01-
12.00

Duration

Signed: Weekly Duration:
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7.01 Workplace Information

Information overload

Have you ever heard any of these statements before? These are all examples of
requests for different types of workplace information from different workplace participants
or stakeholders. As part of your work activities you will continually have to collect,
analyse and organise information that flows both to, and from a variety of sources.

“What's her
story then?"

“What information @
can you give me

about the ne o
“Can you help [X 4 QM
me do this?" Modula g

s it going
to take?"

“So what do you
know?"

! ' “How do | find
hSEn v;l;ztvs the office of
qoss'? Bugulugs

Mc Gregor?"
"How do |
work this?"

“Are you

any good

at reading
instructions.”
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Workplace Information 7.02

Sources of information A

1. Discuss the varied information that might flow both to, and from, these stakeholders.

2. Consider a work-related situation you have been in. For this situation list information
examples that might flow either to, or from, 5 of these different stakeholders.

otential iciti OH&S i
custzmers/clients cust::::lrts:?c?ients reprdentatives
shareholders & o
owners ofer
rtments
managers & other

supervisors employees Y imin &
port staff
suppliers &
service providers gover
Qes
g 0 inSustry

S@;\kGh@ld advisors

profession \
advis inspectors &

regulators

contractors &
sub-contractors

technicians &

expert market

researchers

@ b & other organisations
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7.03 Workplace Information

Workplace information

As your career develops, there are many different categories

of workplace information that you will be expected to be able

to communicate. Your work-related activity you are planning,
organising and managing can act as a type of test-run for you to
get used to working with different types of work-related information.

B Types of workplace information

1. Complete each category with 2 more examples of workplace infgrmat

2. List 6 types of information that could fit into the ‘Other’ category.

3. Source 3 hard copy examples of workplace information from

e you know.

Employee information such as... Product ation such as...
= Woages and salaries =  Where t
= Working conditions = Price sale
= Hours of work = Pro ations
= Leave and entitlements = c planations
= Superannuation rations
= Roles and duties ance and advice
= Rights and responsibilities Service contracts es
=
= =
Worksite informag C Industry information such as...
= Location and pc‘ing hics
= Hours of operatio erns of consumption
= Type of operatRgks stry trends
= Location o il arket share
= Locati va taff members Competitor information
= Safef rgency procedures = Economic data
=
=
Organisational infor Other information such as...
= Organisation’s history
= Management structure =
= Policies and procedures =
= Product mix and range
= Vision, mission, values and goals i~
= Key markets and products
= Customer /client data =
= =
= =
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Performing work tasks

Workplace Information 7.04

It is vital in work-related situations and workplaces. that you have access to timely and
accurate information about how to perform work tasks. Otherwise you might not get
shown how to do your job properly, or may not find out until it is too late! Employee
induction, training, supervision, mentoring and coaching should all support information

communication.

1. Select 2 work tasks that you need to carry out as part of a work-relatg

2. For each one complete the table below by describing how to do t

Work task inf@mation

Work-related activity:

= Work task 1

= Work task,

Describe how to do the task properly.

(QJ

Des,

do the task prop

o
Describe how this fc:i\ mwork. @ how this task requires teamwork.

Describe how a worker learns how to do this task.

Describe how a worker learns how to do this task.
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7.05 Analysing Information

Information overload

In a workplace you are required to analyse internal and external information so as to
make work-related decisions. The difference between success and failure often stems
from having timely access to the right information, as well as the skill to analyse and use
that information.

So when you are told something, or are given advice, or if you research information
online, you need to ask yourself a series of questions about the usefulness and accuracy
of that information. Not all information and advice is good, nor is it all bad. B®how do
you know? )

Amellysing Inienmeifions 4 Ky

1.What is being said?

= Do | understand it?

= What is being said?
= Isitin industry-speak? 0
= |s it data, market research, advice,

observation, text or a report?
= ls it reporting what has happenedgr
forecasting what might happeg? .WRO'IS saying it?
= ls it opinion-based or fact-has = Areth pert?
o they have authority?

o y biased or independent?
re they experienced?
\ Are they being paid to say it?
= Are they in a position to know?
= Do they have a track record?
= Can/should they be trusted?

.Why are thg

Is it jUst advertisi \
oris it factual?

Do they have a vested "#€rest?

g and PR,

4. How can | use this information?

= Are they telling the full story? .
] ) = ls it relevant to my needs?
= What are the costs associated with the . ) L
. S = ls it worth my investment in time &
information?
o o money?
= Is it their professional livelihood? . ) .
= Is it something | can prove/disprove

myself?
= How will it help me make informed
decisions?
= What help will | need understanding S‘ﬁI’EESR
R
and using it? SHILLS
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434030

443480

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

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

product information
specifications and technical
price and availability
range and features
suitability for use

customer details nf@rmat' <

personal details in database
account information
buying preferences

terms and conditions

market research
= demographics
= focus groups

= product testing
= industry tr
pri@es al advice

ngineering
rketing & publid

= le nsing
@Jntmg, banking & financ
=)

Choose one of the cat

Analysing Information

safety information
= warning and danger signs
= policies that must be followed
= training and correct use
= personal safety plan

roles & responsibilities
= job description
= to-do lists, duties to perfo’n
= who to report to o
= level of auth

policies
ks are done
iges to follow
Rnd advice
gW 10 use equipmerf@etc.

customers
help lines an
ordering a nt

s

ancgl information
= bu iod- revenue & expenses
overheads, costing & pricing
t & loss; assets & liabilities
xation, fees and charges

legal requirements
= licensing and regulations
= OH&S & product safety
= copyright & intellectual property
= EO laws, employment laws

Workplace information

ories of information shown above. Find examples of information

from a workplace related to 2 of the 4 points shown in this category.

Collect an example from a workplace of 3 of the following: invoice, purchase order, cash

receipt, docket, bill-of-sale or some other relevant financial record.

“If you give advice for free people don't listen; but when you start charging big bucks then
suddenly they start to take notice.” Discuss this statement as a class.

Search the internet for information about the New Zealand Schoolgirls and Ribena.

Discuss this as a class.

Use the internet to find an unbiased piece of information or research that relates to your
work-related activity or the industry of your workplace.
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7.07 Analysing Information

Facts and figures

Sometimes workplace information is very number heavy. This is where well-developed
numerical task skills come in handy. All workplaces use numbers for financial
information, revenue and expenses, staffing, rostering, scheduling, ordering, quoting,

B Facts and figures

1. In your work folios, rewrite these figures in the correct order. ®
215695 4568452 5698 5412698 25632154 2365 o
225635 325 21 34146594 0212512 214 6
526532 6412 45 2350 2151254 1236 200
2123654 5256325 5669787 253 212541 ‘ 200200200

2. How might these figures be better presented so as to make easier?

3. In your work folios, rewrite these customer de

Name Customer No.

Jones Enterprises 2568

Mc Donald’s Corp 2586 S2, X
MacDonald'’s Pty 285 45 DR 57 2,37

J Jones Entity 25 $2,134 CR $5,896
John Jones & Sons $22,143 DR 4 $22,134
Mick Donaldson $2,43aDR $4,872

$2,00
4. How and why gd y ife the correct or

Johnson & McDonal 1 $20,000

5. How does entation of this i help you analyse it more easily?

o. ich mer is owed mg¢ @ pw do you know?

Which customer ha equal orders this year? How do you know?

8. Which customer owes 10% of their annual orders? How do you know?

9. Which customer owes money from last year? How do you know?

10. Which customer’s account might be in error? How might you know?
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Analysing Information 7.08

Asking questions C

You are required to conduct either a market research survey for your work-related activity,
or a survey of a customer/client, or a supervisor/manager in a workplace.

1. Clearly summarise in one sentence just what it is you are trying to find out.

your questions here. Then present these to your teacher for
make sure you set the survey out neatly & professionally.

Asking questions

Closed questions are usually quite Open questions are good for finding out

formal and basic types of questions. opinions and more detailed information.

= These normally require a yes/no = These normally require an extended
answer; or might be a list of response.
options. = Open questions are useful for finding

= Closed questions are good out'what’/’'why’and ‘how’about a
for finding out facts and person or an issue.e.g.”"What is that WS
information and assist to collate you like about pasta?” SUPER
data.e.g.”Do you like pasta?” SKILLS
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7.09 Communicating Information

Communication

One of the most significant changes occurring
in modern workplaces is the evolution in
communication methods.

Improvements in communications technology have

meant that messages can now be sent much faster,

much more cheaply and to more recipients, more

often. L

This should mean that people are able to communicate
more effectively. But in many ways it has lead to over-
communication and ineffective communication!
Nowadays, people just have more ways of avoiding
you. This means that people are still not getting the
message!

Relying on electronic methods of communication

alone is just a cop-out. Just because you have sent
a message, or posted online, or tweeted, or up
your status, doesn’t mean that the recei as
nor heard, nor even understood the m¢lls

BTW, nothing replaces face-to-face communi

Good communicators know to balagge ele [

messaging with other traditio@mication method

Communication proce x

A message is noth@g, i t @ message, no Di note, it's not even
worth worrying ab & has been recderstood and acted upon by
its intended audie&.

One of the on failings of rn Wrkplace communication is still the
old, “...Wr@r’t you done what | askeqg| sent you a fax and email and an
SMS!

g Q derstood the message then
hey must be listening for the message to be

e eiver hasn’t re
mu fion is ing
derstood!

communication procSg¥ always consists of 3 key components.

The Sender The Message The Recipient
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Communicating Information 7.10

Effective communication

When you are planning to communicate any key message you should consider the
following 4 questions.

1. What are you going to ‘say’?

2. How are you going to ‘say’ it?

3. How will you ensure that the way you ‘say’ it will be suitable and effective?
4

How will you check that what you’ve ‘said’ has been received, undeggtood
and acted upon?
In order to deliver an effective communication message, regardlesg of it
is verbal, written, electronic or in some other format, you must ima
message will be received from the point-of-view of the receiver.
@ they be able to

Brmat to suit the

Put yourself in their shoes. Will they want to ‘get’ the messagé
‘get’ the message? Always, always, always tailor the mes
audience.
By following the ‘8 Steps to Effective Communicatio u automatically saRgfy
these four questions shown above.

o

8iStepsito)Effe

1.Be clear in your
objective.

n your
munication.

&hoose the
— most appropriate
ethod and style.

4.Choose
appropriate timing
and a suitable

N\

location.

5.Tailor the
message format
to suit the
6.Eliminate audience.
7.Follow up to ‘noise; distractions,
8.Allow questioning/ ensure message has and over-
and modification been received and communicating.
if required. understood! WRS

SUPER
SKILLS
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7.11 Communicating Information
A 8 steps

1.
Use those skills to trnsl8 these tips and match these 8

examples and model these in class.

= Mak sUr dey cn ndstnd t

= T8k g's, sEk fEdbk,n B
prprd 2 mAk chgs f nssry

= D’seTn mst suit d styl f
cMunctn n aLow ppl 2
cnSntr8

= TIm f day, INgth f Mzg
= Wot u tryn 2 sAy?

= DoNjuswngt, pLn &
rEhrz

Remember txtn back in the days before smart phones were so good at predictive text?

steps for effective communication.

In your work books explain the 3 stages in good communication. Use work-related

= ?frml, nfrml, TIkfst, PP,
mEtn ? Mak sUr Quits
o

audnS,
js®

d'Mzg

Two-way process

Effective communicatio
positive workplace@nvi e

you develop your munication in ¢
to become more eNglo le.

ey ®@creating a
. So it is vital t4

?

Co

A mé
giving a
ort or
unicating
clear

instructions

In the past ommunication o a without
one-way For example, managelgvould opportunity
c n ‘the line’ t rs. This was 0 discussion
is usually
an example
olves a of one-way

om i
%d a top-dow
tive@ommunicg® X
o-way process. Th Jor the sharing of
I

s and feedback. Wo E often operate in
teams which allows for greater involvement and
improved communication.

However, one-way communication can still be
effective when clear instructions need to be given,

communication.

Employees who

when timelines are short or when the message is W0k Engﬁther

simple and easy to communicate. anc wiho
also discuss

And at times, two-way communication may issues with

be ineffective as it might lead to time-wasting,
arguments and confusion.

managers are
using two-way

communication.

So which method do you favour?
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Communicating Information 7.12

Workplace communication B

Choose a workplace that you are familiar with and select 2 different occupations that exist
within that workplace. Complete the table for each occupation.

Workplace

= Occupation 1 = Occupation 2

i. Describe 2 methods of communication that are commonly used as part of the work ochvmes

O

ii. Describe the importance of 2 differegt com ion devices for thd

ne disadvantage of these methods/devices.
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7.13 Communicating Information

Communication methods

It is vital that you are able to choose the most appropriate methods of
communication in order to target your information message to your intended
audience. One of the first areas to consider is the use of both formal and informal
methods of communication. Many are listed in the diagram on p.125.

Formal communication Formal communication methods
Formal communication refers to a range of = Instructions and orders @
communication methods and styles that are | = Professional advice ®

= Presentation

used by workplace stakeholders on a day-to- | = Business emails
day basis. = Business letters a
= Reports

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.

L

Informal communication

Informal communication refers to the
that people might communicate when t noj¥one another
the way that you talk with family, frignds a er personal an

The ‘rules’ of communication wi onal friends and f

from how you communicate in t lace.

Sometimes in the workpl ormareommunication methods
communicate infor aIIy ind close rsations
doors’, with truste or a coach oy Notes
mentor. However, | communicatiog hatting
should be useﬁn In work-rela

situations. munication mi

Coaching and mentoring advice
= SMS messaging
lead to mi tandings, embggassme = Using social media
cros ensitivity or kplace = Communicating with people who you

atlon and har know well; and many more.

ch dlfferent

ork-related activit

, . i . Image: Alex Slobodkin;
are required to com icate ideas and information Photos.com

related as part of your work-related activity. This will
include ideas and information associated with planning,
organising and managing the activity as part of your
team. You might also have to make a presentation

to the class about the progress of your work-

related activity. You should rely on professional

formal communication methods. However,

there may be some scope for informal

communication when dealing with less

important issues.
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Communicating Information 7.14

Formal and informal communication

1. Consider each of these scenarios. Identify if each is an example of formal or informal

communication.

suggest an alternative method.

Explain whether they show, or don’t show, an appropriate method of communicate. If not,

1. You tell your supervisor that it seems that there
is a problem with the guard on the folding machine
and you want to report it. He asks you to write it
on a post-it-note and he’ll take it to the HSR.

2. You have responsibility for organising a new
marketing campaign. You contact an @vertising
firm and they prepare a brief outliging their
ent

campaign for you to take to m

3. Your boss messages all staff telling them that
soon there will need to be cutbacks among th
casual workers.

3.

Ovutline a

the w as part of your

ce;

product orders f

informal communication might be suitable in

-related activity.

ion might be sui the

Informal communication might be suitable in the
workplace when...

Formal communication might be suitable for my
work-related activity when...

Informal communication might be suitable for my
work-related activity when...
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7.15 Communicating Information

Avoiding communication mistakes

By now you can probably see that effective work-related communication
doesn’t just happen by accident. When you communicate you need to be
able to effectively collect, analyse, plan, organise and communicate varied
information; and to varied workplace stakeholders. Communication styles and
methods must be suitable for your intended audience.

There are a number of common communication mistakes that people make

that can be easily avoided. Study those that are listed below and discuss the@®

as a class. And of course make sure that when you plan any communic o
including work-related communication, that you minimise these migkak

@ Inappropii
choice of la

® Poor planning g

@ Pitching the
message too low
or too high.

bor choice of
location.

communication
devices.

audience.

® Not engagin'he\ \ ®Inappropriate

@® Assuming the
message has been

‘received.
\

@ Assuming the
message has been

‘received. WRS
SUPER

SKILLS

A Planning for effective communication

Copy and enlarge the ‘Effective Communication 8-Step Planner/Feedback pro-forma’.
Complete this planner for one of the following tasks:
i. A report to the class on a work-related activity you are planning to undertake, or

ii. A report to the class on your role and responsibilities in a workplace you are familiar
with.

You can also use this pro-forma to review how the effectiveness of a presentation.
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Communicating Information 7.16
( )

Effective Communication: 8-Step Planner/Feedback Pro-forma

Work task/activity: Date:

Team members:

Briefly but clearly explain what you are going to do for each of these 8 steps.

&'

1. Be clear in your objective.

2. Plan your communication.

3. Choose the most appropriate method and styl *
9% R
4. Choose appropriate timin$uble location. 00
[
5. Tailor the mess | e and format tq @ audience.
A
6

. i oise’ and distrg “ including over-communicating.

7. Follow up to ensure the message has been received and understood!

b

Allow questioning and modification if required.
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7.17 Effective emails

A Usj
an email megl
ate uations. Yd '
sonal
An invitation to a party you are holding.

Effective emails

Composing an effective email message
does not come naturally. So use these
tips to help make your emails more
professional.

1. Different communication rules apply

for professional emails than for emails

to friends.

2. For a professional email the same
standards of spelling and grammar
apply as if writing a letter.

3. Internal emails received at work m
not be sent outside the ‘organisati

4. ltis often hard to explain detailed
issues in one email. Use point fgrm an
use short sentences. Small me es
are better.

5. Words that are written,
so don’t be rude or

\'\\

effectivel

’

“B A annual message to relatives you
haven'’t seen for a year.

‘B An email to someone who isn’t computer
literate.

“B An email to a TAFE or college enquiring
about course entry requirements.

> such as not
s and so on.

us
don’t

®the sender kno
received a me
acknowledge

When n d professional email

addresdnot sikestraver@geemail.

om).
WRS
SUPER
SKILLS

e following personal situations and for 1 of the work-
e to get creative and make up some of the details.

Work-related (Professional)

B

B
B
B

An email to accompany a job application
and résumé for a job advertisment.

An internal email to report an OH&S
issue in a workplace you know of.

An email notifying your team members
of an upcoming meeting.

An internal email to your manager
requesting funding to host a going
away party for a staff member who is
retiring after 20 years.
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Assessment Task 7.18

Work-Related Communication AT2

Complete the following tasks as directed by your teacher.

1. You are required to undertake a communication activity related to one of the following:
U A work-related activity you are undertaking this unit
U Your work experience/placement you are undertaking this unit
U Another activity that you have negotiated with your teacher/supervisor. PY

2. As part of the planning for this task you must do the following.

= Tick those tasks that are required to be completed. Your teacher m some
other tasks. If so, write these in the table.

You might have to negotiate some of these tasks with your

Fill in the due date for those that are required to be co

Tick the tasks off as you complete them. Get your te

f
Present your report to an appropriate person/a e g o,
This work-related communication activity is about: §

Teacher
initials

4 4 480 0

Activities required for satisfactory completion _ .ask.

1. Sources of information, 7.02A.

2. Work task information, 7.

3. Workplace infowaii 6@ (q.1-2).

4. Asking questio

5. Workp, m ication, 7.12B.

6. a formal comm @ , 7.14C,
Plan®ng for effe nication, 7.15A.
Identify/use technolo8 cally to help communicate
effectively.

9. Present your finding to an appropriate person/audience.

10. PODR Planning Pro-forma: Team Activity, 6.11-6.12.

NS LSS ES LS

11 Review your communication/presentation including
" feedback.
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7.19 Workplace Learning Journal

Workplace Learning Journal

You must complete one of these record pages for each day of your work placement/work experience.

Name: Day:

Workplace: Supervisor:

Times Description of main work tasks and duties performed.

7.30-8.30

8.31-9.30

9.31-10.30

10.31-11.30

11.31-12.30

12.31-1.30

1.31-2.30

2.31-3.30

3.31-4.30

4.31-5.30

5.31-6.30

0.

Work- ~ _scription of how ' u de\ ‘oped this work-related skill.
related skill (Consi. ven rise capabilities, employak ‘v ski , or specific skills as per your teacher’s instructions.)

[ 4

Describe an OH&S practice
you followed or observed
in action today.

Outline any special arrangements
or requirements for tomorrow.

Student signature:

Supervisor’s signature:

WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2014 DELIVER Educational Consulting and its licensors. All rights reserved.




Effective
Problem-Solving

Contents

8.01 Checksheets

8.03 Presenting Solutions
8.05 Brainstorming Assessment Task
8.07 SWOT Analysis Self-Assessn. t...
8.09 Drilling-Down

Activity

8.02A Work-related problems

8.03A IASM

8.04B 1ASM problem-solving

8.05A Brainstorming

8.06B Brainstorming in action

8.08A SWOT Anal;.sin\@

8.10A Drilling-dowRlin a®®on

8.12A C s in action

roblem-solving

AT3 Problem-Solvin w

8.15 Self-Assessment

Comments:

WORK RELATED SKILLS INTERMEDIATE 2nd ed. - FOR VCAL AND APPLIED LEARNING
Written by Michael Carolan. Copyright © 2014 DELIVER Educational Consulting and its licensors. All rights reserved.



8.01 Problem-Solving

Problem-solving

One of the key drivers to success, both in your personal and in your professional life is
the ability to solve problems. Solving problems will assist you to more easily achieve your
goals.

The ability to solve problems is an employability skill that can be built and developed.
There are various tools and processes that can help you solve problems. As part of this
unit you will be required to use some of these tools to enable you to overcome common
problems experienced in the workplace or associated with your work-related Q:tivity.

Work-related problems

When analysing work-related problems it is a good lems
idea to identify the problems as relating to one, or 19 breakdowns
more of the following categories. | conflict

@ Employee problems (including management) es

er€omplaint
duct faults and re s
Customer service 3
= Lack of staff
Of course all work-related problems dog#ros = OQOut-of-sto

and impact on a variety of areas. Ther: iteply
1000s of potential work-related problems t ight
relate to a specific workplace or indWg@try. However, = v es

@® Customer/client problems
® Equipment problems
® Process problems.

ce
pqui®nent issues

many problems do arise from si uses. So anjlacturing breakdowns
keep this in mind when you apply some 4 s with inputs/components
problem-solving tools. = Environmental waste

o

tage problem-sg A free-thinking tool that
encourages participants to suggest

@l process Brainstorming

analyses a prol3 bn and write down as many words and
selects and monit ns. terms associated with a concept as
possible.
SWOT Analysis Drilling-down
Provides a snapshot of the internal A method to break a seemingly
strengths and weaknesses and large problem down into
external opportunities and threats progressively smaller,and easier to
related to a situation. manage components.

I Checksheets

A tool for recording the number of occurrences associated with a particular activity.
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Problem-Solving 8.02

Work-related problems A

Briefly describe some specific work-related problems that you might have to deal with as an
employee; or those that you have seen occurring in the workplace; or as part of your work-
related activity.

Work-related problems - employees

e.g. New employees are not shown how to deal with difficult customers.

&'

Work-related problems - customers

e.g. Customers have to queue for too long, especially

Work-related prob! - prggnt

e.g. The photocopicflike reaking down.

ork-related problems - processes

e.g. The delivery truck blocks the customers’ cars.
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8.03 IASM

Problem-solving process

By now you are probably aware of this IASM problem-solving process and
have had an opportunity to use it to tackle a personal or workplace problem.
The IASM process is an effective way of dealing with a problem. In -
this unit you need to consider how you can: Iagm

1. Solve work-related problems that you may be faced with
2. Solve problems that others might be facing
3. Solve problems by combining IASM with other problem-solving tools.

A IASM

As a class use the IASM process to work through this problem.

Identify the problem pping bags get

ome too heavy to
ple.

= Clearly identify what the problem
really is.

= Write this problem in as short and
sharp a sentence as possible.

Analyse the causes/facts

= Work out what and who is causing
the problem.

= Focus on issues that can be
controlled.

= Consider secondary or
The order is late..becaf
taking too man aly

= Try to list 3-6 @i SONS.

solutions © Make these bags smaller.
3-4 p055|ble solutions

a deal with tjg

IO
one ‘side’ of the proN *u

P ECrS are

Pick solutions th

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 Mana e
part of this solution. solut-ign

= Make sure that you change
behaviours to stop the problem
from happening again. WRS ©

= Check to ensure solution is working.
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IASM 8.04

IASM problem-solving B

Use the IASM problem-solving process to solve a work-related problem that employees in a
workplace you are familiar with have to deal with.

Depending on how your teacher constructs this task you may have to interview people or visit
a workplace to view a work-related activity or process in action.

(You should make a copy of this pro-forma before beginning and possibly enlarge it to A3).

)
1. Identify the problem
<Q°

2. Analyse the causes/facts

Suggest some ons

\'\\
(Q:

4. Manage the chosen solution
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8.05 Brainstorming

Brainstorming

When you have a problem, basically you are stuck
and unable to move forward.

Brainstorming is a technique whereby you list
whatever thoughts come into your head that you
relate to a key concept or idea. No suggestion

is criticised or rejected. Brainstorming allows an
individual or group to generate a list of words for
that concept and to move forward.

Brainstorming is a great starting point to develop
ideas. Brainstorming can help unlock creative
potential and allows people to both hear and see
possible ideas and solutions.

Brainstorming is useful for generating creative
ideas because one word, leads to another, and
then to another which can help people come
up with new ideas and approaches. In a team
situation, the words of other people can
or someone else to come up with new
When finished you or the group then fo
the ‘best’ ideas.

You probably don’t realise it, bu aturally
brainstorm all the time. Whegyo of
something specific you th think of wor:

Effective brainstorming

Write the key idea large and
bold for everyone to see,
perhaps on a whiteboard, or
somewhere clearly on your
page.

Set a short time limit, between
60 seconds and 2-gninutes,
depending on the size of the
group.

Some a e the
group an it wn the

up’for ideas.
n all ideas for all to

eas are not criticisegor
rejected.

Make sure urag
everyon

fe embers
minate.

pictures and ideas gnd r mind usually r
off in different direCliggs

& WRS
SUPER

SKILLS

~\

A Brain ing

3.

4.

11.

13.

15.
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Brainstorming 8.06

Brainstorming in action B

Use this page to record all of the words or terms that you, your team, or your class
generates in response to a key concept that is presenting as a problem. Highlight those
words/terms which will be further investigated as part of the problem-solving process.

(You should make a copy of this pro-forma before beginning and possibly enlarge it to A3).

Problem?
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8.07 SWOT Analysis

SWOT Analysis

A SWOT Analysis is a tool that you can use to analyse problems
and allows you to take a snapshot of both an internal situation and
an external situation. In order to undertake a SWOT Analysis you
need to have:

= A focus question, (e.g. How can | improve my school results?) or

= A goal you are trying to achieve, (e.g. How can | get my Leaner’s permit?) or

= A problem you are trying to overcome, (e.g. How can | save more money?). °

Strengths and weaknesses - Internal S é
tre

&

th®Se strengths, co@solidate
d build uponghe

As part of a SWOT Analysis you must at

first analyse the internal position. This
involves consideration of various strengths
and weaknesses. e.g. You might perform a
personal audit of your skills and competencies.

= What cgy ) wel?

= Co e

Be things that are
ou.

A SWOT allows you to stop and reflect on you
or on a situation. This internal analysis is
useful for personal problems associat
planning your career, setting goals or us e
trying to deal with difficulties in life. A reali
assessment of your internal strengt\& and g W 't so good at?
weaknesses can show you just u need = Fogs onggreas and skills you should
m
F

your strength ers.

to develop in order to impro nd develop.

. . ' - . orm partnerships and teams to
In work-related situatio ternal analysis .
) ke up for your weak points.
can really assist Wil Stz¥leholders to . . ]
Get advice and training to deal with
h )

reflect on things t g done well, an

' . these.
also on those ggea iC™ need improv
Opportu d threats - E nal - -~
The &8I p a SWOT Ana o analyse RROISUNTES
al position. o you = What potential good things might
Id c@hsider oppd pnd threats by L
ntifying and analys Jituations that = What trends and changes are
emerging?

t impact on you or tiNg&ituation in the

forseeable future. This involves: = How can you take advantage of

" _ what is likely to happen?
= Recognising potential forces for change and

using these to create better outcomes and

. Threats
opportunities

= What potential negatives might

= Analysing threats from trends and changes )
impact on you?

that are occurring in the external world

which might cause problems. = What trends and changes are

emerging?
= In work-related situations opportunities = What might happen to stop you
might arise from new markets or products, achieving your goals?

and threats might come from competitors.
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SWOT Analysis 8.08

SWOT Analysis in action A

Complete a SWOT Analysis for an immediate work-related problem you are aware of such
as a business receiving too many complaints or product returns.

(You should make a copy of this pro-forma before beginning and possibly enlarge it to A3).

SWOT Analysis
Issue /problem: Date:

o
o
Strengths Wev‘

- Z —

— > Z

rtunities Threats

(Q

— > Z o m=— X m
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8.09 Drilling-Down

Drilling-down
Do you recall how the best way to tackle large 1.
goals is to break them down into smaller, more
manageable bite-sized chunks? Well the same
applies for problem-solving.

Many problems loom large and seem too hard to
overcome. However, if you can break a problem
down into its smaller components, then you are

well on the way to identifying the key causes of that
problem. This will make it easier for you to tackle the
issues and try and solve that problem.

Drilling-down allows you to make a choice between

different courses of action. You might have even
used this method as part in PDS.

Which way should | go?

Effective drilling-down

Identify your ‘big’ problem and
write it at the left of a sheet of
paper.

List the main points, issues or
questions that make up this
larger problem.Try for between
3-5.If stuck answer ’.hy’ or'why
not’?

List any point, n’
questio a uglice these
new issue -3.1f stuck

ans why not'?

me factors for each
A\l stuck answer ‘why’ or

Fir'e

rt to analyse the r\gt-

Drilling-down breaks complex problems into ?glr;(:ij:f for so &
progressively smaller parts. This makes '

bl littl ier t | Drilli Now you have owi@he
problems a li .e easller gso vg. rillin problem 3 ith some
then be used in conjunction with anoth to potenti

help tackle the problem.

When you drill-down a problem |l see that as
you get closer to the right-h might even

be starting to come up wi lutions! w
o
/ \ on’t know wher
to look for j
73 ,

\

U

n't know how to
apply for jobs.

3

-

—_—

s

N’

I'm not sure what
type of job | want to
do.

—

What are the best
online sites?

How do most people
find jobs?

Who should | ask?

Who can give me
advice?

I need to fix up my
résumeé.

What should | putin a
letter?

People are telling me
what | should do.

I want to get a taste
of a career.

How will | know what
I will like doing?
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Drilling-Down 8.10

Drilling-down in action A

Use this page to undertake a drilling-down exercise for a problem you are aware of. You
might consider a problem experienced as part of or your work-related activity or perhaps a
problem occurring in a workplace you are familiar with. Perhaps you could look at a wider
work-related problem such as workplace bullying or some other issue.

(You should make a copy of this page before beginning and possibly enlarge it to A3).
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8.11

Checksheets

Checksheets

A checksheet is simply used to collect and record information. You have
probably used variations of checksheets before and not realised how useful
they are in problem-solving.

Checksheets work in conjunction with other problem-solving tools such as
brainstorming, the 80-20 rule and many more. Checksheets must be pre-
prepared so that they can be quickly and easily used to record information.

Checksheets might be used in a work-related situation by someone who is ®
trained to observe and record information. Checksheets might be used @ ®

record:
The number of customers at different times of the day

The type of query taken over the phone
The reason for a customer complaint
The cause of a technological breakdown

NSRRI NRN

The number of public transport passengers aligh a
a particular destination

v' The type of meal most ordered...
as well as many other work-related situti

Effective @ec

Require...

Checksheet
: Cars pavked illegally at Westglakes Primary School

M A space to desNbe work task
onitored.

ation: Morning shift

compreted by: Aaron Tonto Day: Mo - Fri Dates: 1721 Aug , 2014

Reason/factor Mon [Tue ed [Thu |[Fri [Total %

D30 S 0 S Y W S
dowble-paried WA i m | S4 | S

LS MW
lOW”ﬂQQ 5 1W 1557 <=

pavieing bn o Wi N1\ N |

overstaying time

: el 78 AN Y N A AN Tl [ £
e.g.check mark, a tick, so on. StANOLNG ZOWE| el el el ¢ :
. . parking in frontof\w w0 | 12| 5
M Columns to show time duration drivewaus| 2| s| 2| 5| o
such as days of the week, or hours pariing too closelw ||
of the day. tocomer| 4| 4| 4 s o7 |7
M Columns and rows for easy adding | other@escribe) i W1\ WL M|
fd d calculati f o parking n bus zone e e e >
of data and calculation of %s. all others together
M Space to note the person recording (all different) o S Y e
the information, the day and date. Towl| 50 | 52 | 29 | 4¢ | 55 |242|100
M Space to record and note any
other information that might be  WRS % 20|22 16 |19 | 22 100
important. SUPER | Information to consider:

SKILLS | someone else is caleulating total cars parking.
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Checksheets 8.12

Checksheets in action A

Use this page to collect and collate information related to a particular issue, problem or
work-related task. Perhaps your class can also investigate a problem associated with your
school, community or local area such as students arriving late to class, unhealthy purchases
from the school canteen, illegal and dangerous parking around school and so on.

(You should make a copy of this pro-forma before beginning.)

Work task /activity:

Other information:

Completed by: Day: Date:

Time period/(such as day/d,

Reason/factor

¢

other (descr©

all others together

Total

%

Information to consider:
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8.13 Presenting Solutions

Presenting solutions

Once you have identified a workplace problem and have developed some strategies to
help deal with that problem, it is important to present your findings to relevant workplace
stakeholders.

You will need to draw on many of the communication methods and strategies that you
have developed through these WRS units.

It's likely that you might have already communicated with a relevant person ag part of
your problem-solving investigation. This might have been a manager, a supeMisor, an
HSR, a teacher or some other stakeholder. You might find that it is bes ise@rmal
communication methods such as a report and presentation. You d cgmsider
developing a multimedia version of a flowchart. Flowcharts can b& reaking
down key steps in any process.

Remember, your suggestions are not going to solve the probl eir own. But your
suggestions will give appropriate workplace stakeholders ice to potentially deal

with the problem. There might still be some barriers t the“problem {gom being
dealt with effectively, such as a lack of time, resourc g or some otbher Y@ason.

However, OH&S problems will need to be dealt | , especially j ent an
immediate or likely danger.
A Solving problems 0
1. Use the PODR process to hel dertake an investi@ition fito a work-related
problem impacting on a ou are fagiliar wit @Phight be a problem

related to the respons S echnology in ork-related activity.

i. Clearly ide@tify @Iem.

ii. Analyse \ em is occurring.

iii. Select %:o tion(s).

iv. D a od(s) to enable f lution(s) to be monitored to assess its

e ss.
2. par eport and o appropriate workplace stakeholders. Use images
a ultimedia tq t. A PowerPoint presentation might work best.

After discussion, 8 and negotiation with your teacher record some important

information below

Workplace:

Problem:

Stakeholders to present to:

Other people involved:

Key dates:
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Assessment Task 8.14

Work-Related Problem-Solving AT3

Complete the following tasks as directed by your teacher.

1. You are required to solve a problem associated with one of the following activities:
U A work-related activity you are undertaking this unit
U Your work experience /placement you are undertaking this unit
U A problem that is occurring in a workplace you are familiar with o

U Another activity that you have negotiated with your teacher/supervj

2. As part of the planning for this task you must:

h"add some
teWinology, re:

= Tick those tasks that are required to be completed. Your teache
other tasks including (ethically using and reviewing ICT an
LOG). If so, write these in the table.

You might have to negotiate some of these tasks wj

Fill in the due date for those that are required
Tick the tasks off as you complete them. G r @ cher to initial th
Present your findings to an approp s related to you acti

The problem | will be solving is:

4 40 3 8

Teacher
initials

Activities required for satisfacto. “ar. ‘letion of task. Due by Done

quued

1. Complete an IﬁM olving process. v
2. Documentab s ing process. v
3. Com WOT Analysis. v
ry out a drilling-da o @
Design and comp sheet
6 Undertake an investigafion into a common workplace v
* problem.
- Identify/use technology ethically to help solve the
* problem.
8. Present your finding to an appropriate supervisor. v
9. PODR Planning Pro-forma: 6.11-6.12. v
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8.15 Self-Assessment

r

Self Assessment Pro-Forma

Which work-related skills did | develop during this unit2

-
—
[
=
Which tasks did | perform best at during this unit? \z

Which tasks did | most enjoy doing and

Which tasks (if an

hich areas should

Signed: Date:

Qeqcher initials: Date:
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Effective Teams
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9.01 Effective Teams

Teams

All workplaces consist of teams of people working together. Being able to work
effectively as part of a team is a fundamental employability skill.

Everyone must co-exist in the workplace no matter the

work environment or the organisation. This includes

large organisations employing tens of thousands of

people, all the way through to small organisations, or

even micro businesses with fewer than five people. o
Even a sole-trader (someone who works on their own)

has to interact with customers, clients, suppliers, Q
contractors and other professionals. \
One of the most important factors that employers look

for when employing someone is their ability to work with
other people. So how well do you work with others?

Give people an opportuni
to have a say.
Assign team roles and share arly understand and
responsibilities, includin the goals/objectives of

being the leader. the team.
Ensure that tea. Choose a set of rules, agenda
strengths and or procedure for group
complem meetings and stick to this.
Pair her to Rotate team roles and share
help s d train team responsibilities, including
being the leader.
ol team meetj Record important
agenda and get information, dates and

report on their pro8 responsibilities.

N [ [
Put aside personality Always take notes (minutes)
differences and don't yell or of meetings and share this
get personal. responsibility around.
Decide on a decision-making Write down goals and
process that everyone agrees objectives and make sure
to use. everybody has a copy.
Be willing and able to communicate Choose a majority vote, and
effectively with people; including then stick with that; or some other
those from different backgrounds. method, such as consensus.
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Effective Teams 9.02

8 tips for effective teams Il A

It is important that whenever you work as part of a team that you stick to those ‘8 tips for
effective teams’ that were introduced last unit. Match the 16 ‘Actions that ensure teams
operate better’ on p.152 with the appropriate category below.

Communicate clearly Set clear objectives

@ @ \Q;'
\

Assign roles and responsibilities
ollow team ru

Ta i Listen and be fair
) 4

Build and support synergy Make group decisions
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9.03 Team Roles

Synergy Synergy
Have you heard the saying, “The sum of the whole
is greater than the sum of the parts”? We call this

Synergy is created when:
= Team members are aware of their

‘synergy’. Effective teams are based on team strengths and weaknesses
members having a range of skills. This means that | o 1aams are organised based on
individual weaknesses can be avoided. Working workers having complementary
as a team creates synergy because people skills

are selected to work together based on their = Training and support@ provided
complementary strengths and weaknesses and not to develop team berb

on their friendships. = Commungaatio -solving
So if you are forming a team (i.e. for your work- and decisl pports a
related activity) don’t just pick your friends. Make WEEIRS QY

sure that you choose colleagues based on their

skills and abilities. In many cases, a team of friends has li
synergy and is an ineffective combination and might n t
much work done at all! It may also end a friendship!

So what can you do?

Work environments are team environ
do you have that you can contribute to our own task
and help to create a positive team

And also, what are your weakn
need to build and develop togna

ou

able? Are y Rohzee's good at finding out

member and therefore m oiding _ ; .
things because they're or just too hard for info. Ghate s good at dealing
® J ‘ with people and Zhantra is
An honest assessm strengths, as M\the an expert at design. Although
areas in which yo({lie improve, will derstand they're not 'best’ friends,

your potential ibute to a team. glfscN@Rlly you might together they make a
perform a na OT Analysis. synergised team.

pre¥er

T&
4 -related f you can offer a team.
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Team Roles 9.04

Your multiple intelligences in teams B

Consider your skills, competencies, work-related experience as well as your past experiences
working in teams. |dentify 3 examples for you that match each of the multiple intelligences
(pp.72-73). For each MI you must include a strength, as well as an area that you could improve.

Interpersonal
Intrapersonal
=
= [
o
=
=
S
S
Bodily-Kinesthetic Naturalistic
=
=
© ®

Ver’ N Logical-Mathematical
=
E>( E>

S

Visuval-Spatial Musical-Rhythmic
= =
= =
S S
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9.05 Team Roles

Team dynamics

When people are working in team situations they tend to take on various roles. These
roles reflect peoples’ personalities, attitudes, skills and experiences. These roles help
create synergy and can assist to drive a team forward. At other times these roles can
cause conflict and team disunity. So it is important that you understand the role of team
dynamics in building effective team cohesion. This is why you might also study this in
PDS. So, see if you can recognise yourself, or other team members as these roles.

Driver

Their role is to lead the group so as
to achieve the team’s goals.

Facilitator !

Their role is to provide resources
and links that help goals get

achieved.
Supporter |
Their role is to go along with good
ideas and support what is being
suggested.
Timekeeper
Their role is to make the team ro o take minutes and
aware of deadlines and to ep rjiords of all the important
establish urgency. matters.
Innovat Implementer '
Their role is to.s nd eir role is to put the plans into
creative ideg@a rocesses. action by organising and doing.
emaker Critic
T le is tO ensure that team Their role is to challenge ideas to
h nyl¥s achieved and le make sure that things are being
get along. done properly.

eam dynami

In our team who per which roles¢ driver
(Note: People might have more than one role.)
facilitator monitor
supporter influencer
timekeeper recorder
innovator implementer
peacemaker critic
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Team Roles 9.06

Building synergy D

1. You are required to suggest teams for each of the activities outlined below.

2. Do an updated Skills Audit and collate the results for the entire class. Use other
information you know about the skills, competencies and experiences of your fellow class
members. Briefly explain why you chose each team member. Note: All class members must
appear at least once. If you need more space use your work folios.

An activity to show people basic car

An activity training elderly clients to use
maintenanr .

modern communications technology.

Team members Reasons Team members Reaso

An activity based ¢ org. ising and runni- activity training young children in sports,
a lunchtime Q. r students and staf“ fitness, exercise and nutrition.

Team members Reasons
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9.07 Leadership

Leadership

It used to be said that, “True leaders were born and not
made.” It was thought that members of society’s ruling
class would be leaders because of their good social
standing and ‘breeding’.

Into the 20th century it was thought that all managers
were leaders. Usually those employees that were most
skilled at their jobs were promoted into supervisory

or management positions. However, they weren'’t
necessarily skilled at leading other people.

As society has evolved we have learnt that both these
viewpoints are incorrect. You do not naturally become
a leader because you are born into it. Nor does a
promotion into a management position automatically
make you a leader.

An effective leader needs a range of skills. Most of t

power to exploit others. Instead leaders
respect, they are assertive and usegheir p

As part of planning, organisi
work-related activity you
lead, by other men§>ers
your team develop

reflecting the charfgt

team. So make _sur
m-leadership,
ics of effective lg

realistic plans to achieve this.

Can balance the needs of
different stakeholders.

Willing to encourage trust
and loyalty in people.

Able to work effectively
with other people; and by
themselves!

Mentoring

A mentor is a person of
seniority who acts as an
informal adviser or guide to
someone new. Mentors use
their experience, knowledge
and wisdom to offer advice
to help develop @ung
inexperienced people.

help them
to the culture of a

oyees with
management
may be asgme

ential

er players with older
entors.

Schools use senior
students as guides and
peer leaders for younger
students.

Support and empower others.

Able to accept responsibility
for their decisions.

Are knowledgeable and good
at sharing this with others.

Encourage and embrace and
accept feedback.

Are multi-skilled and flexible
and able to use these skills.

Seek out people to comple-
ment their strengths and
counteract their weaknesses.
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Leadership 9.08

Leadership in action A

1. Complete this table by briefly outlining 5 characteristics of an effective leader and 5
characteristics that you feel that an effective leader should avoid.

An effective leader... An effective leader doesn't...

: x \Q;'

that set out "Qea!; of

as a copy of t D)
ut them up fora whenever you are

among the team and make sure that their

o the one for effective
@ tiveness as a leader.
o ¥iiive team. You must work with your

leade ve your team’s s, not undermine your leader.

Q%

your team should do. Draft some id
= Make sure that each member of

= Write these rules on a large geoster
involved in a team meeti

= If appropriate, rotate,
actions follow thes

= You should&lso n evaluation she
teamwork (p ess each persg

= Remember{@in ctive leader ne
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9.09 Team Meetings

Meetings

One of the keys to effective teamwork is communication. When people work in teams
they need 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. Meetings allow team
members to communicate with each other.

There are many different types of meetings in the workplace and some of these are
listed below. Which of these have you been part of, or seen in action?

[
Running meetings o
In order to effectively run a meeting you should plan and follow Q
a meeting agenda. Someone should chair (run) the meeting and
someone else should take notes (minutes). An agenda:
= Is prepared and circulated prior to a meeting
= Includes the items that will be discussed at the mee{j
= Ensures that everyone knows where, when and the
meeting will be
= Sets out the order of affairs of the meeting 0
= Allows the meeting to be run profegfon
= Makes sure that people stay on topi omge must always
= Supports the taking of notes (migutes) means thatgl ke notes (minutes) of

a meeting. Share this
responsibility around so
BVEryone gets a go.

se short meetin e [ly run each morning by
gers to provide up s,advice and short-term goals.

meetings Planning (plenary) sessions

e might be reg
on meetings g
managers make

progress of an o

These meetings normally involve key
arlous people who will investigate ways of
he achieving goals, developing processes
and implementing procedures.

Committee meetings Consultative meetings
These normally involve selected These might be held with clients/
employees with responsibility over a customers, suppliers, contractors or
particular area (such as finance, safety, some other stakeholder in regards
etc.),or who are involved in a specific to planning or developing a new or
project. potential project.

Activity meetings

These usually involve teams of workers who get together
to achieve a specific task or outcome.
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Team Meetings 9.10

Meeting Agenda

Group/team/activity title:

Location: Day & Date: Time:

Chaired by: Minutes by:

1.1 Attendance/apologies (Record those present/note absentees who have given reasons for being away.)

1.2 Minutes from previous meeting (Minutes of the last meeting must be appr: ted on as correct.)

1.3 Correspondence (Report on any mail, email, documentation, etc, received.)

t e sorted out fromQAﬂng-)

00

3. New Business@iscu f fw items /issues. Ite, mitted to the Chair before the agenda
is circulated.)

2 Reports (Reports from ith designated responsibilities (e.g. finance, equipment, etc..) but only for

issues not already covere®in 2. and 3.)

2. Business arising (Update on the progress of issues

5. Next meeting(s) (Decide on next meeting location, day and time.)

WRS
SUPER
SKILLS
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9.11 Self-Assessment

r

Self Assessment Pro-Forma

Which work-related skills did | develop during this unit2

-
—
[
=
Which tasks did | perform best at during this unit? \z

Which tasks did | most enjoy doing and

Which tasks (if an

hich areas should

Signed: Date:

Qeqcher initials: Date:
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Assessment Task 9.12

Effective Team Work AT4

Complete the following tasks as directed by your teacher.

1. You are required to work as an effective member of a team in relation to one of the

[
& o
A specific work-related goal related to one of the activities m 'ove.
2. As part of this task you must:

= Have team meeting(s), with appropriate agenda and mi

following activities:

A work-related activity you are undertaking this unit

Your work experience/placement you are undertaking this unit
Another activity that has been suggested by your teacher

Another activity that you have negotiated with your teacher/super

I I iy WOy

= Determine the team’s leadership rules as per 9.08A
= Complete a Team Member/Individual Assessmen outself
= Complete a Team Member/Individual Assessme eeWor all other tggam N@embers

(or for a whole-class activity up to a maxij

Your teacher might add some other tasksg

ally using and ga m ICTnd

other technology, re: LOG6). If so, write 1

The activity that | worked on as a member of a team

Teacher

Due by Done j ifals

Activities required for satisfacto. “ar. ‘letion of task.

1. Your multiple i‘elli@feams, 9.04A.
2. Building syner \XD o

3. Lead action, 9.08A. v

ating @ oper agenda(s). v

nutes of meetings. v

quued

ticipate in team

Have a turn takin3

Complete a Team Member/Individual Assessment sheet

for yourself, p.83.

Complete Team Member/Individual Assessment sheets
for other members of the team, p.83.

8. Complete a PODR Pro-forma: Team Activity.

Complete relevant Activity Action Roster(s) and to-do 1
list(s).
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9.13 Unit 2 Assessment

Name:

PODR Planning Pro-forma:
Team Activity, 6.11-6-12.

Work task information, 7.04C.

Teacher:

ODR Planning Prof@ibrma
T Activity, 6.11-

PODR Planning Pro-forma:
Team Activity, 6.11-6-12.

Final due date:

PODR Planning Pro-forma:
Team Activity, 6.11-6-12.

tle PODR Journal pr

12 .

Workplace information, 7.06A
(q.1-2).

Complete an IASM problem-
solving process.

Leadership in action, 9.08A.

At lecigll4 lists, 6.02.

Planning for effective
communication, 7.15A.

cument a brainstorming
roce

Participate in team meetings
with proper agenda(s).

Appropriat i n
Roster(s), 6.03.

Present your findings to an
appropriate person/audience.

Weekly Timesheet n
summaries, 6.13.

Review your communication/
presentation including feedback.

Have a turn taking proper
minutes of meetings.

Complete Team Member/
Individual Assessment sheets

(p.83) for team members.

Complete relevant to-do lists
and Activity Action Roster(s).

PODR Journal pro-formas, p.91
(as needed).

Ethically use and review the use
of ICT and other technology.

oUfal pro-formas, p.91

PODR Journal pro-formas, p.91
s needed).

or AT2: Work Related
Communication, p.133.

or AT1: Work-Related Activity,
p.111.

or AT3: Effective
Solving, p.149.

or AT4: Effective Team Work,
p.163.

& Ethically use and review the
use of ICT and other technology.
(LO6)

& Ethically use and review the & Ethically use and review the & Ethically use and e

use of ICT and other technology. use of ICT and other technology. use of ICT and other tefology.

(LO6) (LO6) (LO6)

Are all tasks completed for this outcome? | Are all tasks completed for this outcome? | Are all tasks completed for thiS o e?
oae () oae )

re all tasks completed for this outcome?

oae( )
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