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
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6.01 Work-Related Project

Great expectations

Welcome to Unit 2 of Senior VCAL Work Related Skills. This is your final unit of
schooling before embarking on further study or entering the workforce. Given this,
the expectations on you are now higher.

The overall aim of this unit is to make you as work ready as possible. This means
that once again you will have to show that you have a range of employability

skills in order to demonstrate achievement of the learning outcomes for this unit.
Therefore, to successfully complete this unit, you must demonstrate all of theQight
learning outcomes, as well as each of the elements that go to make up o
outcomes.

Most of the learning outcomes for this unit refer to your ability to de

employability skills in relation to a planning, organising and ma mplex
work-related project. In order to give you the opportunity to cd is unit your
learning institution will require you to undertake one or m {'@LOIlowing

= A complex work-related project (or more than one t)
= A workplace learning placement (or more thangn cerment)
= Ongoing activities as part of a work portfoli
Your teacher might be ready to discus f requirements' cla
right now. o

Work ject
The key component of t of WBrk is your parti on in an
approved comple@vor edlioroject throug ill

demonstrate achievxu ange of specifig @ lated tasks.

Work tasks at this Ngve ire you to be a )

= Plan, orga manage a compl or ated project

= Work ffectiVe member of a tea

= Usga cgll communicatiq ods Adom Bnee &

@Qy incorporate ap @ b quality assurance procedures photos.com
h, ®

ate workp g pre d develop possible solutions
Safely use ICT anON@R
responsible manne

Demonstrate enterprise; initiative
innovation

technology and equipmentin an

= Evaluate the success of activities,
processes and outcomes.

So, as you can see, throughout this
unit of work you will need to be both
an active participant in work-related
projects as well as a workplace
participant who is on the lookout
for ways of improving workplace
performance.

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



Transferable skills

Transferable skills are a range of varied
personal and social competencies that are
transferable to a work-related situation.

These skills might reflect your natural

abilities, your personal experiences and

your social skills. Your transferable skills can
be developed into one, or more, of the eight
employability skills. For example, being able to
cook and plan meals can be transferred to a
career in hospitality.

In this stage of your final year of secondary
school you should be honing these skills to
assist you to develop your career pathway and
to build various skill-sets to make you more
employable.

Your participation in work-related projects
and workplace learning helps to build
and develop your transferable skills, y
employability skills as well as industry-
competencies. Therefore it is vital that for
task you do this unit you reflect on
building and developing the typ
competencies that employer

ills and
want.

If you are able to clearly,

ig how you have
demonstrated thesc il S

using real
examples you will improve your final
résumé. You wg beWetter prepare

interview sijuatl courses and jo

List r

you are

Work-Related Project 6.02

Employability skills
= Communication = Self-awareness
= Teamwork = Learning
= Problem-solving = Technological

= Initiative and
enterprise skills

= Planning and
organising

Personal competencies

90 sglls

t yOu naturally
petencies
sonality and stem

Personal compet
that you havean | 3
are usually the thj

rt and physical

ations. Social

pe developed through
involve t aj participation in work,
ntee ocial events, teams, clubs,
cation and other situations.

to do well in sd
compet S

ing effectively with people from
erent cultures.

Transferable skills A

can offer an employer, at this point of your life.

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



6.03 Work-Related Project

| 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

ing/breakfasts

Q-
dcare programs
. ronmental work

co g clinics by
fund-raising activitie USRIV IS

. . = office administration
child sponsorship

= teacher training (in ICT)

Red Shield

Red Cross
=

L school social organisation

Clean Up Australia
RSPCA
Smith Family =

Red Nose Day
Good Friday Appeal

Q recycling program

L school website design
Jeans for Genes Day

Walk Against Want
World’s Greatest Shave

Q aged-care visits
Q community gardening

=
=
=
=
=
=
=
=
=

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

O cultural days

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
U martial arts displays
Q drama/theatre productions
L school environmental audits
U school beautification programs
Q water-saving programs

U student competitions

Q

Q
Q
| WRS

SUPER
SKILLS




Work-Related Project 6.04

Work-related project B

Discuss the potential projects on p.98 both as a class and within relevant groups. Outline the
type of work-related project(s) that you will be required to do as part of your educational
institution’s teaching program. List some possible ideas.

unit requirements C

After consulting with your te t the tasks thd

order to satisfy the Leay

ed to be completed this semester in
g this throughout the semester.

Work-related project. "na { need to compl e. LO(s) By when?

WORK RELATED SKILLS SENIOR - FOR VCAL AND APPLIED LEARNING
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6.05 PODR Planning

Achieving goals
You already know how important it is to plan effectively and by now you most likely have
been introduced to the PODR Planning process.

Effective planning and goal-setting is all about breaking down goals and objectives into a
series of smaller, more manageable and achievable bites. As always, effective planning
requires you to establish and map out realistic timelines, write down your requirements,
tick off your achievements and review your plans.

The PODR Process is, of course, a continuous process. Planning leads to or&anising,

which leads to doing, which leads to reviewing, which leads back to pla nd@o on.
And each stage might overlap. As part of planning you might be of@&ni - yhich is
doing, and also checking things - which is part of reviewing and so O

The tools in this section will support you to plan, organise and ur work-related
project. And in Unit 2 you will also be expected to use some n dvanced planning
tools that you might have accessed in PDS.

U PODR Planning Pro-forma

O Project planner

U PODR journal(s) 0

O To-do list

O Activity Action Roster

U Cash budget/financial planner

U Weekly timesheet summary

O Workplace learning jour

®
1.Plan \
= Work out j t
it Is yougg o 3.Do
do;ig Qverall hi o
, & how chievaie, bite-sized = Undertake the day-to-
u mig™®0e able to SaeE day activities needed
ove this. elop an action plan to actually perform
It is ¥bod to be to ac”hlevz'eai'h of these each task.
to write this in one smatlier objectives on a = This is where

task-by-task basis.

two short sentences. everything comes

= Organise yourself, other together and might
people and any resources even be the shortest
you need to successfully (but not easiest) part
complete 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 project process. ggﬁg

WORK RELATED SKILLS SENIOR - FOR VCAL AND APPLIED LEARNING
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PODR Planning 6.06

Planning timeframes

Planning takes place over different timeframes. The length of time associated with
each various according to the type of longer-term goal or objective being aimed for. For
example, many large businesses set strategic goals over 3-5 years. However, for you,
a strategic goal might have a timeframe of 3-4 months corresponding to the length of a
complex project completed throughout the semester.

All goals have three clear definable timeframes that vary depending on the overall length
of the project. However, as each overall timeframe gets shorter, the tasks in@ved move
from planning, to organising, to actually doing. These timeframes are: o

1. Frontline or short-term planning

2. Tactical or mid-term planning (sometimes called operational plan
3. Strategic or long-term planning.
1. Short-term (frontline) t (tactical)

= jcaNg@oals are those that
chieved on a 6-

= Frontline goals are those that need to
be completed on a week-to-week, day-
to-day, hour-to-hour or even shorter
timeframe. 3 i®s that

= These are those things that need to b 3 grm, contribute

done immediately or ASAP, hence they
are short-term and often urgent.

-related project these
Pt tasks you need to
organise for each week or two.

= For your work-related project
might be the tasks you negghto
each day.

\ 3. Long-ter @ egic)
gOdls are those th arong-term vision and represent

Il goal being atta .Th&@e might be 3-5 years, 1-2 years, 6
ths or even 3 months de[S@ading on the overall timeframe.

&t when finally achieved, represent the

Sroject this might be the overall goal you plan
h and due date of the project, such as 3-months.

Effective planning

= List your goals, clearly. = Move from planning, to organising,and
= Break big goals down into smaller then on to doing.
achievable bites. = Tick off the tasks as you go along.
= Establish long-term, mid-term and = Use a flowchart or visual map as a
short-term timeframes based on your planning guide.
project.e.g. Month - week - day. = If needed modify your goals.
= Identify what must be done in order to = Have a back-up plan just-in-case things ~ WRS
achieve these goals. go wrong. gll(llpig

WORK RELATED SKILLS SENIOR - FOR VCAL AND APPLIED LEARNING
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6.07 PODR Planning

Project management planning

Effective planning is about achieving goals and objectives. When you
undertake your complex work-related project you will be fully responsible
for the outcomes achieved. In order to achieve these outcomes you
need to be able to properly manage all of your resources. Planning and
organising is usually a key responsibilities of managers. So in effect you
will be acting as one of the managers of your work-related project. This
means that you will be responsible for planning and organising time, o

people, equipment, materials and finances - a bit of juggling act actuall@ ®

Time management planning

Imag
Nip D
«

p

One of the key elements of successful

planning is time management. People only
have the same amount of time available to A second k
them, 24 hours a day. So consider:

People m planning

f successful
managing the

= Planning timeframes soWces) you gork with.

Setting deadlines

Urgency vs importance

Pre-requisite tasks
Delegation
Rosters

442324830 8

Back-ups plans.

Creaififig sygergy

. . Lead i les
Equipment managemen i

ack-up & support roles
Successful planning me

right technology,
achieve your goal

= Cost to hire or

flexible and multi-skilled.

Materials management planning

Another stage of planning involves
effective management of all the

urity consumable materials that might be
Tra¥ng needed in order to achieve your objectives.
Consider:

Responsible and
Inputs and consumables

Variable costs

SRR linanagamentiEis Sourcing inputs and getting quotes

The final stage of effective planning

| ' ' Safe use and storage
involves financial management. Consider:

Training

S R R

= Budgeting of revenue and expenses , . .
9 9 P Environmental considerations.

Forecasting market demand
Investment in project

Purchase of inputs and equipment
Security of cash

44 3438

Allocating financial responsibilities.

WORK RELATED SKILLS SENIOR - FOR VCAL AND APPLIED LEARNING
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PODR Planning 6.08

PODR planning A

1. In your work teams discuss and list some of the planning issues that you are likely to have
to deal with for each category, as part of your work-related project. Consider each of

the stages of PODR to guide you.
2. Also list some planning issues that you are going to need more help and assistance with

from your teacher or supervisor.

Planning Issues to consider for work-related project. Planning issues we need mo. . help with.

Time
management

cjﬁ’ GQ\X

Equipment
management

Materials
anagement

Financial
management

WORK RELATED SKILLS SENIOR - FOR VCAL AND APPLIED LEARNING
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6.09 PODR Planning Pro-Forma

PODR Planning Pro-forma: Team Project

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

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

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

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

ppli @he costs? 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 project? 0\
What ar cific roles and responsibilities o h person as part of this project?¢ (Attach page if needed.)

hat Yhe general tj

en do tasks have to be done by¢ (Attach page if needed.)
§i2 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?

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



PODR Planning Pro-Forma 6.10

PODR Planning Pro-forma: Team Project

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

Doing:
When will the project take place/what is the timeline?

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

d to !e

Who will do specific tasks and by when do theqiilha ¢ Outline exactly wha
done, by whom and by when for your specific p ie: Cllhplete /attach Activi s & to-do lists.

S L

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

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

hS@l evaluate its pr

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

What back-up is in placeé

WRS
SUPER
SKILLS
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6.11 Project Planner

Name:

= Number the steps in the most suitable order to support your completion of the project.

= Blank spaces have been left in this planner so that you can add stages if needed.

=  Your teacher might add, subtract or change steps depending on the nature of your project.
(Note: You should also complete a PODR Journal pro-forma for each day that you spend either
planning, organising, doing or reviewing your project.)

Planning - Initial Stage

Participate in a discussion about the
work-related project that you can
undertake.

Choose appropriate team members.
Consider a synergised team.

\\\.

Choose some potential projects and
discuss these with your team.

Planning - Development Stage

Fill-out a ‘PODR’ planning pro-forma,
p.104-105. Submit this to your teflcher
for advice and approval.

®
S~ TN S

al Stage

anise meeti
parties; discuss

Identify any permissions, OH&S and
legal issues that need to be sorted out.

Complete a revised ‘PODR’ planner.
Submit for checking, advice and
approval.

~ N T Y T
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Project Planner 6.12

Name:
(Note: You should also complete a PODR Journal pro-forma for each day that you spend either
planning, organising, doing or reviewing your project.)

Organising - Development Stage

group roles and discuss with your teach-

er. Use ‘Activity Action Roster(s)’, p.109. e

After roles have been agreed upon and
allocated, team members need to draft /
‘to-do lists’, p.109, for their roles.

Start organising the project. Confirm o J

Ensure that all relevant permissions,
OHA&S and legal requirements have
been sorted out.

Anticipate and discuss potential
problems; plan back-ups or
gencies. (e.g. To cover team

~

®

bject you are undertaking.)

S~ TN N T

Reviewing stage

When finished, complete evaluation
questions and pro-formas. Your teacher
will discuss your reporting requirements.

~

/) s

SKILLS
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6.13 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 project.

Name: Project:

Date:

Who else

is Task n¢

involved?

Plan...

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

= Include broad timelines
and other information.

Organise...
= List specific tasks that 0
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 people, resour _s &
equipment needs.

Revie - .
= Reflect/cr ~nt on __hat
wentw (.

=2 IfY gs 4n” 4o too well
¢ ‘ne changes that might
nec ‘o be made.

¢ =
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:

\
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Organising Tools 6.14

's To-Do List for

List number: Day: Date:
Other infor-  Other Contact |Task Done/
Tasks | have to complete Priority Duration? | Time mation people? info. no. | initial
. 9.30- book
e.g. Plan roster high 1 hour 10.30 comc;:f’ufer - - 1

(]

DUOUBOUULLE

RS
IPER
ILLS

Priorities for tomorrow:

Activity Act- - Ro.

Activity:

Supervisor’s phone:

Supervisor:

When...day

o q'(s) 5 Equip n'!ent/ money/ Other information T P?'.'e/
respor. Hle? inputs ...time initials

...duration
4’ o o $50 budget. A/f: ndla 2 B
d Use the cash we Needs to be Halal 9
y sausages for BBQ. Yusuf 8.00 am YS
have collected. 45 mins

iR3
IER
LLS
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6.15 Cash Budget/Financial Planner

Cash Budget/Financial Planner

Name(s):

Project: Date(s):

Forecast Actual Variance Expenditure Forecast Actual Variance

$ $ % items $ %

Total Revenue Total Expenditure

Forecasted Surplus Forecasted Deficit

Actual Surplus Actual Deficit

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

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



Weekly Timesheet 6.16

Weekly Timesheet - Planning Summary (enlarge to A3)

Name: Project:
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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6.17 Workplace Learning Journal

7

Workplace Learning Journal

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

Work- ©  ription of how y¢ deve ped this work-related skill.
related skill (Conside =nt. ise capabilities, employabii  skill' sr specific skills as per your teacher’s instructions.)

[ 4

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

Outline arrangements &
requirements for tomorrow.

Student signature:

Supervisor’s signature:
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Quality, Enterprise
and Innovation
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7.01 Quality Management

Introduction

One of the requirements you need to address this unit is the
development a quality assurance process related to your complex
work-related project. Quality is an essential outcome in all work-
related tasks and is a key driver of commercial success.

You are also required to demonstrate initiative and enterprise in a
work-related context. This context might be related to your work-
related project, a work placement you have undertaken, or some
other task or activity related to your studies this unit. As part of this
requirement you will need to investigate the development of a wo
related innovation.

Quality
In its most simple terms quality can be described as an e t he condition
of a good or service, such as “good quality” or “poor q . o) quality can

be measured, achieving quality outcomes doesn't ju

Employees who demonstrate initiative, enterpris
employability skills are more likely to be
responsibility for quality achievements.
approach as a part of your work-relate
terms and processes associated with quali make you mo @

potential employer.

Total Quality Management

Total Quality Manageme -based qualigmgoncept. TQM relates to

an organisation mggyitor ocesses and he nsure that it meets

acceptable quality SX TQM proces o eliminate errors, waste
o __

and inefficiency in jon processe es on the concept of internal
stakeholders rnal stakeholde

Internal s Iders are individuals, gr

individual, group, department or unit within

organiggti ely on some4
t e organisation tg.sup @, pduct. So basically, internal customers
r ing interm 3 ervices to other users within
o}

, departments and units within an

rganisation.
rnal stakeholders a customers or clients of the
organisation; those who receive the finished product.
Three examples of TQM include:
= The use of automated retail technology for stock control and
reordering
= Workplace flexibility whereby manufacturing
work-teams take responsibility for their
performance and
= Competency-based training for young
employees such as Australian Apprenticeships
in hospitality roles.
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Quality Management 7.02

Quality control

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

Total Quality Management emphasises that quality control
should be incorporated as a natural and essential part of an

[
organisation’s day-to-day operations, rather than an end-result Q o
or separate process occurring after the product is finished.
Many businesses do have a separate quality control \

department, as well as having quality processes built in

to the whole production process. For example, motor

vehicle manufacturers monitor and test the quality of so ty control testing as part

components during the production process, as well as e 0T the producigy process.
the finished vehicle.

Some organisations achieve quality assurance as part of thai Rcontrol
processes. This quality assurance acts Yo[b,_(7 that the orggy
and procedures meet acceptable indu I e guidelines.

ii4 quality by chg @ \-checking
plan for conii e ‘back-ups’ in case

For your work-related project you shoul
your products and processes. You ghould
something goes wrong.

Quality assurance
Quality assurance @ a ;@Nhereby an o gimea eceives certification that its
systems and proc ccepted nati international quality standards and
benchmarks. You hi@ave seen the or standard before?
These qual &s may be thos t d by the International Standards

Heart Foundation, VACC licensing of automotive

i
Organisatj Wi ther quality standards may apply on a
nation
% radespeople.

alia or Standards New Zealand.
lity assurance infor Onsumers that the organisation they are dealing with has
quality processes in place and that they can be trusted to provide products and service
of a high quality. It can also indicate acceptable training and OH&S practices as well as
the owner holding all relevant certification and licensing in order to operate legally and
ethically.

y assurance from relevant employer and industry

Quality assurance also enables producers to be able to rely on the quality levels of
components and services supplied by stakeholders in the supply-chain.
For example, components such as car windows and windscreens must
meet certified quality standards as part of a quality assurance process.
This means that the end-user does not have to check these components
and instead can rely on the quality certification earned by the supplier.
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International Organisation for
Standardisation (I1SO)

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

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

ISO’s main tool is ISO 9000:2000 which
is a‘family’ of standards that states the
requirements an organisation must
follow to manage processes influencing

quality.

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

the development of an environmental
management system as well as an
associated audit program.

U affirmative action
U apps and programs
U asset management
U Australian

Apprenticeships
O Australian Stan

continuous improvement

credit management

ustomer focus groups

customer rewards

programs

U customer satisfaction
surveys

U customer service systems

U data management and
security

U debt management

U delivery processes

U diversity programs

U document control

U emergency preparation

U employee benefits

U employee health

programs

7.03 Quality Management

ee recruitment

programs

mployee satisfacti
surveys

O employee sugges

U employee training

U environig

ble rostering

O flexitime

U flowcharting

U freight systems

U help-desks

U hot-desking

O human resource
management

U information flows

Q information systems

U information technology

U innovation audits

Q innovation programs

U inspection systems

U inventory management

Q ISO standards

Standards Australia

Standards Australia is a quality certification
organisation that grants certification
to Australian organisations in line with

international standards.

Standards Australia develops, designs and
implements guidelines that relate to the
production of various goods and g vices.

Standards Australia assures pr

cts f

safety, appropriateness and h¥ical

aspects.

leadership programs
logistics systems
U maintenance processes
U management styles
U management systems
U manufacturing and
production processes
U marketing programs
U materials management
U mentoring programs
U multi-skilling
U OH&S processes
U operations management
U order documentation
U outsourcing
U Pareto rule/charts
U performance review
U planning processes
O policy development
U process management
U product development
U professional development
a project management
U public relations
U purchasing systems
U quality audits

wear, hydraulic
ings, motor
d many other

O quality assurance

U quality circles

4 quality control

a quality management

U records management

QO recycling

U re-engineering

U regulations

U repair & faults processes

U research and
development

Q risk management

U sales processes

U security management

O self-directed teams

U service delivery

U staffing arrangements

O stakeholder recognition

U Standards Australia

U strategic planning

Q stress reduction programs

U supplier management

U supply-chain management

4 teams-based work
groups

U telecommuting

4 testing and quality
control

U training (all types!!l)

4 warranties

U waste management
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Quality Management 7.04

Quality assurance A

1. ldentify quality management (assurance) processes that your team could use to make
sure that quality outcomes will be achieved in your work-related project.

2. Explain how your team will implement these at the relevant Plan, Organise and Do

stages of the project.

3. Every process will relate to the Review stage of PODR, so you must complete this column.

Work-related project:

Process Organise

As part of our I

initial project C\!Nf will h’ri @
planning we will dllabp ;olec °or
identify the types well betore OU';J
of technology that prisenfaflon O"Z)
we will need to use ecf:” ’;‘eam m<—;m er
in our work-related | "' "%¢ fo learn
project.

Success will be
evaluated by each
of us demonstrating
that they can use
the A vipment
n t own.

training

teams-based
work groups

quality \

control

&Q
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7.05 Being Enterprising

Being enterprising

Enterprising behaviour can be used to help us succeed in all walks of life. Therefore,
the idea of being enterprising should not just be confined to the business or commercial
world. Individuals can develop enterprise capabilities in order to be more enterprising
throughout their personal, social and community lives.

It used to often be mistakenly thought that a person is only being enterprising if
they come up with a new business idea. Those who do so are often referred to as
entrepreneurs. However, being enterprising is more than this. In basic termsQeing
enterprising is about coming up with better ways of doing things. ThIS C

leadership and innovation as part of an enterprise culture.

An enterprise culture can be said to be the prevailing culture W|th|n ation,
workplace or work setting which fosters innovation, leadership e and which
supports employees to be better trained, flexible, problem-sol s to generate
quality outcomes for all stakeholders.

The very nature of enterprise means that there is no
behaviours and skills. Some skills are common to all
enterprising behaviours and skills take preced

For example, planning and organising s
industry-specific competencies are neqle
Enterprising people are able to effectiv om
achieve quality outcomes.

So what does it mean it be entegaris\g? In order for you gaged as an
enterprising individual who c te positively to A future prosperity you
need to develop your emplaya nd work-rel skills through work-related projects
and workplace Ieawing. @; raits of enterprigj gluals include:

Demonstrating i

Being flexible \

Acceptln ibility o
r@g effectively

proactive

project is actua
e enterprlsm

—

@@@@@

Do you stand out from the crowd?

“Follow

mbi¥cing chan met”
Being self-aware
Image ©:

Adapting to different Ale; Siabodkin
situations

Managing and leading

Planning and organising
effectively

Encouraging diversity

Embracing change and
innovation

© 006 00 g

Working with others
and many more.

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



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

behaviours on these lists will naturally cross over
into one or more of the other sets of enterprising

capabilities.

So which of these sound like you?

Enternprise]Cape

Initiative
Includes but is not limited to:
= |dentifying opportunities

= Being proactive
= Creating ideas
= Using new technologies

= Accepting resp

and working witiR@th Prob 9

Q Includes bu ot lImited to:

Resolving conflict
d working with others.

Communication

Includes but is not limited to:
= Building interpersonal skills
= Using ICT devices

= Demonstrating cross-cultural
skills

= Developing a professional
and/or technical vocabulary

and working with others.

= Asking questions
= Seeking feedbagk Q
ili

Being Enterprising

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

= eloping industry-specific
petencies

= Embracing change

= Accepting challenges

= Seeking innovation

and working with others.

Managing and leading

Includes but is not limited to:

= Taking charge

= Managing oneself and others
= Planning and organising

= Managing risk

= Using resources effectively

= Working sustainably

= Reviewing performance

and working with others.
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7.07

A

Being Enterprising

“] seek out and create new
opportunities.” a

‘ “l am proactive.” n ’ | welcome new
. . o challenges.” b
“1 like to initiate
ideas.” m 1 have 3
“l am prepared respoi@ibility to
to carefully tre theawnh
t.” ¢

manage risk.” |

“l value and
learn from
feedback.” k

ife is what |
ake of it.” d

y i “] take the
see myself as opportygity to

a vital part of my make decilbons.” e

workplace.” j
“I like to test new ways of “I grow nb
doing things.” i worki ers.” f

“It is important to plag and “Ilike m d
le from
jrounds.” g

goals.”
° \
Being enterp k
1. Considege

Baetimes, 4: a lot 5: all the

e statements a . them a rating from 1-5 (1: not-at-all, 2:
e, based on how much they sound like you.)

score statement

sto*< aent score statem' it statement

m n total

2. Develop 5 more statements that would be considered to be indicative of an enterprising
individual.

3. How do you think enterprising individuals could go about developing their work-related
skills2

4. Discuss how you could take steps to be more enterprising? Give examples of the types
of tasks and activities you could do.
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Being Enterprising 7.08

My enterprising behaviour A

1. Choose 6 of the statements related to enterprising individuals that you scored highly. For
each one explain how you have successfully demonstrated this (or could do so) in a work-
related project or workplace situation.

2. Choose 3 statements that you scored relatively lower. For each explain how you could
demonstrate an improvement in this behaviour through your work-related project or a
workplace situation. @

Success 1: Success 2: Su C @

Success 4:

Improvement area 2: Improvement area 3:
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7.09

aginnovative.

Innovation

Innovation Innovation
Accordi.ng t.o the Australian Bureau of Statistics (ABS) Workplace innovation
innovation is: involves new and improved
“The process of introducing new or significantly improved outcomes.in one or more of
goods or services and/or implementing new or significantly | the following areas:
improved processes.” ABS, Innovation in Australian = Goods and services
Business, (8158.0) = Operational processes

New goods or services or new processes may involve the | = Managerial @cesses.
development of new technology (e.g. tablet devices), an [ ]
adaptation of existing technology to a new use (e.g. eCommerce)@&m n-
technological in nature (e.g. a change in work practices or manageri ; as well
as some changes in marketing, such as ‘live sites’ using QR co

The term innovation usually refers to coming up with new wa
better. Innovation doesn’t only refer to something that is
technology. New isn’t always better. In order to be inn

, ¥mething musigbe
better; usually significantly better. Sometimes innova rees to using sgm isting
Innovation is vital for creating cultural c stralian indu

n demonstr, eo
u

technology in a new or better way.

workplaces as part of an enterprise cu

leadership and comes from being enterpfisin ing proactive out
opportunities.

g something
ae type of new

The key to innovation is in ensug t Australian organggatios adapt to new
technological changes and o) to imprgve work es. Enterprising
people are innovators. T e tter ways to eve their outcomes.

o
Technology-foc ovation
Workplace tec is a fundamen a modern industry and technology-

rove one g Bictors of safety, productivity, accuracy, precision,

d, fofce, capacR@a Q@ n. New technological inventions are innovative, new
for technology ar8 ofitive and new work practices that incorporate technology

focused in ion ften a product o ention, discovery, research and
develop
Manﬁp s that focus velopment of new workplace technologies
[ 0 -
e
s

People-based innovation

Although many innovations involve the use of new and/or improved technology,
enterprising organisations recognise that, in reality, innovation is people-driven. Given
this, the success of any innovation relies upon the people that use that innovation.

People-based innovation recognises that people are the most important agents

of change as part of a culture of innovation and enterprise. Therefore, any new
technological innovation relies on the willingness and ability of people to embrace that
innovation.
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Innovation 7.10

1.Innovative goods and services \

Innovation in goods and services refers to when
new goods and services are introduced to an
enterprise or where new uses are found for
existing goods or services.

If a good or service is to be considered innovative
its characteristics or intended uses must be
significantly different than before.

e.g. A school might use tablets as part of a [
learning program to introduce a new learning ®
innovation. /

3Innovauve

Innovation in mana esses (sometim
called organisa cesses) refers to
enterprlses' Rle significant chang

~ structures that alter the wa
g business, with

process

anaged
for work-
s to a more

Innovations A

1. As a class discuss innovations that have made your lives better. (Find images of these.)

2. Describe an innovation that you cannot do without. Research the history of this innovation
and present a short report to the class.

3. Describe an innovation that has improved a work environment that you are familiar with.
Research the history of this innovation and present a short report to the class.
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7.1

Innovation

Innovation process

Innovation does not just happen by accident - it usually
happens as a result of some deliberate process. If you do a
quick search online you will see dozens of different diagrams
showing ‘The Innovation Process’. However, there is no one
correct process. Different workplaces favour slightly different
processes.

Essentially an innovation process is really just like a problem-

[
solving process, goal-setting process, decision-making Q o
process and change management process all rolled into one!
When developing your work-related innovation for this topic, N
you should use some of the problem-solving tools such as C
IASM, brainstorming and flowcharts as part of your innovatio

process. You should also engage in active research inclu
work practices in action, talking to workplace stakehol

ring and assessing

You also need to develop criteria to review the effect
innovation This review might incorporate the us
uld consider fin

Quantitative KPIs might include custom tis
rejects and productivity measures. Of @@ur
to cost and revenue issues. You could usci@ualitative KPI keholder

interviews and customer feedback gased en questions.

rveys, coun

1. Rese

Eureka,a’ a@Rorg but might be
years of !

2. Developmeglan sign

n the idea into a reality. rate, calculate
ign and craft. er financials, legals, safety!
g/Prototyping
e/dummy/working model and
An. Is it working as expected?
4. Commercialisation
( Bring in the financial & marketing experts. Determine
whether a market exists or if is just a good ‘idea’
5.Implementation
I Plan implementation and/or launch strategy. Allocate and organ-
ise resources to support implementation & set KPIs for review.
6. Monitor/Review

I\/l Check and review whether implementation of the innovation
is meeting objectives and make adjustments as necessary.
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Innovation 7.12

1. Research/ Idea generation
2. Development and design

= |dentify a problem or a need

= ldentify potential demand = Develop the initiative

= Explore opportunities = Choose team members

= Screen ideas = Allocate resources

= Review/modify = Set a timeframe

= Select an initiative(s) = Explore commercial potgptial

and more. R = Develop and test designs
= Review/modify ®

3. Prototype/ Testing = Develop moSQes aNgRigflations

= Conduct tests and simulations and more. D

= Investigate tooling/engineering o

= Commence costing cialisation

= Refine and debug Y t

= Test-market ine market feasib

= Review/modify prototype & plan Y 2in funding/inve

= Develop an action plan @evelop market; teg

= Review/modify @ Test, refine an re-|@¥nch

B more. = Approve nd timeline
= Set KPIs
= Re m

5. Implementation C

and r\@re.

= Refine scheduling

= Allocate financial reso
= Allocate staff regpurc

= Train employees/S@ke S
= Commence progictg@or rollout

= Launch an ent changes

= Refin
= Res (o]
n%. I

a class develop (perhaps brainstorm) some KPlIs that can be used to assess the
effectiveness of innovations. Refine these to suit your specific work-related innovation.

6. Monitor & Review

onitor implementation
Review performance against KPIs
Make modifications if necessary
Refine objectives
Reset timelines and KPIs

and more. IVI

Innovation and KPIs A

48 80 0 4 ¢

Innovation: General KPls Innovation: Specific KPIs
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7.13 Assessment Task

AT1 Work-Related Innovation

1. You are required to identify an innovation opportunity for a work-related context. This
might be a specific process in a workplace you have worked in or investigated. (You
might complete this activity as a work-related project in teams, at the end of the unit).

Complete this innovation audit pro-forma. (Enlarge it if needed.)

Prepare a report to the class or a representative from this workplace. (Your SGCher will
give you more direction about the format and length of the report.)
'or,

4. As part of your report make sure that you review the feasibility of this

-

Workplace : Industry:
Part A:

Innovation Audit

What is the innovation?
How is this an innovation for this industry gener oflis workplace specifj ;

Why should this innovation b ced?

Part B:
Who( inndation impact on, does it impact on these work-related stakeholders

How does this innovation relate to, and rely upon, the use of technology?
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Assessment Task 7.14
4 )

Innovation Audit

Workplace : Industry:
Part C:

How is this innovation supported by the development of at least 2 work-related skills¢
How can this innovation be supported by training? \

Part D: !

What methods can be used to evaluate whether ova is feasible and mj cC 12
How might this innovati n o improvements in @ lace?

QT\

at o improveme fle 70 make this innovation more effective?

Other information?
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7.15 Self-Assessment

-

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

hich areas should

Signed: Date:

Qeqcher initials: Date:
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8.01

Problem-Solving

Problem-solving Problem-solving tools
You have probably used various problem-solving You may have used some of these
tools throughout your VCAL journey and by now tools and processes in previous
should have developed some problem-solving WRS studies or even in PDS.

skills. However, in the workplace you will be called = What/how?
upon to solve problems on a daily basis. And as
you progress through to management you will be
expected to be able to quickly and confidently deal
with problems on behalf of others.

IASM process

Brianstorming

SWOT Analysis o
Drilling-down Q o

Constantly building and refining your ability to Ehecksh

solve problems will make you a more valuable 80-20 ru

employee. Not only will you have examples of how

you solved problems to use for a job interview

situation, you might also get noticed, rewarded and

promoted in your workplace.

Flo

L ) R R LR

S t diagram

In this unit you are expected to identify and solve R
olving skills w

OSg@ainking hats

work-related problems occurring in a workplace
context. You are also likely to call upon t cI@deriging
your work-related project. Of course anfifte activity can |e3 % bblefs
related to goal-setting, decision-makin miication, negotj >
resolution. In addition you are required to T, technology §&d €g
This always presents a range of prog@ems. And finally, th C Bt developing an

roblem-solving pRcesg@based on how to perform

enterprising innovation is essen
roblem is to con ther the problem is a ‘what’

work-related tasks better.

The simplest way to tac
problem or a ‘howQ b

A ‘What, prOb Darrelr:n:gslg
A ‘what’ occurs when you don’ w what to do to solve this photos.com
probl

ility could bad@Qd on a lack of experience and skills,
munication or just hd deal with something you

r encountg

r example, “This c§ ants to return the computer
use it is not booting don’t know what to do?” So,
essentially, this is a problem based on ignorance. “I've

got no idea what to do!”

In response you could ask for help, or ask for advice
on where to get help, or get trained, supervised or
coached in how to solve the problem of ‘what to do’.
In this example your manager might advise you to,
“‘Document the issues that the customer is having,
book the return in with the service centre then

notify the customer of the date when it will be

ready for pick-up.”
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Problem-Solving 8.02

A ‘how’ problem

A ‘how’ problem occurs when you know what to do, it’s just that you don’t really know
how to go about solving the problem. This inability could once again be due to a lack of
experience, skills or knowledge. However, it might also be caused by barriers preventing
you from coming up with the best solutions.

For example, “I know | have to document the customer’s problem with the computer, but |
don’t know which pro-forma to fill out?”

So in this case this is a problem based on a lack of knowledge and skills. “I k'ow what

to do, it’s just that | don’t know how to do it?” In response to a ‘how’ pro ou@nould
ask yourself, “Why am | unable to do this?” Is your inability due to C , time,
commitment, budget, resources, support, permission, or a combinat e?

ted problems A

Briefly list work-related problems that you might have to SN@Q&I" as an employee, or

you have seen occurring in the workplace, or as part o ork®related projec

Work-related problems - employees

e.g. New employees do not get enough time to learn h ools they are nof, M

Work-related problems - custo

e.g. Customers are complayj the goods they bou nad living up to their expectations.

oblems - equip

mputer netw r s when server fraffic gets too high.

Work-related problems - processes

e.g. Staff are expected to work in teams but haven’t been trained in conflict resolution - so they argue!
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8.03

IASM

Problem-solving process
At this stage of your schooling you are likely to have used this IASM

problem-solving process before when dealing with work-related problems. Stephon oo
In this unit you need to consider how you can: photos.com
1. Solve problems associated with your work-related project
2. Solve problems related to workplaces you are familiar with and
3. Solve problems by combining IASM with other problem-solving tools. PY
A IASM ®
As a class use the IASM process to work through this personal problem.
Identify the problem ® lam unakgs mulate 120 hours

= Clearly identify what the problem 0 of driyj ) ce for my logbook.
Yoy ' Identify,

really is. Consider ‘what’or ‘how"
fa only has 1 cai !‘

| can investigate a community
program that offers driving mentors.

= Write this problem in a short and

clear sentence. ©

Analyse the causes/facts

= Work out what and who is causing
the problem.

= Focus on issues that can be
controlled.

Consider secondary or‘bega

possible
solu elp solve this

t

Manage the chosen solution

= Pick the solution(s) over which
you have most control and which
will go the furthest to solve the

problem.

= Plan smaller behavioural changes Manage
as part of this solution.

= Make sure that you change WS
behaviours to stop the problem SUPER
from happening again. SKILLS
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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, such as running out of stock.

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

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

&'

1. Identify the problem

2. Analyse the causes/facts

Suggest some ons

N\

4. Manage the chosen solution
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8.05

SWOT Analysis

SWOT Analysis

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

= A focus question, (e.g. How can | get an apprenticeship?) or

= A goal you are trying to achieve, (e.g. Completing your work-related project) or

= A problem you are trying to overcome, (e.g. How can | better deal with cugyomer
complaints?).

o
Strengths and weaknesses - Internal S\
= What ca 1?

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.

= Consi e things that are
ccessfully.

M

engths, cgasolidate
nd build upon the

A SWOT allows you to stop and reflect on you
or on a situation. This internal analysis is very
useful for personal problems associate
planning your career, setting goals or
trying to deal with difficulties in life. A reali
assessment of your internal streng@e and
weaknesses can show you just u need
to develop in order to improv

your strengths t ers.

= What arg S od at?

= Fo n Bind skills you
siiluld igorove and develop.

= Fo nerships and teams to
make up for your weak points.

In work-related situation in | analysis

can really assist w@kp! holders to Pt advice and training to deal

reflect on things th \ done well, an D TS

also on those area&h need improv Y

Opportu d threats - External

The fi SWOT Ana o analyse Opportunities

eﬁ?l position. Tmmse you = What trends and changes are

|d 8@nsider opR ang threats by emerging?

ntifying and analy3 % tuations that = What potential good things might
t impact on you, or W@fe situation, in the occur?
foreseeable future. = How can you take advantage of

: . hat is likely to h ?
= Recognise potential forces for change and i ey R

use these to create better outcomes and

opportunities. Threats

= Analyse threats from trends and changes = What trends and changes are
that are occurring in the external world emerging?
which might cause problems. = What potential negatives might

= In work-related situations opportunities impact on you?

might arise from new markets or products, = What might happen ';0 stop you
and threats might come from competitors. deliisving yourgoals?
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SWOT Analysis 8.06

SWOT Analysis in action A
Complete a SWOT Analysis for an immediate work-related problem you are facing such as
meeting deadlines, having to organise your project or some other related issue.
(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 —

>

rtunities Threats

(Q

— > Z o m=— X m
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8.07 Flowcharts

Flowcharts

A flowchart is a visual diagram that shows a process or system. A flowchart shows
all the steps in a particular process, as well as decisions, flows and changes of
direction in flows. A flowchart can also indicate all inputs and outputs that constitute
a process. The visual components of a flowchart include the following symbols.

rounded rectangle: rectangle:
start/end or process/ processing step

diamod:

parallelogram:
an input or output

Why are queues so long
during busy times at the
post office?

= Distin
¢ I and questions.
Monitor the queues at busy g 0" shapets. WRS
times to assess the situati = Solve problems by doing a SUPER
‘before’ and ‘after’ flowchart. SKILLS

\ -
4 oac Present findings to
analyse 5
@urs? ff are nelled. the manager.
( ¢ One

ormore

B e

Investigate the point- managerlg:clve > needed
terminal system. approvat for before

more casual finishing
? 4
hours? whoto
: you think
No?
Can we open = One or more steps
another - Consultasupplierto ., . b willstill be needed before
terminal? determine cost of this. finishing, what do you

think these might be?

* No?

More steps will be needed from here,
what do you think these might be?
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Flowcharts 8.08

Flowcharts in action A

The flowchart shown on the opposite page is quite simple and leaves out a number of steps
needed to try and deal with this customer service issue. And this flowchart is more directed
at the process used to solve the problem, rather than outlining the process itself.

Work in teams to construct a detailed flowchart that outlines an actual customer service
process used by a workplace you are familiar with. Research flowcharts online.

Tip: You might need to use a lot more processing steps (show these using recfcngles’fo
construct a process flowchart. Processing steps are written as instructions or dirg s, r@her

than posed as questions. Do this flowchart on a large sheet of paper. \
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8.09 Cause and Effect Diagram

Cause and effect diagram

A cause and effect (or fishbone) diagram visually represents
possible or actual causes of an effect, event or problem.

In a fishbone diagram, the effect, event or problem under
consideration is written clearly as the ‘head’

of the fish. The fishbone diagram groups

similiar causes together as the ‘bones’

of the fish. Categories used for these

[
bones usually, but not always, include the )
following:
= People

Processes “| know my probl 't Sem to bulk-up!”
Equipment
Materials

Management
= Environmental.
I's not compulsory to use these six categgmes, hould ensuQ
that ‘like’ causes are grouped together

44 403

hbone diagra
should always have at least four categ h as people,
equipment and one other that is relgvant t situation bein

investigated.

People q abs

o) ...all calls have to go
ut through reception.

Problem:
It takes too
long for
customers
to place an
order over the
phone.
f.have cut staffing
budgets.
..need to train staff. ..the phone room
is noisy and crowded.
Materials Management Environmental
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Cause and Effect Diagram 8.10

Fishbones in action A

Construct a fishbone diagram for a problem in a workplace you are familiar with. Consider
a problem or issue such as a customer service, quality assurance, technology and equipment
or an OH&S issue. When finished, the class will view and discuss all of the diagrams.

Tips: Perhaps you should work in pairs to complete this task. It is better to limit to the standard
4 categories (3 plus one other). Turn to landscape for more space for diagram.

139
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8.11 Problem-Solving Tools

Brainstorming

One of the keys to effective problem-solving is to
be able to come up with ways of moving forward.
This can be an enterprising way to drive innovation

Brainstorming is a technique whereby you list
whatever thoughts come into your head that you
relate to a key concept or idea. Brainstorming
allows an individual or group to generate a list of
words for that concept. No suggestion is criticised
or rejected during the actual brainstorming process.

Brainstorming can help unlock creative potential
and allows people to both hear and see possible
ideas and solutions.

Brainstorming is useful for generating ideas
because one word leads to another and then to
another and so on. This can help people come up
with new ideas and ways of dealing with issues
problems. And when brainstorming in te t
words of other people can drive you orglo
else to come up with new solutions. W
you or the group then focus in on t

Inisjkd
S.

Drilling-down

When you break a proble
components it makes it
issues and try and
Drilling-down allo
different cours
this metho

r you to tackle th
blem.

y make a choic
tion. You might
as part of your st

re, ies.

ms in
s big

can also ask

juestions as part of

Drilling- r@hks complex p
pro Siv aller parts. T

I a little easieg
self & series of
drilling-down proc

AS%ou move to the right-"&nd side of the drill-down
you might be starting to provide some solutions.

What are the best on-
line sites?

Drilling-down can
be then used

in conjunction
with a fishbone
diagram or
SWOT analysis
to help overcome
the problem.

£ How do most people
| find jobs? ]

Idon't know where
to look for jobs.

' Who should lask?
Who can give me ad-
vice?
Ican't
find a job! ‘ i

....... |

ply for jobs.

I'don't know how to ap- ‘

&

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

Effective brainstorming

Write the key idea large for
everyone to see, perhaps on

a whiteboard, or somewhere
clearly on your page.

Set a short time limit, between
60 seconds and 2-3 minutes,
depending on groug@ize.

thwroup

Use‘han s,

Someone has t
to writeghe r

A eas for all to

t criticised or
ring brainstorming

ke sure to
encourage ey,
to contrib

Do not allo

WRS
SUPER
SKILLS

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 ‘why’ or
‘why not’?

List any points, issues and
questions that influence these
new issues.Try for 2-3.If stuck
answer ‘why’or ‘why not"?
Finally list some factors for each
of these. If stuck answer ‘why’ or
‘why not’?

Start to analyse the right-

hand side for some possible
solutions.

Now you have broken down the

2 problem and come up with some
- potential solutions!

WRS
SUPER
SKILLS
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Problem-Solving Tools 8.12

The 80-20 or Pareto rule

The 80-20 rule (o the Pareto This is a classic 80-20 bar graph

e (histogram).
rule or principle) states that Perhaps it is for a problem such
80% of outcomes are likely as: P P

to be due to 20% of causes.

Results can be shown on a bar

graph. For example,

= 80% of sales revenue is
likely to come from 20% of
customers/clients.

= Factors causing students to
come late to class

= [auses of road accidents or

= Reasons for customers
returning a product. [ )

= 80% of complaints are

likely to come from 20% of —
customers.

= 80% of delays are likely to be caused by 20% of fact

As a problem-solving tool the 80-20 rule suggests th ol1d concentratd@en the

main few causes, issues or problems causing the outcomes. t w
main issues, the 20%, will be causing most of t es, the 80%. C er

fix all 100% of the causes but you shou an main cause
Also don’t worry about exact percenta member that y st
problems just by addressing a few, or evenl ne, major ca

Checksheets

A checksheet is used to ¢ record inforr@id@@n. You Nave probably used
variations of checkshee to record and co ingormation. Checksheets work in
conjunction with OH solving tools Instorming, the 80-20 rule and

many more. Checi@h are used extensivé stomer service feedback surveys.

Checksheets rgubt\@e used in workpl
situations oray

H Work t tivity: Cars parked illegally at Westglakes Privmary School
v The r I customers a rent ork task/activity: cars parieed illegally at westglakes Primary Scho
Other information: Morning shift

Completed by: Aaron Tonto Day: Mon - Fri Dates: 17-21 Aug , 2014

laint Reason/factor Mon [Tue ed [Thu |Fri [Total | %
ompiain ‘ I e (e |
P dovole-pavieed lpgy” Iiwy i, | SF | 34
[he cause of a breal e I
overstaying time R . L 57| 23
v The type of meal most ordered, as well as paricing n o scana Wi (Wi | |
many other work-related situations. ___ngzonel el e el e ¢
) . parRLngG wnlf«owt ot | Il Il i I 1= | 5
Effective checksheets need the following. driveways| s| el 2| ol o2
. ) ) ;ﬂméwg too close|ill i I i Il 17| #
1. A situation to be monitored and recorded. teormer| 4| 4l 4| =] 2
) other (describe)|hy/ |/ M/ | W =1 | 1=
2. A pre-prepared record sheet that is parking inbuszond o] el el el =
oy I others togeth
both easy to fill in and easy to extract ongrmen | L e e
information from. Total| 50 | 52 | 29 | 4¢ | 55 [242|100
3. A trained monitor to observe & record the | 20 | 22 | 1¢ | 19 | 22 |100
information. Information to consider:

Soweone else is caleulating total cars parking.
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8.13 Problem-Solving Tools

DeBono’s ‘Six Thinking Hats’

Edward DeBono has made a career out of
developing strategies for creative and parallel
thinking.

One of DeBono’s most famous thinking tools is the

Effective ‘thinking hats’

= The hats are only a metaphor.
You shouldn’t wear physical hats
as part of this exercise.

= The idea is to be able to move

in and out of different thinking
roles and to not be constrained
by the ‘physical’

‘Six Thinking Hats’ method.

In this method users wear a metaphorical hat so
that they can switch to a state associated with a
style of thinking. This role ‘allows’ participants to
set aside their own ego and beliefs so that they
consider a different way of thinking to help the
group move forward.

The ‘Six Thinking Hats’ should be used in a group
situation, although individuals can use it on their
own by switching in and out of different ‘roles’.

icularly useful to

ered hat
1 onal and instin

ake suggestio
top of your head

The wihite het
‘Neutral, and objectj

Consider the informa
available such as the fact

and figur thj
The at
‘Posi ds ortive’ w/e and critical’
® A thi positives S he negatives
) g a situation ounding a situation

estion, and whyg

uggestion, and why it
might fail.

The blue hat
‘The big picture’

Think about the thinking
process itself, the goals and
objectives and how to stay

on track.

ideas and
ome barriers.

A DeBono’s thinking hats

1. Identify those hats that are closest to your personality and discuss why. Given your
answer, which hats should you focus on ‘wearing’ in a team situation? Why so?

2. Use the ‘Six Thinking Hats’ to consider a problem or issue such as digital piracy, plastic
shopping bags or some other issue in the broader community.

3. Research Edward DeBono in more detail. He has developed many more tools that can
assist with creative thinking and problem-solving.

142
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Problem-Solving Tools 8.14

Which problem-solving tools? B

For each of the scenarios below choose the most appropriate problem-solving tools that you
could use to address the problem. (Of course IASM should be used for each one, so choose 2
others.) Briefly explain each of your choices.

Scenario Problem-solving tool 1 and why. Problem-solving tool 2 and why.
She should do a SWOT Analysis o
A new competitor has just to identify the strengths and ®
opened a shop across weaknesses of her own business.

the road from your boss | Then she can build on the strengths
selling the same range of | and turn these into opportunities,
mobile phone accessories, such as having an established
but cheaper. reputation, perhaps by introducing a
Your boss says that she loyalty discount program.
has no idea what to do in A SWOT would also help her
this situation. identify just what the biggest thre
are from her competitor.

Your boss runs a
construction business
and uses a lot of sub-
contractors for specialised
tasks. Customers are
complaining to your boss
about delays and poor
workmanship. He doesn’t
know what is causing the
problems and wants you
to investigate and presen
your findings:

Your boss runs a é
providing b

t range of the
usin But she w
to find out the custom
eferences before doin
so.

Your boss operates a
wholesale nut business
supplying in bulk to
retailers. Business is going
well and he is thinking
of investing in a new
machine to help speed up
packaging of orders to
cut down staff overtime.
He wants to know the
best way to go about this.
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8.15 Problem-Solving Evaluation

£ |

Problem-Solving Process (or Tool) Evaluation Sheet

The workplace or work-related project was:

The specific problem to be solved was:

Those involved in the problem-solving process were:

The problem-solving tools used were: [ )

1. The problem was clearly identified and isolated.
How so/
why not?

2. The most significant causes of the problem were identifie d sed.
How so/
why not?

3. A range of suitable solutions were suggested.
How so/
why not?

4. Practical and straig d soldfon(s) and protoc e investigated and developed further.

How so/
why not2

How so/
why not? ® o
5. Bw®$ures were used to as hether the changes were addressing the problem.

6. There is some e | hgest that the problem is being dealt with effectively.
ow so/
not¢

In summary, how well did the tools work in assisting you to solve the problem?2

Other information:

Signed: Date:
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Assessment Task 8.16

Effective Problem-Solving AT2

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 project you are undertaking this unit
U Your work placement you are undertaking this unit
U A problem that is occurring in a workplace you are familiar with

U Another problem that has been negotiated with your teacher/supervisor.

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

= Tick those tasks that are required to be completed. Your fecc\ some
other tasks including (ethically using and reviewing ICT and nology, re:
LOG& LO7?). If so, write these in the table. * ?
\
te

r
= You might have to negotiate some of these tasks wit r.

= Fill in the due date for those that are required to Tick the tasks off as

= Prepare and present a report based on

v

Teacher
initials

Done

N
gi

X
0000000000000

2. Complete a SWOT Analysis.

3. Develop a ‘befge’ q@ flowchart. \

4. Prepare a cau \ ect diagram. 0
Aorming process.

6. Carr illing-down analysis.

7. Q:e graph an 80-20
De and comp 3

Participate in a ‘thinR

5. Document

¥ session

10. Identify & use technology to help solve the problem.

Establish and use criteria to evaluate effectiveness of the

1. problem-solving process. (Use 8.15)

12. Prepare and present a report.

13. Use appropriate planning tools and pro-formas.

HEENONEEEEENBN
0000000000
000000000000
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8.17 Self-Assessment

-

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

hich areas should

Signed: Date:

Qeqcher initials: Date:
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9.01 Effective Teams

Teams

As you approach the end of this part of your Effective teams
eduction it is important to reflect on what skills and

s , T Communicate clearly
abilities you can bring to a team situation.

Set clear objectives
As you already know, workplaces are team

environments. So what strengths have you
developed that could make you an asset to a
work team? These are the things that potential
employers are going to be interested in. In an

Assign roles and responsibilities
Follow team rules
Take minutes o
Listen and be fai
o

NN~ WwWDN =

interview situation you need to be able to describe UL G W agee
real examples from work-related situations that - Make groSggle e o
illustrate how you have worked effectively as part of
a team. Q
You should also make an honest assessment of WRS

SUPER
your weaknesses. What are the areas you need SKILLS
to build and develop to make you a more effective
team member and therefore more employable? Il avoiding thing se

't expect you to do

»
. You could
|OD ready you are,

they’re too hard, or just too hard for you24msapl

everything right away, but they do expgt y lling and able ™
An honest assessment of your strength w s the areas i
improve, will help you understand ygur po to contribute td

perform a personal SWOT AnalysisN&his can help indica
because you really should be st apply for jobs n

When working tog rson brings 3
include personal jal competencies th
skills, enterprigg, caybilies as well as |

BUN@O T SKills to the team. These skills
% e transferable skills, employability
*specific competencies.

You would ped these skill oudn work-related projects, workplace learning,
employm dffcation and perggpal inteMsts and hobbies. These skills will also reflect
your e le intelligen also important that over the course of your studies
ave refined Ills as well as developed new skills. You will need
@ e abto demo skill-sets to potential employers and/or when applying for
purses.

Overcoming weaknesses

As you already know, a teams-based approach to work activities can help
create synergy. This means that workers with complementary strengths
and weaknesses work together to create better outcomes overall.
However, if you are less-skilled in some task areas it is important

that you don’t just hide behind other team members. This is

not what synergy tries to encourage. Instead you need to be

multi-skilled. By identifying your weaknesses, and taking steps

to overcome these, you will become a more valuable team

member as well as a more productive member of the workforce.
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Effective Teams 9.02

My personal skills audit A

1. Listed below are the 8 multiple intelligence. Rank yourself in each from very low to very
high. Give an example where you have demonstrated each in a work-related situation.

Interpersonal Intrapersonal Bodily-Kinesthetic Naturalistic
Verbal-linguistic Logical-Mathematical Visual-Spatial hythmic
2. Identify your 5 strongest skills that you bring r a work-rel .
1. 2. 3.

| -\Q |

3. There num!er of common reas hy one might not have developed various skills,

stihtegies to add ese. Briefly explain how you have overcome (or could
cormM@each of these r a work-related situation. Discuss further as a class.

as
r
. aven't yet learned how to do | 3. You have real trouble learning

a task. (Need training.) how to do that kind of task. (Need
practice, modelling and mentoring.)

e got no idea hg
ut a task. (Ney
and guidance?

4. You don’t want to do that type of task and avoid it. 5. You not only can’t do the task, but you also can’t
(Need to re-assess your attitude, fears and reasons.) | understand the concept that underpins the task. (Need to
develop other skills and have someone else do that task.)
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9.03 Team Dynamics

Interpersonal dynamics Emotional intelligence
Your job will provide some of the most significant Some generally accepted
relationships that impact on your life. You need to traits related to emotional
ensure that these relationships are positive. If you want intelligence are:

a successful career then it is vital that you have well- = Empathy

developed interpersonal skills. Self-awareness

=
People have different personality traits and they often =
play these ‘roles’ in workplace situations. You need to = Self-confiden
work out your most suitable role(s). You also need to be = Self-con ()
=
=
=

able to identify the ‘roles’ that others are playing.
onscientious
Conflict m
Initiati
Intui

Self-assessment

Remember you don’t need to be best friends with
everyone; but just because someone isn’t your friend

it doesn’t make them your enemy. In order to minimise
interpersonal conflict in teams you need to be tolerant,
cooperative and professional rather than personal.

It is also vital that you are aware of the growing influ
of emotional intelligence in the workplace. Emojg
intelligence is a type of social intelligenc, ti
the ability to monitor the feelings and
emotions of yourself and other people.
People with well-developed emotio
intelligence are able to interact
with fellow workmates, custome
clients. This makes them mo
team members.
0

4 40 1378

A Team
re the names an be used to describe 11 different team roles. You’ve
een exposed td efore so it should be easy for you to unjumble them.

st one mor be useful in a team situation.

aacfliiortt ainnoortv cciirt

cdeeorrr ceefilnnru edirrv
eeeeikmprt eeeilmmnprt eopprrstu

imnootr aaceeekmpr

150
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Team Dynamics 9.04

Team roles - Match’'em B

1. Match each of the 11 team roles with the description given below.

2. Add the name of 12th team role that you created in 9.03A and a description for it.

Their role is to lead the group so as to Their role is to challenge ideas to ensure
achieve the team’s goals. that things are being done pr‘)erly.

Their role is to suggest new and creative Their role is to put t
ideas and processes. i

Their role is to take minutes and keep
records of all the important matters.

Their role is to provide resources an
links that help goals to be achieved)

Their rol{lis to @courage members to
ccep ished or new ideas.

Their role is to make the tea
deadlines and to establi

am harmony
le get along.

Their role is to
is achieved

p

3. Choo these team roles and for h one explain:

fom your own experience to support your answers.

'm suited to the role of I’'m suited to the role of

ecause... because...
I’m not suited to the role of a I’m not suited to the role of
because... because...

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




9.05 Team Dynamics

Advanced team skills

There are some key skills that are needed to help teams run more effectively. Of course
effective planning and problem-solving are essential. We have already dealt with these
extensively. In addition, teams can achieve a sense of synergy and success if team

members are able to negotiate and make decisions.

Making decisions

Not every employee in a workplace is good at making decisions. Some peopb or workers
make the easy (translation - ‘wrong’) decision, or avoid responsibility by ing no
decision at all. Then finally if someone else steps up and makes the de r wem,
they seem to dislike, criticise and even undermine that decision!

With team dynamics you may experience competing values, co
even social cliques. So if you can manage this part of team d
are well on the way to a successful management career.

the big bucks; to make decisions.

Autonomous decision-making

= This when an individual makes a decisj
themselves.

= Autonomous decision-making might also

to a particular department or busjgess un
within an organisation.

= This style is often used in ayto
or where rules, procedures idelines are
set down and the ma want, or
need, to consul@with rsMManagers are
empowered byt

uctures

= Autonomous dq@isioNgaking is not v
toteame nts but is useful f
quick ns, O™to get things movi

Some groups favo ajority rules
voting system.This sy can seem fair, unless
you are on the losing side of the vote.

= A majority vote can be useful when seeking
approval for a general idea, goal or objective.
(e.g.Should we have a BBQ or hold a fashion
parade?)

= Majority votes assist teams to move forward but
they can lead to
win:lose situations.
(i.e.1 didn't vote for
it, so don't expect
me to help!)

rsonalties and
ectively then you
anagers get paid

t)

nsus works by having
decision-makers discuss the
various costs and benefits of the
decision and then decide, as a
group, the best course of action.

Consensus does not mean that
everyone agrees, but rather that
the group as a whole decides.To
reach consensus any objections
should be brought up during
the decision-making processes
and parties’ viewpoints should
be listened to.

Consensus works successfully
if all the parties agree to abide
by the rules of consensus; that
is,argue and discuss during
decision-making; but once the
decision is reached, they must
fully

support

that

decision.
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Negotiation

Team Dynamics 9.06

Negotiation is a process whereby two or more parties have to exchange something of
value or benefit with one another. The skill of negotiation is to ensure that the exchange
is favourable. A win:win outcome is the ideal result of negotiation.

A win-win situation occurs when all stakeholders who are a

party to the outcome, gain some benefit from the process. This
normally involves some compromise. Negotiation is vital in team

situations in relation to:

= Setting goals and objectives
= Assigning team roles and responsibilities

= Managing deadlines and
= Making group decisions.

Win:win

= Each party feels that
they have gained from
the negotiation.

= Win:win situations
occur because people
have different values
and parties to the
negotiation are
prepared to give up
something they rate
as less important, for
something elsed1ey
feel is more |mpo
e.g.Bargaining
higher wa in tu

for wor
(prod
= A ually
omplisShed by
li ing to each

partie€s’ point-of-
and then reaching
compromise outcome
which is fair, acceptable
and reasonable.This is
how teams can operate
effectively.

= A win:win usually
Creates opportunities
for positive long-term
relationships and
supports trust and
confidence in each
other.

Win:lose

= Win:lose situations ly
result in an unfa
result for one

se it usual ults
an unequal po

relationship.

Poor negotl
create

pgant and aggressive

& ble often try to

Enipulate others into
win:lose positions.

= In the longer term this
imbalance of power is
likely to be reinforced and
repeated. To use a clichég,
‘A leopard doesn't change
it's spots.’

= Reasonable people who
are unfairly forced into

will generally try to avoid
the ‘winner’in future
negotiations. (i.e.They
only get burned once.)

accepting losing positions,

Lose:lose

= Lose:lose outc
occur wh i
is willig

Oisputes over wills.

Lose:lose outcomes also
occur when both parties
are so desperate for an
outcome they agree to
terms that are likely to be
unfavourable to both.

= Sometimes lose:lose
situations even occur
when both parties agree
something needs to
be done, but they can't
agree on what needs to
be done, or how to do
it. As a result, no positive
results occur. Consider
the ‘lack’ of world peace.

= Sometimes parties in
lose:lose negotiations
think that they have
‘won’. But in the longer
term it becomes clearer
to them that they have
actually suffered from
their stubbornness
(although they will never
admit it!)
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9.07 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 determine how things are going to
proceed. Meetings allow team members to communicate
with each other.

There are many different types of work-related meetings
and some of these are listed below. You have probably

o
o
participated in some of these types of meetings before. Which typga,do K
are most suitable to support your team as part of the planning, orgN

management of your work-related project?

Running meetings

Meeting agendas enable meetings to run more smoothl
have someone should chair (run) the meeting and s e
or minutes. Having a pre-planned agenda:

v

AN N NN

<\

Ensures that everyone knows where, when

Sets out the order of affairs of the
Allows meetings to be run professi
Makes sure that people stay on topic

se short meeting
anagers to provide upd

meetings

Thegamight be reg
onthly meetings

a VY
managers make rep %@

progress of an orgar

Committee meetings

These normally involve selected
employees with responsibility over a
particular area, (such as finance, safety,
etc.),or who are involved in a specific
project.

us

ing should

should take gptes

ng the meetj |

i rtant

ly run each morning by

,advice and short-term goals.

Planning (Plenary) sessions

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

Consultative meetings

These might be held with clients/
customers, suppliers, contractors or
some other stakeholder in regards
to planning or developing a new or

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 9.08

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.)

2. Business arising (Update on the progress of issues %e sorted out fromQAhng.)

00

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

(0

Reports (Reports from ith designated responsibilities (e.g. finance, equipment, etc..) but only for
issues not already covere®in 2. and 3.)

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

Effective communication

Probably the most important work-

related skill is effective communication.
Communication is what drives us as
humans and it marks the success, or
otherwise, of all of our personal, social and
professional interactions.

Communication methods are evolving, with
an increased reliance on electronic forms
of communication. However, this hasn’t
necessarily improved communication.
Indeed it may have actually led to over-
communication.

Many communication changes and

ICT devices were initially developed as
innovative ways to improve work-related

communication. But now these have filtered outg

and have become a natural part of our e dalj
You already know that the three essengil
communication process are:

1: The sender... 2: The messageg 3: T

ceiver.

Remember to focus on these th
communicate any message ggin
heard or understood the
They must be Iistea’ng f

4 key questions \

When you are to communic n
always c hese four questions.

1. W going to ‘sayy

are you going .
Q:ow ill you eng [
‘say’ it will be suite
4 -How will you check th3

‘said’ has been received, understood
and acted upon?

Regardless of whether a message

is verbal, written, electronic or in any
other format, you must imagine how the
message will be received from the point-
of-view of the receiver. Therefore you
must put yourself in their shoes and tailor
the message to suit your audience.

ormation you should

Effective communication: 8 Steps

1. Be clear in your objective.
2. Plan your communication.

3. Choose the most appropriate method
and style.

4. Choose appropriate timing and a
suitable location.

5. Tailor the message to suj eau“ence.
6. Eliminate’noise’ d S,
including over—cx“ y 5
o

7. Follow up to eg essage has
rstood!

d modification if ~ WRS
SUPER

SKILLS

enever you are reqlired
on. If the receiver
en commun
essage to be

read,
n is ineffective.

Image ©:
VOLODYMYR
GRINKO
photos.com
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Communicating Effectively 9.10

Workplace communication Workplace communication occurs between...

Successful participation = Other employees = Contractors & sub-

in the workforce involves = Managers & supervisors contractors

being able to communicate = Shareholders & owners = OH&S representatives

information effectively with B enartments = Government agencies

m.anagers, staff, customers/ = Admin & support staff = Inspectors & regulators

clients and many other . . -

workplace stakeholders. = Existing customers/clients = Technicians %xperts

Successful business people r Pc.)tential R/ = Indt
clients =

often say that qne of the k.ey B opiiers N

reasons for their success is P -crvice o e

that they have access to the providers R

best information. So do you
know how to find out information in a work environment?
you ask? Who should you listen to? These are all que
analysis and evaluation of information.

ou look? Who do
ing the collection,

Within workplaces there’s always someone you S o can tell you t S
you need to know. Once you know the s ut@f ing out inform u'regvell
on the way to becoming more enterprigfig. eful. How do y thad®you
have been given the right information Vijl? Some peoplgl® ke stuff up
to make themselves seem knowledgeable cause they ard Q y tomind out the
#nd some common

real information. Workplace comm ation can take vari I
examples are listed below.

= A manager might give yo al directive der to plete a task.
= A supervisor orgnen t give you informa ce, coaching and support when

training you.

4

Organisations Y@ig Ve processes ocuments that must be followed.

Organisati ht use standardigdd i
Ss sactional docum

=

ices, receipts, quotes, purchase orders and

epare and circulate documents such as budgets.

n and online information about themselves.

g manuals, videos and online learning tools.

anuals and product specification datasheets.

orkplaces might us®
OHA&S signage, maps and
point-of-sale displays.

= Customers might
communicate face-to-
face, by phone, through

=

=

=

email or by social =
networking. = Rosters & timelines = Legal requirements

=

=

=

Types of workplace information
= Employee information = Customer details
= Organisational details Customer support
= Worksite information Financial information
= Task instructions Sales data
= Safety information Market research

= Roles & responsibilities Professional advice

= Other departments might
send internal memos
or emails about their = Processes & policies
requirements.

= Product information Industry information

Economic information
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9.11 Communicating Effectively

A Avoiding poor communication
1. Match the examples of poor communication with the communication ‘mistake’ from the list.

2. For each example, outline a strategy that your team could use to avoid this mistake when

you are communicating in relation to your work-related project.

An example of poor Communication How could we do this better for our
communication mistake. work-related project?
Too much information, too ()
many visual aids, speaking too
quickly, etc.. o

Choosing Friday late afternoon,
or lunchtime, or cutting into
work-time, etc..

Too much reading from a page,
poor body language, wea
voice and so on.

Thinking that because you're
knowledgeable and passionate,
that the audience also is!

Making it up as you go along;
that’s what poor planners and
children do!

Even though you’ve communi-
cated the message it doesn’t
mean that is has been received,

understood or acted-upon.

Using language that is too
technical, or being too jokey,
too serious, or using too mu
‘jargon’.

Being personal, qgg'
manipulative in com

or forcing the

Not consideri
‘smart’ aygs

g from a
oisy, crowded,
ared-site, too larg
un ortable and 4

Using electronic
with recipients who d
chnologically literate,
on’t have access to devi

Too much reliance on talking, or
on visuals, or on emails, or on
SMS and so on.

U Poor planning. U Inappropriate use of U Not considering the

U Rushing or crowding the electronic communication audiences’ qualifications
message. devices. and prior experience.

U Not engaging the audience. U Making wrong assumptions [ Being unprofessional.

QO Overreliance on one about recipient’s interest Q Assuming the message has
communication method. and understanding. been ‘received’ and will

O Inappropriate choice of U Poor choice of location. therefore be acted upon.
language and register. U Bad scheduling /timing.
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Communicating Effectively 9.12

Communicating effectively B

1. Explain how the communication ® verbal ® demonstrations ¥ Twitter
. . ®: non-verbal ®: landlines € print media
methods in the table might be used € meetings € mobiles € advertising
by managers in a workplace you are : briefings : pagers : public relations
. ) < seminars < emai ¢ visual signs
familiar with. & teleconferences ® SMS & MMS € physical gestures
. € instructions & fax € semiphore
2. Add 2 more from the list, or your own, & orders ® videos & blogs
€ manuals € broadcast ® g cacebook
to the table. . /
% diagrams € podcast SW/ouTube
. s el e € bulletin boards % memo < Instggram
3. Identify one benefit, or one limitation, ® written reports & sticky nofes ol oo
of each method. € presentations & websj < [lickr

Method Example Benefi  Lin.

email

meeting

telephone

informal talk

memo

SMS

ht be most suited for these scenarios.

.cer rio Which method of communication and why?

ly defifie a worker’s role
in the organisg

Make a worker fee

Communicate changes in pay and
working conditions.

Advise employees of promotional,
training or other opportunities.

Gain ideas and input from
workers.

Advise employees of problems
with their performance.

Motivate workers during times of
high pressure.
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9.13 Presenting Information

Presenting information Oral report: Guidelines
Throughout this unit, and indeed throughout 1. Set-up your pre-prepared (and pre-
all of your VCAL studies you are required to tested) PowerPoint presentation.
complete assessment tasks which involve 2. Introduce yourself, your team
communicating effectively. members and your topic.

For WRS Senior Unit 2 you are required Identify each of your roles for the
to communicate, analyse and evaluate presentation

information required for your complex work- 3. State your aim, why you d@bse this

related project. focus and what you d to&qd

You are also required to communicate ideas

dinf tion i K . ¢ 4. Give some b ut the
and information in a work environment. research od 1o collect

These two outcomes might be combined in mforma
the one assessment task. This could involve i
you communicating appropriately in work-
related situations either in your complex
project, or through workplace learning, and
then preparing a written or verbal report based

found out
task mstructlons.
his dow

on this. estigated.
Oral reports Present your rec¥ ati
.. o . Evaluate t our
When giving on oral report it is always vita research .Was your
that you consider the audience to m you ropriate.? What
be presenting. Some of the key @ ou prove?
need to plan for are: 9. Tha audience for their
Who is in the audien attention and interest.
What tone sho@ | t@ 1 . r to answer any questions they
might have.

presentation?

Is it an indig m presentati
Is the i ell-structured a
under

© 606 066

Written report

other visual elements Report sections could include

© How long does the presentation take? Title or Title page

. Table of contents
© Have l/we had a run-through, timed the

presentation and tested the PowerPoint? (Executive) summary

) ) Introduction
© How will | evaluate how well the presentation

Discussion
went?

. ) Conclusions
You might also have to prepare a written report.

You should follow the task guidelines outlined in the
assessment task. You should also consider the list of
report sections shown opposite as a guide.

Recommendations
Appendices

O 0 NV W=

Bibliography

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

WRS
SUPER
SKILLS

WRS
SUPER
SKILLS



PowerPoint presentations - Do!
© Use a big font.

Presenting Information 9.14

PowerPoint presentations - Don’t!

® Use fancy transitions or distracting

© Include only 3-4 main points on each animations.

slide. ® Use fancy fonts.
® Use text that is too small or crowded.

point. ® Just read out what is on the slide.
© Limit the total slides, 10-15 is plenty.

© Use appropriate visuals with suitable
resolution.

© Try for no more than 10 words for each

® Jump from slide to slide too‘,lickly or
too slowly.

® Let your PowerPoint slj B
© Use a high contrast, colour template. presentation to tg® long.

© Time each slide and the overall
presentation to suit the audience.

© Make the audience focus on you, not on
the slides.

© Have a printed back-up, just in case.

© Don’t just read out what’s
on the screen.

© Complex graphics and
cute pictures won’t make
a presentation better.

N\
.

© Make sure your version of PP will work on the computer you are
using.

PowerPoint presentations - Be prepared!

& Always have a timed run-through before your real presentation.
© Arrive early, there are often problems with the computer &

projector.
© Use a good quality memory stick and have a back-up on CD. WRS
© Some networks won't allow new memory sticks to be installed. gEIPLELE

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



9.15 Using Technology

Future work environments

One thing that you can be sure about is that your
future work environment will be very different
from that of your parents. The structure of society
is changing. Our attitudes towards work are
changing. Technology is advancing rapidly. The
labour market is evolving. As an employee you

might now be expected to work any day of the o

week, for as little as a 3-hour shift and be notified Warkplaces a i@

of this by SMS while still sitting at school in your Uffice envircamaent ng away
Numeracy class! from outda m this.
You are also now expected to have greater technological skills tencies,
better communication skills, the ability to learn faster as well around the clock
availability. The future work environment requires you to Ible and more

technologically literate. Are you up to that challenge?

Technology in your work-related project

In Unit 2 you are required to use both |
as part of your complex work-related p@gie
learning program to enable you to dem

e technolog
ool might hgye

uip

= As part of an ongoing, major w.

involve working in teams, c d sofing-problems).

= In relation to a work plac ctin itself.
= In conjunction with a ' tifies, describes and reviews an
opportunity for@no ' d

= As a work-rela m [
workplace techN@lo nd equipme

jon of these!

Dlace context.

qfjrements for safisfactory Wompletion are listed below.

omerelated project

s part of the learning for Unit 2 you are required
use ICT and workpl ology and equipment as part
of your work-related project. Your general requirements are:

= ldentify and use ICT for the project
= Analyse social and ethical implications of using ICT
= Review the use ICT in the project
= Define the purpose for using technology and equipment
in the project
= Use technology and equipment safely in the project
= Analyse environmental and ethical implications of using technology and equipment
= Improve workplace practices by using technology and equipment
= Evaluate new technology and equipment introduced into the workplace.
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Using Technology 9.16

Workplace technology

Technology is any tool used by humans to make a task ‘easier’. Technology includes
tools, machinery, communication networks and devices, ICT equipment, infrastructure,
transport and any other relevant piece of equipment.

We can clearly see that technology is used directly in workplaces to manufacture

items. This can involve simple tools, equipment and machinery all the way through to
advanced technological systems such as computer-aided design (CAD), computer aided
manufacturing (CAM), virtual manufacturing and robotics.

[
But service industries dominate the commercial world and technologica nd@
innovation is driving the growth in services. These technologies ti eghformation
systems, database management, tools, equipment and testing pro , sport

equipment and communication technologies and devices.

Workplace technology is becoming more sophisticated. Man -specific
competencies relate directly to the safe and effective use e technology. The
ability to effectively use workplace technology is a ke Vel ping your sucggssful
career.

Technology represents a capital investment be ganisation

into buying this technology. So we can at chnology is ;

method of production. The aim in usinghi teennology is to g
improve accuracy, save time and improve safel. Modern techii

advancements continue to occur atggn ast ing rate so
their technology @

lifelong learning to continuously
ICT for today, tomorrow nd

By now you shouldhav ped a pretty go
ICT in modern workigsc 0 you know
choose the best k ICT for a spegifi

u anding of the importance of
se workplace ICT and also how to
ce situation?

You have gro ential but normal part of your everyday

communic, nee , coach or even mentor someone less
technol g@ e |
Are @lli ab/®®®choose and s Bhe best pricing image ©: LumiaStock photos.com
s orkplace-uyg Prnd what about
mmerce, which gs At a significant rate? Do
use eCommerce? bur workplace? Do you
usS¥® smart phone apps to ™ake purchases online?

ICT devices, programs and applications are at the

cutting edge of workplace innovation. If you look

forward, even just five years, you will experience a

huge evolution in the functions, size, features and cost of these devices.

So, are you prepared to keep on developing your skills in the use of ICT as part of
ongoing lifelong learning? You can do this partly by developing personal competencies
and bringing these to the workplace. So when you are a manager or in a senior position,
and for many of you that won’t take long (perhaps in just a few years time), are you
going be a proactive and enterprising workplace leader who embraces ICT to make the
workplace better?
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9.17 Using Technology

Cost of investment

Investment in new technology is normally
very costly and expensive. An organisation
might have to borrow huge sums and pay off
this investment over 20 or more years.

Small and medium-sized businesses cannot
always afford to invest in the state-of-the-
art technology and processes used by large
organisations and global competitors and
might be forced out of business.

If a firm spends money on new investment it's
likely that they might have to save money in
some other area. This might mean cutbacks to
employees or services. Is that ethical?

Employee retrenchm

A major social problem associated with the introducti n
levels. New technology replaces jobs, but also cre

and semi-skilled jobs leaving those emplo

A challenge is to ensure that emplojlfes
technological advancements rather t
commitment to lifelong learng

Quality and customegse

logical
processes is thou%t to

in quality levels an Y
be clearly seen wit
afforded by nggy m
some peop
implem
redu
plgl®rms

quality that results fro duced human
input. In many cases the most expensive
and high quality items are still produced

using highly labour-intensive processes. e.g.

Luxury cars and designer clothing.

A Workplace technology evaluation

Employee training

Technology is only as good as the people
who use it. New technology needs to be
supported by employee training.
Some employees may be unfamiliar with,
or even fear, new technology and need to
be trained in how to operate it. Given that
a business might spend millig

or even
billions on new technological processes,
they have to ensure that yecd@of all

therwise

levels are brought @& to
technolo u
This might mea cNg@)oyees need to

undergo re @ inuous training.

technology isged \@d job
hnology tend lower
rm unemplo that Whical?
d so that they ca of new
eplaced by techg*™s requires a
t who pays for t @ ng?
Occ al health & safety

w technology usually improves OHS
s for workers. Hi-tech processes
brought with them their own ongoing
S problems. A lot of physical labour
as been replaced by new technology
in agriculture, mining, manufacturing,
construction and other industries. But,
repetitive strain and overuse injuries have
occurred in employees undertaking unsafe
work practices.

There are also growing problems associated
with the use of ICT, including soft tissue
injuries such as hand, neck and back sprains
and strains as well as vision and fatigue
problems. Some people also argue that long
hours and workplace technology is making
us less fit and causing work-related obesity.

Use the Workplace Technology Evaluation pro-forma on p.165 to investigate and evaluate
a ‘new’ or innovative item of technology or equipment that has been introduced into a

workplace you are familiar with. Collect some images and other information as part of your
investigation.
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Using Technology

Workplace Technology Evaluation
(Enlarge this pro-forma to A3 or use more space/make multiple copies if needed.)

Description of the work-related project and/or workplace.

Description of the new technology that has been introduced.

Explanation of why this workplace introduced the new technology. \‘ Z '

Description of how this new technology has changed work practices in thi ent.

Discussion of your experience using this new techno ing needed to y techillogy).

Discussion of 3 environmental or ethical jgaues\@ot need to be considere n to this new technology.

(e.g. OH&S, waste, customer service,_em cuts, retraining, privac n.)

Outline the beneﬂ@ﬂﬁs new fechnolmb different stakeholders.

Qt&osfsinegcﬂves Ofgiiaie ne gy for at least 2 different stakeholders.

Evaluate the effectiveness of new technology in this work environment.

List any other relevant information:

Signed: Date:
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9.19 Assessment Task

AT3 Work-Related Project

Complete the following tasks as directed by your teacher.
You are required to carry out effective planning, organising and managing of one of these:

= A work-related project you are undertaking this unit

= Your work placement (as a work-related project) you are undertaking this unit

= Another project that you have negotiated with your teacher/supervisor

= A specific investigation into a workplace you are familiar with.

Part 1: Plan, organise and manage and undertake a work-related

= Negotiate an appropriate work-related project with your teach r supervisor.

4

Undertake a planning process, using pro-formas, to plan, org
project.

d manage the

Collect, analyse and evaluate information in relation
Communicate ideas and information in a work envi

Work as an effective member of a team as p,

4 4 0 4

Review and evaluate the success of th

Part 2: Use ICT, and technology and eq s part of the roject.

Plan for and complete the following @usks as Oirected by you U are required to

effectively demonflirate@athe following.

show evidence that you have saf

= Operated at least 3 diff f work-r for this project.

= Mastered at least 1 m ork-related t ology during this project.

= Undergone rel@ant inglin relation fo

= lIdentified 5 e VN ork-related tec that you are competent in; and
included these Y@ an@dated résumé

= Used agaro ICT devices in re n t3@his project.

= Inves@e ways in which work-reN@ed technology has improved work practices.

ici in a discussio ocial and ethical implications related to the use of ICT.

I ified key envij thical implications related to the use of technology

and ¥quipment.

Used workplace te to improve a work practice and discussed this use with an

appropriate supervis
= Evaluated at least 1 item of work-related technology using a pro-forma.

= Any other relevant tasks as directed by your teacher.

Part 3: Prepare and present a report that addresses both Parts 1&2 according to the
guidelines given by your teacher.

= You have to negotiate with your teacher over deadlines, drafts and how the components
of this task are to be presented for assessment.

= You will need to organise an evidence portfolio to compile many of the pro-formas
found in this workbook. Your daily Workplace Learning Journal will be a BIG help.

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




Assessment Task 9.20
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9.21 Unit 2 Assessment

Name:

Plan, organise, manage and undertake a
related project with appropriate communicati

Use ICT, and workplace technology and
equipment as part of the work-related project.

Teacher:

Complete an -solving process.

Final due date:

AT1, pp.126-127
Work-Related Innovation

Prepare and present report on the project and an

investigation into workplace technology.

elop a ‘before’ ter’ flggchart.

e brainstorming SS,

=S n

Prepare and prese

Communicate effectively teams

for work-related project.

e effectively and work in teams

Identify & use relevant ICT & c
technology for work-related project.

or AT3, pp.166-167
Work-Related Project

or AT2, pp.144-145
Effective Problem-Solving

elevant ICT & workplace
or work-related project.

Are all tasks completed for this outcome?

e ()

Are all tasks completed for this outcome?

oae: ()]

Are all tasks completed for this outcome?

oae: ()]
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