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The assessment tasks for BSBWOR501 Manage personal work priorities and professional development are included in this Student Assessment Tasks booklet and outlined in the assessment plan below. 

To be assessed as competent for this unit, you must complete all of the assessment tasks satisfactorily.  


Assessment Plan 
	Assessment Task
	Overview

	1.  Written questions 
	You must correctly answer all questions.

	2.  Personal work goals project 
	You must plan personal work goals for a chosen job role. 

	3.  Work priorities project 
	You must establish work priorities and create a weekly schedule.

	4.  Professional development presentation
	You must identify their professional development priorities and present these. 

	5.  Professional development report 
	You must participate in and report on a professional development opportunity. 




Assessment Preparation
Please read through this assessment thoroughly before beginning any tasks. Ask your assessor for clarification if you have any questions at all.

When you have read and understood this unit’s assessment tasks, print out the Student Assessment Agreement. Fill it out, sign it, and hand it to your assessor, who will countersign it and then keep it on file.

Keep a copy of all of your work, as the work submitted to your assessor will not be returned to you. 


Assessment appeals
If you do not agree with an assessment decision, you can make an assessment appeal as per your RTO’s assessment appeals process. 

You have the right to appeal the outcome of assessment decisions if they feel they have been dealt with unfairly or have other appropriate grounds for an appeal.






Naming electronic documents
It is important that you name the documents that you create for this Assessment Task in a logical manner. 
Each should include:
Course identification code
Assessment Task number
Document title (if appropriate)
Student name
Date it was created
For example, BSBWOR501 AT2 Personal Work Goals Report Joan Smith 20/10/18



Additional Resources
You will be provided with the following resources before you begin each Assessment Task.

Assessment Task 3
Work Priorities Planning Report Template
Communications Manager Tasks

Assessment Task 4
Interview Response Form
Professional Development Plan Template
Self-Assessment Assessor 
Self-Assessment Template

Assessment Task 5
Professional Development Report Template
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Each assessment task in this booklet consists of the following:

Assessment Task Cover Sheet
This must be filled out, signed and submitted together with your assessment responses.
If you are submitting hardcopy, the Cover Sheet should be the first page of each task’s submission.
If you are submitting electronically, print out the cover sheet, fill it out and sign it, then scan this and submit the file.

The Assessment Task Cover Sheet will be returned to you with the outcome of the assessment, which will be satisfactory (S) or unsatisfactory (U). If your work has been assessed as being not satisfactory, your assessor will include written feedback in the Assessment Task Cover Sheet giving reasons why. Your assessor will also discuss this verbally with you and provide advice on re-assessment opportunities as per 
your RTO’s re-assessment policy.

Depending on the task, this may include
resubmitting incorrect answers to questions (such as short answer questions and case studies)
resubmitting part or all of a project, depending on how the error impacts on the total outcome of the task
redoing a role play after being provided with appropriate feedback about your performance 
being observed a second (or third time) undertaking any tasks/activities that were not satisfactorily completed the first time, after being provided with appropriate feedback.

Assessment Task Information
This gives you:
a summary of the assessment task
information on the resources to be used
submission requirements
re-submission opportunities if required

Assessment Task Instructions 
These give questions to answer or tasks which are to be completed.
Your answers need to be typed up using software as indicated in the Assessment Task Instructions.

Copy and paste each task’s instructions into a new document and use this as the basis for your assessment task submission. Include this document’s header and footer.

If you are submitting electronically, give the document a file name that includes the unit identification number, the task number, your name and the date.

Checklist
This will be used by your assessor to mark your assessment. Read through this as part of your preparation before beginning the assessment task. It will give you a good idea of what your assessor will be looking for when marking your responses.
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Make sure you read through the assessments in this booklet before you fill out and sign the agreement below.

If there is anything that you are unsure of, consult your assessor prior to signing this agreement.

Have you read the assessment requirements for this unit?	  Yes	  No
Do you understand the requirements of the assessments for this unit? 	  Yes	  No
Do you agree to the way in which you are being assessed? 	  Yes	  No
Do you have any specific needs that should be considered? 	  Yes	  No
If so, explain these in the space below.







Do you understand your rights to re-assessment? 	  Yes	  No
Do you understand your right to appeal the decisions made in an assessment? 	  Yes	  No



	Student name
	

	Student number
	

	Student signature
	

	Date
	

	Assessor name
	

	Assessor signature
	

	Date
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Student Declaration 
To be filled out and submitted with assessment responses

   I declare that this task is all my own work and I have not cheated or plagiarised the work or colluded with any other student(s). 
   I understand that if I If I am found to have plagiarised, cheated or colluded, action will be taken against me according to the process explained to me. 
   I have correctly referenced all resources and reference texts throughout these assessment tasks. 
	Student name
	

	Student ID number
	

	Student signature
	

	Date
	



Assessor declaration
   I hereby certify that this student has been assessed by me and that the assessment has been carried out according to the required assessment procedures. 
	Assessor name
	

	Assessor signature
	

	Date
	

	Assessment outcome
	S
	NS
	DNS
	Resubmission    Y     N



Feedback




Student result response
   My performance in this assessment task has been discussed and explained to me. 
   I would like to appeal this assessment decision. 
	Student signature
	

	Date
	



A copy of this page must be supplied to the office and kept in the student’s file with the evidence. 
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Task summary 
This is an open book test, to be completed in the classroom.
A time limit of 1 hour to answer the questions is provided.
You need to answer all of the written questions correctly.
Your answers must be word processed and sent to the assessor as an email attachment. 


Required
Access to textbooks/other learning materials
Computer and Microsoft Office
Access to the internet


Timing
Your assessor will advise you of the due date of this assessment.


Submit
Answers to all questions 


Assessment criteria
All questions must be answered correctly in order for you to be assessed as having completed the task satisfactorily. 


Re-submission opportunities
You will be provided feedback on their performance by the Assessor. The feedback will indicate if you have satisfactorily addressed the requirements of each part of this task. 

If any parts of the task are not satisfactorily completed, the assessor will explain why, and provide you written feedback along with guidance on what you must undertake to demonstrate satisfactory performance. Re-assessment attempt(s) will be arranged at a later time and date. 

You have the right to appeal the outcome of assessment decisions if you feel that you have been dealt with unfairly or have other appropriate grounds for an appeal.

You are encouraged to consult with the assessor prior to attempting this task if you do not understand any part of this task or if you have any learning issues or needs that may hinder you when attempting any part of the assessment.



Written answer question guidance
The following written questions use a range of “instructional words” such as “identify” or “explain”, which tell you how you should answer the question. Use the definitions below to assist you to provide the type of response expected. 
Note that the following guidance is the minimum level of response required. 

Analyse – when a question asks you to analyse something, you should do so in detail, and identify important points and key features. Generally, you are expected to write a response one or two paragraphs long.

Compare – when a question asks you to compare something, you will need to show how two or more things are similar, ensuring that you also indicate the relevance of the consequences. Generally, you are expected to write a response one or two paragraphs long.

Contrast – when a question asks you to contrast something, you will need to show how two or more things are different, ensuring you indicate the relevance or the consequences. Generally, you are expected to write a response one or two paragraphs long.

Discuss – when a question asks you to discuss something, you are required to point out important issues or features and express some form of critical judgement. Generally, you are expected to write a response one or two paragraphs long.

Describe – when a question asks you to describe something, you should state the most noticeable qualities or features. Generally, you are expected to write a response two or three sentences long.

Evaluate – when a question asks you to evaluate something, you should do so putting forward arguments for and against something. Generally, you are expected to write a response one or two paragraphs long.

Examine – when a question asks you to examine something, this is similar to “analyse”, where you should provide a detailed response with key points and features and provide critical analysis. Generally, you are expected to write a response one or two paragraphs long.

Explain – when a question asks you to explain something, you should make clear how or why something happened or the way it is. Generally, you are expected to write a response two or three sentences long.

Identify – when a question asks you to identify something, this means that you are asked to briefly describe the required information. Generally, you are expected to write a response two or three sentences long.

List – when a question asks you to list something, this means that you are asked to briefly state information in a list format. 

Outline – when a question asks you to outline something, this means giving only the main points, Generally, you are expected to write a response a few sentences long.

Summarise – when a question asks you to summarise something, this means (like “outline”) only giving the main points. Generally, you are expected to write a response a few sentences long.
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Provide answers to all of the questions below: 
[bookmark: _Toc463012562]

1. Explain the concept of self-appraisal and how can it contribute to a performance review.
Self-appraisal is an individual’s own ability to analyse its goals and objectives. It is more like a self-assessment. Self-appraisal plays a major role in performance review because one has better skills to evaluate its achievement in the light of set goals. 
2. Explain the concept of peer appraisal and outline one benefit of peer appraisal. 
Peer appraisal refers to the peer assessment that is performed by one of the colleagues and peers. It reduces superiority and underlings. One of the advantages of peer appraisal is, it enhances communication skills and gaols between and among employees.

3. Outline three benefits of planning work. 

Planning minimises uncertainties 
It facilitates the coordination of actions and strategies and goals
Planning encourages innovations and new ideologies
4. Outline each of the letters in the acronym SMART in relation to goals.

S It asserts that the goals should be specific
M Goals should be measurable
A Goals should be attainable
R goals should be relevant 
G Goal should be time-based 
5. Discuss the concept of the Pareto Principle in relation to time management. 

Pareto Principle refers to a time management technique that can increase the performance of an individual by solving both personal and non-personal problems on priority at the beginning of the task. It is meant to make things work out in a smooth and better way. This principle helps to sort out ways that can help to track, record and make far better use of time. It asserts that if an individual is able to solve 20% of the personal time management problem than he can eventually fix 80% of the problem.
6. Outline five signs of stress.
1- Low energy
2- Headache
3- Tense muscles with pains and aches
4- Insomnia
5- Frequent infections and colds
7. Explain the concept of work-life balance.
Work-life balance refers to the division of time with respect to the focus between family or other leisure activities. 

8. Outline five strategies that can be used to manage stress and achieve a healthy work-life balance.

Following are the strategies   that can be used to manage stress and give healthy work-life balance
· Providing flexibilities to employees in terms of work environment
· Supporting and facilitating employees with technology
· Establishing clear and universal boundaries between do’s and don’ts 
· Support employees to encourage family time. (Simmers, 2019)
9. Discuss the negative effect of technology on work-life balance. 
· Technology has reduced wok life balances
· Online presence has reduced familial connection even while staying with them
· Technology has made businesses personal to human life
· There is a decline in quality of life due to more avenues and options to work
· There are some detrimental effects on the health of a person (Simmers, 2019)

10. Discuss three strategies that a business can use to ensure their workers maintain a healthy work-life balance.
There are different strategies that can be used to ensure and maintain work-life balance such as tracking time while workring. Determining priority can also create a balance between work and life, and setting specific goals are also major to incorporate work-life balance. 

11. Outline five ways to develop new work skills   

Following are the ways to develop new work skills
· Always be ready for facing new challenges
· Initiatives to connect to other departments of the same workplace
· Searching for learning opportunities within the workplace 
· Look for problem-solving within the same department
· Make attempts to manage others as well as a mentor to oneself
12. Outline two ways to more effectively manage time at work.
Following are the ways to manage time at work
· Creating a daily schedule and try to follow it at fullest
· Assign time limits to all the tasks and try to complete it within that time

13. Discuss the concept of personal development planning.

Personal development planning refers to the process of creating an action plan. This plan is based on values, planning, awareness, goal setting and awareness. These attributes are made in contextual reference to education, self-improvement and empowering relationships. 
14. Outline at least five crucial components of a personal development plan.
· Self-awareness
· Personal Interest
· Self-Reflection
· Self-knowledge
· Hopes and dreams

15. Explain the concept of behavioural assessment in a workplace context.

Behavioural assessment provides tools for increasing personal awareness and improving groups and individual communication. It empowers effective interaction that is empowered by a positive perception of oneself. Within workplace context behavioural assessment identifies the workplace preferences that are associated with behaviour and emotions. 
16. Discuss, in about a paragraph, the advantages of conducting behavioural assessments and appraisals.
Behavioural assessment is significant and important information that can be used to define and design positive behaviours along with positive support plans. It is important to provide positive feedback along with the identification of the areas of improvement. An employee is given the opportunity to address and empower the skills that can motivate employees and support the merit-based compensation system. Behavioural assessment and appraisal also help to achieve goals and objectives. 
17. Explain five learning styles and why it is important to identify learning styles.
Learning styles are one of the preferred ways of learning, also different people have a different and preferable learning style. Differed learning styles are 
· Visual or spatial learning style
· Aural or auditory-musical learning style
· Physical or kinesthesis learning style
· Logical or mathematical learning style
· Solitary and intrapersonal learning style




References
Simmers, C.A. and McMURRAY, A.J., 2019. Organisational justice and managing workplace innovation: How important are formal procedures?. International Journal of Innovation Management, 23(03), p.1950026. 
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Student’s name:

	Did the student provide a sufficient and clear answer that addresses the suggested answer for the following?
	Completed successfully
	Comments

	
	Yes
	No
	

	Question 1
	
	
	

	Question 2
	
	
	

	Question 3
	
	
	

	Question 4
	
	
	

	Question 5
	
	
	

	Question 6
	
	
	

	Question 7
	
	
	

	Question 8
	
	
	

	Question 9
	
	
	

	Question 10
	
	
	

	Question 11
	
	
	

	Question 12
	
	
	

	Question 13
	
	
	

	Question 14
	
	
	

	Question 15
	
	
	

	Question 16
	
	
	

	Question 17
	
	
	

	Task Outcome: 
	Satisfactory   
	Not Satisfactory   

	Assessor signature
	

	Assessor name
	

	Date
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Student Declaration 
To be filled out and submitted with assessment responses

   I declare that this task is all my own work and I have not cheated or plagiarised the work or colluded with any other student(s). 
   I understand that if I If I am found to have plagiarised, cheated or colluded, action will be taken against me according to the process explained to me. 
   I have correctly referenced all resources and reference texts throughout these assessment tasks. 
	Student name
	

	Student ID number
	

	Student signature
	

	Date
	



Assessor declaration
   I hereby certify that this student has been assessed by me and that the assessment has been carried out according to the required assessment procedures. 
	Assessor name
	

	Assessor signature
	

	Date
	

	Assessment outcome
	S
	NS
	DNS
	Resubmission    Y     N



Feedback




Student result response
   My performance in this assessment task has been discussed and explained to me. 
   I would like to appeal this assessment decision. 
	Student signature
	

	Date
	



A copy of this page must be supplied to the office and kept in the student’s file with the evidence. 
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Task summary 
This assessment task requires you to plan personal work goals based on the job role of your choice and to discuss these personal work goals at a meeting with your assessor.

This assessment will be completed in the classroom as part of a simulated work environment. 


Required
· Computer and Microsoft Office
· Access to the internet for research 
· Space for a meeting 


Timing
Your assessor will advise you of the due date of these submissions.


Submit
· Email with personal work goals report attached.


Assessment criteria
For your performance to be deemed satisfactory in this assessment task, you must satisfactorily address all of the assessment criteria. If part of this task is not satisfactorily completed, you will be asked to complete further assessment to demonstrate competence.


Re-submission opportunities
You will be provided feedback on their performance by the Assessor. The feedback will indicate if you have satisfactorily addressed the requirements of each part of this task. 

If any parts of the task are not satisfactorily completed, the assessor will explain why, and provide you written feedback along with guidance on what you must undertake to demonstrate satisfactory performance. Re-assessment attempt(s) will be arranged at a later time and date. 

You have the right to appeal the outcome of assessment decisions if you feel that you have been dealt with unfairly or have other appropriate grounds for an appeal.

You are encouraged to consult with the assessor prior to attempting this task if you do not understand any part of this task or if you have any learning issues or needs that may hinder you when attempting any part of the assessment.


[bookmark: _Toc463599717][bookmark: _Toc507604385]Assessment Task 2 Instructions 

Complete the following activities: 


1. Prepare for a meeting with your assessor.
Using the Internet, research and choose a company that you would be interested in working for, as well as a job role within that company. 

The role you choose should be at a managerial level, such as a Marketing Manager or Human Resources Manager. You will need to be able to access a position description and the company’s web site. Your assessor can provide you with assistance in identifying this information if you are having difficulty accessing such information. 

Review the company’s web site and position descriptions. 
Consider what your work goals for 12 months would be if you were in that position. One of the work goals should be in relation to your own professional development. 

List at least five personal work goals for the job role. 
Your goals must be SMART goals so that your achievement of the goals can be measured.
I would love to work as a human Resource Manager at BHP. My work goals for the next12 months would be to help organizations reach their goals by 50% performance value, ensuring that the effective and maximum development of the human resources is incorporated. I would be analysing the needs of the individuals along with the maintenance of high morals within employees, boosting ethical framework up to 80% as evaluated by a survey. I will be providing organization with more employees increasing recruitment up to 30%. I would be adding appraisal to salary up to 30% per employee as a result of the evaluation and all the employees would be given incentives to increase the customer reviews by 30% over the year. 




19. Meet with your assessor to discuss your personal work goals. 
At the meeting, you will need to:
Provide an overview of the business that you have chosen, including the purpose of the business and where it is located. Review the company web site with your assessor. 
The proposed business of BHP Company is the mining and metal preparation. The company is located in Victoria Australia. 
BHP | A leading global resources company. (2019). BHP. Retrieved from https://www.bhp.com/

Discuss the company’s goals or objectives as evidenced by your review of their web site and position description. 
The objective of BHBP is to create long term shareholder value through marketing, acquisition discovery and development of natural resources
Goals 
The goal of the company is to use natural resources for the progression and development of resources that are both public and company oriented. 
Discuss the position description for the job role you are interested in. Explain why you are interested in the job role and describe the key responsibilities of the job role. 
The position description would be Human Resource Manager. I am interested in this job because it is something that can help me get a deeper insight into my skills to communicate with people, analysing my skills and be a problem solver. I would be responsible for addressing the concerns of the people along with making and updating the employment records. I would be responsible for explaining the human resource policies, laws and standards to new and existing employees along with ensuring that everything in the company is in place
Discuss the five personal work goals that you have identified for the position, including why these goals are relevant to the company’s strategic goals and plans, as well as to the job role and how these are suitable goals for a 12-month period. 
Five personal goals are as follows
Better communication skills
Problem-solving
Decision Making
Building Rapport
Taking initiative 
These gaols are related to the strategic goals of the company because the company is doing on the basis of the relationship it has with its shareholders which demand better personality skills as a whole. These gaols are also valid up to 12 months because bring a human resource manager, would be using all these skills for the achievement of company goals that are indirectly related with the working and interest of the employees.  

During the meeting, demonstrate effective communication skills including:
Speaking clearly and concisely 
Using non-verbal communication to assist with understanding 
Asking questions to identify the required information
Responding to questions as required 
Using active listening techniques to confirm understanding (Veth, 2019, pp.2777-2808)



20. Write a report on your personal work goals 
Your assessor will have provided you with feedback on your personal work goals at the meeting, and you will need to ensure that this is incorporated into your report. 

Your report should be about one page, and should include the following:
An overview of the business that you have chosen, including the purpose of the business and where it is located. 
Discuss the company’s goals or objectives. 
Discuss the position description for the job role you are interested in. Explain why you are interested in the job role
Describe the key responsibilities of the job role. 
Discuss the five personal work goals that you have identified for the position, including why these goals are relevant to the company’s strategic goals and plans and the job role 
Discuss how these are suitable goals for a 12-month period. 
The proposed business of BHP Company is the mining and metal preparation. The company is located in Victoria Australia that is concerned with acquisition, discovery and development of natural resources. The position description would be Human Resource Manager. I am interested in this job because it is something that can help me get a deeper insight into my skills of communication with people, analysing my skills and be a problem solver. I would be responsible for addressing the concerns of the people along with making and updating the employment records. I would be responsible for explaining the human resource policies, laws and standards to new and existing employees along with ensuring that everything in the company is in place. There are several personal goals associated with this job, out them five are, 
· Better communication skills
· Problem solving
· Decision Making
· Building Rapport
· Taking initiative (Bacon, 2019, pp. 2777-2808)
These gaols are related to the strategic goals of the company because the company is doing on the basis of the relationship it has with its shareholders which demand better personality skills as a whole. These gaols are also valid up to 12 months because bring a human resource manager, would be using all these skills for the achievement of company goals that are indirectly related with the working and interest of the employees
1. Send an email to your assessor.
The text of the email should be in grammatically correct English, written in an appropriate (polite, business-like) style.

It should introduce and summarise the contents of the attachment. 

Attach your personal work goals report to the email.
Respected Sir, 
I hope that this email finds you in good health. It is to inform you that the company that I have chosen is BHP, that is located in Australia. The business of the company is mining and metals. It is added, that my chosen job role would be Human Resource Manager because I find this role parallel to my personality development and personal development goals. Being a part of BHP as human resource managers, I would be responsible for managing employees and resources along with empowering shareholders as well as employees and introduce incentives that can boost the working of the employees. 
Besides, my job would be parallel to the personal development skills as well such as better decision making, problem solving and communication skills. I have designed some roles in accordance with my position in BHP, that would be directly associated with the well-being of the company, taking into account that these gaols are designed according to the SMART goals framework. 
Thank you for reading, I am looking forward to changes if you want.
Your sincerely 


References
Veth, K.N., Korzilius, H.P., Van der Heijden, B.I., Emans, B.J. and De Lange, A.H., 2019. Which HRM practices enhance employee outcomes at work across the life-span?. The international journal of human resource management, 30(19), pp.2777-2808. 
Bacon, N. and Hoque, K., 2018. HRM practices. 
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Student’s name:

	Did the student:
	Completed successfully
	Comments

	
	Yes
	No
	

	In the meeting, identify and discuss at least five relevant personal work goals that are:
· Relevant to the key responsibilities of the selected job role as per the position description?
· Relevant to the selected company’s goals and objectives as per their web site?
	
	
	

	In the meeting, identify and discuss at least five relevant personal work goals in a SMART format?
	
	
	

	During the meeting, demonstrate effective communication skills including:
· Speaking clearly and concisely 
· Using non-verbal communication to assist with understanding 
· Asking questions to identify the required information
· Responding to questions as required 
· Using active listening techniques to confirm understanding
	
	
	

	Develop a personal work goals report that includes personal work goals relevant to the role, work plans and activities that reflect the organisation's objectives and own responsibilities and accountabilities?
	
	
	

	Task Outcome: 
	Satisfactory   
	Not Satisfactory   

	Assessor signature
	

	Assessor name
	

	Date
	




[bookmark: _Toc507604387]Assessment Task 3 Cover Sheet
Student Declaration 
To be filled out and submitted with assessment responses

   I declare that this task is all my own work and I have not cheated or plagiarised the work or colluded with any other student(s). 
   I understand that if I If I am found to have plagiarised, cheated or colluded, action will be taken against me according to the process explained to me. 
   I have correctly referenced all resources and reference texts throughout these assessment tasks. 
	Student name
	

	Student ID number
	

	Student signature
	

	Date
	



Assessor declaration
   I hereby certify that this student has been assessed by me and that the assessment has been carried out according to the required assessment procedures. 
	Assessor name
	

	Assessor signature
	

	Date
	

	Assessment outcome
	S
	NS
	DNS
	Resubmission    Y     N



Feedback




Student result response
   My performance in this assessment task has been discussed and explained to me. 
   I would like to appeal this assessment decision. 
	Student signature
	

	Date
	



A copy of this page must be supplied to the office and kept in the student’s file with the evidence. 
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Task summary 
You are required to research technology and tools that Managers can use to manage their work priorities. You will then create a weekly schedule for a Communications Manager using technology or tool that you have researched. 
You are also required to discuss the impact of workplace stress, and strategies to address this that you have applied to your weekly schedule.

This assessment is to be completed in the simulated work environment in the RTO.


Required
· Access to textbooks/other learning materials
· Computer with Microsoft Office and internet access
· Work Priorities Planning Report Template
· Communications Manager Tasks 
· Workspace for a meeting 


Timing
Your assessor will advise you of the due date of these submissions.


Submit
· Email with work priorities planning report and weekly schedule screenshot attached


Assessment criteria
For your performance to be deemed satisfactory in this assessment task, you must satisfactorily address all of the assessment criteria. If part of this task is not satisfactorily completed, you will be asked to complete further assessment to demonstrate competence.


Re-submission opportunities
You will be provided feedback on their performance by the Assessor. The feedback will indicate if you have satisfactorily addressed the requirements of each part of this task. 
If any parts of the task are not satisfactorily completed, the assessor will explain why, and provide you written feedback along with guidance on what you must undertake to demonstrate satisfactory performance. Re-assessment attempt(s) will be arranged at a later time and date. 
You have the right to appeal the outcome of assessment decisions if you feel that you have been dealt with unfairly or have other appropriate grounds for an appeal.
You are encouraged to consult with the assessor prior to attempting this task if you do not understand any part of this task or if you have any learning issues or needs that may hinder you when attempting any part of the assessment.

[bookmark: _Toc463599727][bookmark: _Toc507604389]Assessment Task 3 Instructions
[bookmark: _Toc463012569][bookmark: _Toc463599729]
Complete the following activities: 


1. Research technology and tools that managers can use to manage their work priorities. 
You should research at least three of these.
Describe each and demonstrate how it assists in planning and prioritizing work.
The tools and technologies that managers can use are
Excel Templates
Excel templates such as Demand Metric is a community that is built around the need of the priority managers. It helps to complete the mission or marketing tasks in effective ways by managing the marketing challenges.
Social Media Dashboard
Sprout Social media allows to track social media and engage the audience. With sprout social one can see everything in a single stream. It facilitates the monitoring of brands and conversations in a chronological timeline. 
Online Project Management 
Basecamp is one of the online project management tools that can focus on clarity, simplicity and easiness of making a project simple and unique. 




2. Research the impact of workplace stress, as well as strategies to address this. 
Make notes on at least 5 impacts of workplace stress and five strategies to address them. 

Impacts of workplace stress are
· Feeling irritable, anxious and depressed
· Apathy or lack of interest in work
· Fatigue
· Failure to problem-solving
· Tension in muscles and heartache
Strategies to overcome workplace stress
· Learning how to act rather than react
· Eliminate interruption during work
· Learning how to relax
· Initiatives to improve health
· Scheduling day and for getting energized and believe in passion

3. Write a work priorities planning report.
Using the notes that you made from the previous two activities, write a short report on personal and work planning.
Use the Work Priorities Planning Report Template to guide your work.
There are different tools and technologies that are used by employees to manage work priorities. These tools are, excel templates, online management tools and social media projects. Work priority is one of the strategies that can curb the pressure of unnecessary task by keeping an employee on board. It is important to note that stress is one of the elements associated with the workload. An employee should undergo work planning properties in order to avoid stress and complete the required task. There are several examples of priority managing technique such as basecamp that can add simplicity and focus to the work by reducing the unnecessary tabs. Sprout Social media is a technique that can help to manage brand and conversation. Demand Metric is also one of these tools because it helps to maintain a check and balance on the working on excel. 
4. Write a weekly schedule.
Using one of the tools you have researched, take the list of typical tasks set out in Communications Manager Tasks, and prepare a schedule for a typical week incorporating all of the tasks included in the list.

Factor in at least 30 minutes a day for relaxation to ensure a work-life balance. This can be any activity you choose.

Take a screenshot of the weekly plan.
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5. Send an email to your assessor.
The text of the email should be in grammatically correct English, written in an appropriate (polite, business-like) style.
It should introduce and summarise the contents of the attachments and ask for a time and date of their meeting. 

Attach your work priorities planning report and your weekly schedule screenshot to the email.
Respected Sir, 
Taking into account the significance of work prioritizing report, I have made a week plan on Base camp. On this tool, I have generated the tasks of the week that includes meetings, discussion, uploading of important documents, creating folders and naming them along with creating events. I have designed the events and tasks but I look forward to you to direct me in terms of their timings and date. I have also attached a report of work planning that comprises of the detail of work and the tools and techniques that are used for work planning. 
Please find the report and Screenshot attached 
Thanking you in anticipation
Yours Sincerely 


6. Meet with your assessor.
This meeting will be held at your workstation. 
Ensure that your workstation has been set up ergonomically.

Before the meeting begins, ensure that the weekly schedule that you have prepared is ready to show to your assessor.

At the meeting, you will be required to:

Discuss the research you conducted and the technologies you have identified to assist managers in planning and prioritizing work tasks. Describe each of the technologies and their usefulness.

Discuss with your assessor the impact of workplace stress on personal well-being and strategies that you can be used to address it. Discuss the impacts of workplace stress and the strategies to address these that you recorded in your work priorities planning report.

Provide a weekly schedule using one of the technologies that you have researched and that incorporates all of the tasks in the list provided by your assessor and show how you have organized the week to reflect the priority of each job.

Show how at least 30 minutes of relaxation time has been included in each day

During the meeting, your assessor will ask you to respond to some unexpected information that will mean you need to adjust your weekly schedule. This work will involve you prioritising the urgent tasks but showing how you will still be able to achieve all of the tasks included in your weekly schedule, noting that some may need to be carried forward to the following week.

When you have completed re-scheduling, discuss your revised schedule with your assessor. 
Tell your assessor how you have prioritized and rescheduled tasks to ensure that you can still complete all required tasks. 
You will be assessed on your skills in prioritizing, as well as rescheduling tasks. 

During the meeting, your assessor will also be assessing you on your ability to be a positive role model to others through the development of an organised and clear schedule, and your ability to make changes to it effectively.

During the meeting, demonstrate effective communication skills including:
Speaking clearly and concisely 
Using non-verbal communication to assist with understanding 
Asking questions to identify the required information
Responding to questions as required 
Using active listening techniques to confirm understanding 


[bookmark: _Toc358814384][bookmark: _Toc495420002][bookmark: _Toc507604390]Assessment Task 3 Checklist
	
Student’s name:

	Did the student:
	Completed successfully
	Comments

	
	Yes
	No
	

	Provide a schedule that shows:
· Appropriate scheduling of required activities to meet own and organisation’s goals and objectives?
· Appropriate prioritising of activities to meet own and organisation’s goals and objectives?
	
	
	

	Identify suitable technology that can be used for scheduling and managing work responsibilities?
	
	
	

	Use suitable technology to schedule and manage work responsibilities?
	
	
	

	Provide a schedule that shows that adequate time has been factored in to ensure sufficient work-life balance and that own personal welfare is attended to? 
	
	
	

	Provide a schedule that shows that contingencies are allowed for within work schedule?
	
	
	

	Provide an adjusted work schedule to allow for the unexpected event and to show that the required tasks can be still be achieved?
	
	
	

	In the meeting, discuss at least five impacts of workplace stress and five strategies to address these?
	
	
	

	Demonstrate the ability to be a positive role model? 
	
	
	

	During the meeting, demonstrate effective communication skills including:
· Speaking clearly and concisely 
· Using non-verbal communication to assist with understanding 
· Asking questions to identify the required information
· Responding to questions as required 
· Using active listening techniques to confirm understanding 
	
	
	

	Task Outcome: 
	Satisfactory   
	Not Satisfactory   

	Assessor signature
	

	Assessor name
	

	Date
	




[bookmark: _Toc507604391]Assessment Task 4 Cover Sheet
Student Declaration 
To be filled out and submitted with assessment responses

   I declare that this task is all my own work and I have not cheated or plagiarised the work or colluded with any other student(s). 
   I understand that if I If I am found to have plagiarised, cheated or colluded, action will be taken against me according to the process explained to me. 
   I have correctly referenced all resources and reference texts throughout these assessment tasks. 
	Student name
	

	Student ID number
	

	Student signature
	

	Date
	



Assessor declaration
   I hereby certify that this student has been assessed by me and that the assessment has been carried out according to the required assessment procedures. 
	Assessor name
	

	Assessor signature
	

	Date
	

	Assessment outcome
	S
	NS
	DNS
	Resubmission    Y     N



Feedback




Student result response
   My performance in this assessment task has been discussed and explained to me. 
   I would like to appeal this assessment decision. 
	Student signature
	

	Date
	



A copy of this page must be supplied to the office and kept in the student’s file with the evidence. 

[bookmark: _Toc358814385][bookmark: _Toc495420003][bookmark: _Toc507604392]Assessment Task 4: Professional development presentation


Task summary 
This assessment task requires you to complete a number of activities in relation to professional competence. You will then provide a presentation to your assessor and fellow students.

This assessment is to be completed in the simulated work environment in the RTO.


Required
· Access to textbooks/other learning materials
· Computer with Microsoft Office and internet access
· Space for a meeting with a projector
· Interview Response Form
· Professional Development Plan Template
· Self-Assessment Template


Timing
Your assessor will advise you of the due date of these submissions.


Submit
· Email with the following attached:
· Self-assessment report
· Scans of interview responses
· Professional development plan
· PowerPoint presentation
· Presentation evaluation


Assessment criteria
For your performance to be deemed satisfactory in this assessment task, you must satisfactorily address all of the assessment criteria. If part of this task is not satisfactorily completed, you will be asked to complete further assessment to demonstrate competence.




Re-submission opportunities
You will be provided feedback on their performance by the Assessor. The feedback will indicate if you have satisfactorily addressed the requirements of each part of this task. 

If any parts of the task are not satisfactorily completed, the assessor will explain why, and provide you written feedback along with guidance on what you must undertake to demonstrate satisfactory performance. Re-assessment attempt(s) will be arranged at a later time and date. 

You have the right to appeal the outcome of assessment decisions if you feel that you have been dealt with unfairly, or have other appropriate grounds for an appeal.

You are encouraged to consult with the assessor prior to attempting this task if you do not understand any part of this task or if you have any learning issues or needs that may hinder you when attempting any part of the assessment.


[bookmark: _Toc463599730][bookmark: _Toc507604393]Assessment Task 4 Instructions 


Complete the following activities: 


1. Complete a self-assessment report.
During your course, you will have gained some skills in management. Imagine that you are now seeking to gain advanced management skills. To do this, you need to conduct a self-assessment against two units of competency from the Advanced Diploma of Leadership and Management. 
Use the following website to choose two appropriate units:
https://training.gov.au/Training/Details/BSB61015

Then use the search feature in the following website to find the Unit of Competency for each unit that you have selected.
https://training.gov.au/Home/Tga

Ideally, the units should involve a higher level of skill to those you are completing as part of the Diploma. For example, if you are completing the unit BSBMGT516 Facilitate continuous improvement, the obvious choice of the higher-level unit would be BSBMGT608 Manage innovation and continuous improvement.

Read through the Units’ Unit of Competency and complete the Self-Assessment Template for each unit. Provide at least four examples of how you rank yourself relevant to each unit of competency

	1
	I have no skills and knowledge in this area

	2
	I have some skills and knowledge in this area


	3
	I have sound skills and knowledge in this area but further development and experience would be valuable


	4
	I am fully competent in this area

	5
	I have strengths in this area and I can provide coaching and mentoring to others to develop their skills and knowledge



  Unit of competency:
	Elements
	Performance criteria
	Self-assessment
	Provide brief comments as to how you determined your assessment ranking

	
	
	1
	2
	3
	4
	5
	

	establish compliance management systems

	compliance requirements
compliance program/management system that would be consistent with relevant Australian and International standards, planned compliance program/management system
	
	2
	
	
	
	1. I ranked myself by getting an insight into the requirements and competencies
2. I analyzed the contextual details
3. I underwent a critical analysis to determine my knowledge
4. I gave a general throwback to this content and my knowledge 





	1
	I have no skills and knowledge in this area

	2
	I have some skills and knowledge in this area


	3
	I have sound skills and knowledge in this area but further development and experience would be valuable


	4
	I am fully competent in this area

	5
	I have strengths in this area and I can provide coaching and mentoring to others to develop their skills and knowledge



 Unit of competency:
	Elements
	Performance criteria
	Self-assessment
	Provide brief comments as to how you determined your assessment ranking

	
	
	1
	2
	3
	4
	5
	

	Manage customer engagement operational costs
	generating engagement centre transactions, fixed and variable components of transaction costs, proposed capital expenditure based on business plans and estimates
	1
	
	
	
	
	1. I was unable to understand the basic context
2. I found the task much hard to be understood
3. I understand very few points 
4. I can try, but this task needs a great hard work 









2. Professional competence research
Interview at least two of the following people; a fellow student, a family member, friend or colleague who currently works as a manager, or your assessor. 
Use the Interview Response Form to document their responses. 

Ask the interviewees to identify the skills and knowledge that they consider most important for a manager, as well as any skills that they consider may be important to develop based on industry trends. 

In addition, ask them to discuss one example of a professional development activity they have undertaken recently and how this was beneficial to them. Ask them whether they would recommend this activity to others. 

Scan and save completed responses to provide as part of your assessment evidence.
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3. Write a career review
Prepare your response to the following questions and present your response as part of your presentation. Your response to each question needs only be a few dot points on a slide, which you can then explain verbally. 
Discuss your career aspirations. 
Discuss the possible career options that you have following completion of your course


4. Write a networking review
Identify and describe at least two formal networks that a Manager could participate in. Your response to each question needs only be a few dot points to include in your presentation which you can then explain verbally.

For the two formal networks identify:
Organisation name and contact details including telephone and email. 
The services offered by the networking organisation.
The costs involved in joining the networking organisation. 
The benefits you believe joining the network brings to you. 
Any other relevant information.
Details of an upcoming event provided by the organisation that you are interested in and why you are interested in the event.

You will be including the results of your review in your presentation.


5. Write a Professional Development Plan
Develop a professional development plan, using the Professional Development Plan Template to guide your work.

The professional development plan will also be based on the activities you have already completed in this Assessment Task. 

For each of the professional development activities, complete all sections of the table in the Professional Development Plan Template. 


Professional Development Plan Template
Professional Development Plan Template

Name

Date of development

Date to be reviewed


GOALS

	TIMEFRAME
	My personal goals are:
	My professional goals are:

	Next 12 months
	Communication 
Quality of work 
Decision Making 
	Closing more profits
More hiring 

	Next 5 years
	Training 
Productivity 
	Becoming a leader




YOUR PRIORITIES

Based on the identified areas for improvement and/or gaps, list priorities for professional development.
	An identified area of improvement or gap
	Briefly describe why you have identified this as a priority
	By when?

	1. Communication 
	I have identified this as a priority because different people have different temperament so I need to learn more
	1 month

	2. Mentoring 
	I have identified this as a priority because mentoring is a skill that can guide the misguided and retain employees
	2 months

	3. Critical Thinking 
	This aspect is defined as a priority because Human Resource requires critical thinking 
	4 months



PROFESSIONAL DEVELOPMENT ACTIVITIES

Planned professional development activities (next 12 months) based areas of improvement/gaps.
	Name of activity
	Details (provider, location etc.)
	Benefits of activity
	Date
	Cost (if applicable)

	1. Skill-based opportunity
	A training session that would be provided by human resource workshops
	Improve my decision making 
	
	$1,300 

	2. Studying 
	I will visit the company and analyze relevant material 
	Empower my general understanding 
	
	

	3. Experiencing 
	I will enrol myself as an intern to experience the situations and learnability 
	It will help me learn critical thinking
	
	




6. Create a PowerPoint presentation.
The presentation should address all of the following: 
Your personal and professional goals for the next 12 months, and for the next five years.
Your perceived strengths in your skills and knowledge. Also, identify areas that you would like to improve or gaps you would like to fill. These will have been identified through your self-assessment, interviews, or in response to new industry trends. 
Three professional development priorities based on your areas for improvement and/or gaps you have identified. For each of the priorities identified you will also need to provide the reasons why you have identified this as a priority and by when you would like to address the priority. 
Three professional development activities that you feel would meet your desired areas for improvement or gaps and that you intend to participate in over the next 12 months. The professional development activities could also include the networks that you have identified. 
At least one of the professional development activities you identified should be in response to the feedback provided during the professional development research you conducted. 
For your presentation, you should provide examples of how you have ranked your skills and knowledge in the self-assessment ranking. Give at least four for each unit of competency. You should also discuss how useful you found the self-assessment process, as well as how it has informed your professional development plan. 
Discuss each interview, including who you interviewed and their job role. Describe the feedback provided regarding important skills and knowledge and professional development activity and how this informed your professional development plan. 


7. Conduct presentation
Conduct your presentation to your assessor and at least two other students selected by your assessor using the PowerPoint slides that you have developed.

During the presentation, demonstrate effective communication skills including:
Speaking clearly and concisely 
Using non-verbal communication to assist with understanding 
Asking questions to identify the required information
Responding to questions as required 
Using active listening techniques to confirm understanding 

Your assessor will also be assessing you on your ability to be a role model for others through your ability to provide a clear and organised presentation. 

At the end of the presentation, you will need to obtain feedback from your assessor and fellow students. Ask if they have any suggestions for any additional professional development activities you could complete, or if they have general comments on your professional goals and objectives. Document the feedback you receive, as you will use it to revise your professional development plan.




8. Evaluate your presentation.
Assess your own performance by reflecting on your presentation abilities (for example, clarity of the information presented, your communication skills, ability to meet timelines). 

The evaluation should be about half a page.
I think I have good presentation abilities, however, there are some major dimensions that I need to work on. One of those dimensions is clarity and communication. I think I need to work more on communication skills in such a way that people can understand what I am saying through the face articulatory movements. Also, I need to work on timelines because some of the points were too detailed and the others were too concise which is not acceptable. It is also important to note that major stress should be given to communication skills. 


9. Update your professional development plan
Incorporate the feedback you received at the end of your presentation into your professional development plan.


10. Send an email to your assessor.
The text of the email should be in grammatically correct English, written in an appropriate (polite, business-like) style.
It should introduce and summarise the contents of the attachments.

The email text should also note the changes that you made to your professional development plan after your presentation.
Attach the following to the email:
Self-assessment report
Scans of interview responses
Professional development plan
PowerPoint presentation
Presentation evaluation


Respected Sir, 
I undergo self-assessment by analysing my competencies when compared to the competencies of two other units. In one of the units, I came to know that was able to understand some of the content while the other unit was completely out of my understanding. It is added that the second unit involved calculations and I chose it myself to analyse and assess my abilities in terms of calculation and it was not satisfactory at all. I also conducted two interviews, with two of my friends and analysed the professional development activities, knowledge activities and skills. The results made a great contribution to changes in my personal development plan.  I have prioritized experiencing as a major component of my professional development plan.  . Also, after getting an insight into my goals and activities in presentation, I came to know that I need to work more on communication skills as compared to other departments. In a simplified form, my personal development plan is the product of my learning and honest assessments.
Please find the list of following documents attached
Self-assessment report
Scans of interview responses
Professional development plan
PowerPoint presentation
Presentation evaluation

I am looking ahead for any suggestions for your side, thank you!
Yours Sincerely



[bookmark: _Toc358814387][bookmark: _Toc495420005][bookmark: _Toc507604394]Assessment Task 4 Checklist
	
Student’s name:

	Did the student:
	Completed successfully
	Comments

	
	Yes
	No
	

	Demonstrate the ability to be a positive role model through conducting an organised and clear presentation?
	
	
	

	In the presentation, provide an assessment of own personal knowledge and skills to determine development needs, priorities and plans?
	
	
	

	In the presentation, provide an evaluation of professional development opportunities identified and how these are relevant to own learning style? 
	
	
	

	In the presentation, provide an outline of feedback received through interviews and how this was used to identify ways to improve competence? 
	
	
	

	During the meeting, demonstrate effective communication skills including:
· Speaking clearly and concisely 
· Using non-verbal communication to assist with understanding 
· Asking questions to identify the required information
· Responding to questions as required 
· Using active listening techniques to confirm understanding 
	
	
	

	In the presentation, outline strengths in skills and knowledge, as well as areas of improvement or through the self-assessment, interviews or in response to new industry trends?
	
	
	

	Use feedback from assessor and students to inform professional development plan? 
	
	
	

	Submit updated professional development plan following presentation based on feedback from attendees?
	
	
	

	Discuss the assessment of own performance by reflecting on presentation abilities? 
	
	
	

	Task Outcome: 
	Satisfactory   
	Not Satisfactory   

	Assessor signature
	

	Assessor name
	

	Date
	




[bookmark: _Toc507604395][bookmark: _Toc463602641]Assessment Task 5 Cover Sheet
Student Declaration 
To be filled out and submitted with assessment responses

   I declare that this task is all my own work and I have not cheated or plagiarised the work or colluded with any other student(s). 
   I understand that if I If I am found to have plagiarised, cheated or colluded, action will be taken against me according to the process explained to me. 
   I have correctly referenced all resources and reference texts throughout these assessment tasks. 
	Student name
	

	Student ID number
	

	Student signature
	

	Date
	



Assessor declaration
   I hereby certify that this student has been assessed by me and that the assessment has been carried out according to the required assessment procedures. 
	Assessor name
	

	Assessor signature
	

	Date
	

	Assessment outcome
	S
	NS
	DNS
	Resubmission    Y     N



Feedback




Student result response
   My performance in this assessment task has been discussed and explained to me. 
   I would like to appeal this assessment decision. 
	Student signature
	

	Date
	



A copy of this page must be supplied to the office and kept in the student’s file with the evidence. 

[bookmark: _Toc358814388][bookmark: _Toc495420006][bookmark: _Toc507604396]Assessment Task 5: Professional development report


Task summary 
This assessment task requires you to participate in a professional development opportunity that you identified in Assessment Task 4 and write a short report on it.

This assessment is to be completed in the simulated work environment in the RTO.


Required
· Access to textbooks/other learning materials
· Computer and Microsoft Office
· Access to the internet
· Professional Development Report Template


Timing
Your assessor will advise you of the due date of these submissions.


Submit
· Email with professional development report attached.


Assessment criteria
For your performance to be deemed satisfactory in this assessment task, you must satisfactorily address all of the assessment criteria. If part of this task is not satisfactorily completed, you will be asked to complete further assessment to demonstrate competence.


Re-submission opportunities
You will be provided feedback on their performance by the Assessor. The feedback will indicate if you have satisfactorily addressed the requirements of each part of this task. 

If any parts of the task are not satisfactorily completed, the assessor will explain why, and provide you written feedback along with guidance on what you must undertake to demonstrate satisfactory performance. Re-assessment attempt(s) will be arranged at a later time and date. 

You have the right to appeal the outcome of assessment decisions if you feel that you have been dealt with unfairly or have other appropriate grounds for an appeal.

You are encouraged to consult with the assessor prior to attempting this task if you do not understand any part of this task or if you have any learning issues or needs that may hinder you when attempting any part of the assessment.


[bookmark: _Toc463602642][bookmark: _Toc507604397]Assessment Task 5 Instructions 

Complete the following activities:

1. Participate in professional development activity.
Participate in one of the professional development activities that you identified in your professional development plan. 
In the next activity, you will be asked to write a short report on your participation, so while you are completing the development activity, take notes on the following:
A brief overview of the purpose of the professional development activity (include the name of the organisation who provided the professional development activity and the dates and times you attended). 
What skills you developed through participating in the professional development activity.
What you liked most about professional development activity.
What you liked least.
Overall benefits of participating in this professional development opportunity. 
Experiencing 
Among the activities that were mentioned in professional development activity, I performed experiencing at Megaphone Marketing. I attended it for 2 weeks from 26-10-2019 to 09-11-2019)



2. Write a professional development report.
After you have participated in one of the professional development activities that you identified in your professional development plan. 

Use the Professional Development Report Template to guide your work.
You should answer each question in around a paragraph

Taking into account the impact of experiencing the organizational framework in the company as an intern, I have accumulated different strengths. I came to know that the organizational framework is different from the theoretical framework that an individual learns. Also, I gained much confidence along with scenario-based attributes that can help me make effective decisions. I came to know how a manager of any department uses his position to aspire others in terms of adequate leadership and positive outcomes. 
3. Send an email to your assessor.
The text of the email should be in grammatically correct English, written in an appropriate (polite, business-like) style.
It should introduce and summarise the contents of the attachment.

Attach your professional development report to the email.
Respected Sir,
It is to inform you that I undergo “professional development”, by analysing the activity of experiencing. I experienced the organizational framework by working in at Megaphone Marketing. I attended it for 2 weeks from 26-10-2019 to 09-11-2019). The most important thing that I liked in that organization was to  approach and appreciation of innovation. However, I did not like the departmentalization framework. After experiencing the job role, there are a lot of strengths that I  gathered from the job which has a diverse and positive vision. I have attached the professional development  report for your information. I am looking forward to suggestions from your side. 
Yours sincerely




[bookmark: _Toc358814390][bookmark: _Toc495420008][bookmark: _Toc507604398]Assessment Task 5 Checklist

	
Student’s name:

	Did the student:
	Completed successfully
	Comments

	
	Yes
	No
	

	Demonstrate that they identified networks and activities through the professional development report?
	
	
	

	In the professional development report, outline the benefits of the professional development activity and the skills developed?
	
	
	

	Complete the professional development report in the format required in a clear and concise manner, a paragraph for each answer?
	
	
	

	Task Outcome: 
	Satisfactory   
	Not Satisfactory   

	Assessor signature
	

	Assessor name
	

	Date
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Name of perton participating n interview: Joason
Email address: johnson joe2d @emailcom

b role: manager

Company employed with: NGO

Date of interview: 23-10-2019

Time ofnterview: 11 AM

Duration: 30 Minutes

What does your current job rol invalve? Managing peogle

‘What skills and knowledge do you consider are most important to a manager? Broad vision, knowledge, will and
decision making

‘What skills and knowledge might be important to acquire based on industry trends? It requires problem solving
and innovation

‘Which professional development activity have you participated in recently? I participated in an NGO

‘How was this beneficial to you? It helped me to make strong decision understand scenarios and guide others

‘Would you recommend this professional development activity to others? Why or why not? Yes, I do becanse itis 2
new experience and exposure

Is there any professional development you think is eritical for a manager in your field? | am 2 manger myself and
the development doesn’t end anywhere you have to keep working and learming

Name of person participating in interview: Mary
‘Email address:

Job role: assistant to CEO.

Company employed with: A private company
Date of interview: 24-10-2019
Time of interview: 4 pm

Duration: 20 minutes

What does your current job role involve? I assist CEO in his activities, arranging his schedules, dealing with his
consultants and plan things for him

‘What skills and knowledge do you consider are most important to a manager? I think it is the managing skill which
is most important.

‘What skills and knowledge might be important to acquire based on industry trends? You need ianovation ands
knowledge along with technological advancements

Which professional development activity have you participated in recently? I secently enrolled somewhere as 2
teacher

‘How was this beneficial to you? It gave me courage, strength and added to my comusication skills

‘Would you recommehd this professonal development activty o others? Why or why not? Yes, 1 do. I makes you
viglan and punctua a el as a beterorganizes
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