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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Assessment Documentation

This Assessor Guide is designed to provide standardised documentation and assessment
procedure for the assessment processes conducted by this RTO.

The assessment tools that are used by you (the assessor) will result in evidence being
generated by the student targeting this unit of competency. The evidence is kept by the RTO
and is required for audit purposes.

The following table summarises the types of evidence students can generate as proof of
competence. The table contains information based on the AQF (Australian Qualifications

Framework) Level for the unit BSBWOR501A: Manage personal wor
professional development. Sample assessment tools have been s
assisting students in generating the appropriate form of evidence

iorities and
sted as a means of
is unit.

&

AQF Level | Distinguishing Features Type of evidence | Sample
(Source: AQF Implementation to be used assessment tools
Handbook 2007: Guidelines)

Diploma = Demonstrate understanding !erformance

a broad knowledge base
incorporating theoretical
concepts, with substanti
depth in some are
= Analyse and plan a
to technical problem
managem [
Transfer
concepts

from a range of

areas

emonstration
Role playing a
specific
process
Log book
Photographs /
videos
Third party
report

checklist for
demonstrations
/ role plays

= Case study
scenarios and
guestions with
benchmark
answers

* End product
summary
checklist

= Written/oral
guestions and
benchmark
answers

The assessm

vities associated with the unit of competency BSBWOR501A: Manage

personal work priorities and professional development are listed below:

Assessment 1: Written "

Written answers to questions

Assessment 2: Project "

Written responses to tasks

Assessment 3: Project "

Written responses to tasks
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Assessment Information

The candidate has been given the following information

This guide contains all of the assessment tasks required for completion of unit of
competency BSBWORS501A: Manage personal work priorities and professional
development.

Prior to commencing the assessments your assessor will explain each task to you. You will
be given the opportunity to ask questions and to seek clarification on any of the tasks, and
your assessor will remain available to support you through the assessment process.

Your assessor is also available to discuss Recognition of Prior Learni d whether this

applies to your circumstances.
Terms and conditions
Submitting your evidence portfolio

You are recommended to seek the advice of your as
evidence portfolio in order to confirm that you have pro

competency.

You should note that your evidence portfolio g ( [ red Training
Organisation for audit purposes and will ng . h to keep any
evidence, you should make a copy prior t0 issi . You are advised to

make sure you clearly label each ans
assessment.
If possible, you should also submit co varkplace documents that may be relevant
to this unit of competency. In this case gain approval to provide the copies

from your employer.

You are advised by onditions you have declared the evidence
that you submit is
declaration below yo : ssessment is your own and contains no material

written by another perse e reference is made. Note that if you quote any
source i [ C ust pravide a reference to the source in order to ensure that
you d t legislation. You need to be aware that a false declaration may

Re-s idence portfolio

If your ewdence meetsihe requirements of the unit of competency you will be assessed as
Competent it. If your evidence does not meet the requirements of the unit of
competency e assessed as Not Yet Competent (NYC). If you are assessed NYC, it

is important to discuss your re-submission with your assessor as you will be given one
opportunity only to revise and re-submit your evidence portfolio.

Candidate’s declaration of original authorship
The candidate is required to sign the following declaration in the Candidate copy of this
Assessment.

| declare that this assessment is my own and contains no material written by another person
except where due reference is made. | am aware that a false declaration may lead to the
withdrawal of a qualification
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

BSBWOR501A: Manage personal work priorities and
professional development

Elements

1. Establish personal work goals

Performance Criteria (PC):

1.1 Serve as a positive role model in the workplace through personal work planning and organisation
1.2 Ensure personal work goals, plans and activities reflect the organisation's plans, and own
responsibilities and accountabilities

1.3 Measure and maintain personal performance in varying work conditions, work contexts and
contingencies

2.  Set and meet own work priorities

Performance Criteria (PC):

2.1 Take initiative to prioritise and facilitate competing demands to achi
organisational goals and objectives
2.2 Use technology efficiently and effectively to manage work priorities a
2.3 Maintain appropriate work-life balance, and ensure stress is effectively

attended to

3. Develop and maintain professional competence
Performance Criteria (PC):
3.1 Assess personal knowledge and skills against g ine development
needs, priorities and plans
3.2 Seek feedback from employees, clients a z i ack to identify and

develop ways to improve competence

3.3 ldentify, evaluate, select and use de C ities suitable to personal learning style/s
to develop competence

3.4 Undertake participation in networks to knowledge, skills and work relationships

3.5 Identify and develop new sli'lis to achiev

Required Skills

RS 1. scommuni e, Nand report on feedback
RS 2. sliteracy s i nd verbal information about workplace requirements
RS 3. eorganisati jeve priorities.

RK 1. iques involved in the management and organisation of performance

RK 2. iques involved in the management and organisation of personal

ess and personality traits identification

RK 3. chniques involved in the management and organisation of personal

RK 4. inci techniques involved in the management and organisation of personal goal

RK 5. eprinciples and techniques involved in the management and organisation of time
management

RK 6. *management development opportunities and options for self

RK 7. sorganisation's policies, plans and procedures

RK 8. types of learning style/s and how they relate to the individual

RK 9. types of work methods and practices that can improve personal performance.
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Critical aspects of evidence

Evidence of the following is essential:

CAE 1. -systems and processes (electronic or paper-based) used to organise and prioritise tasks,
which show how work is managed

CAE 2. epersonal development plan, with career objectives and an action plan

CAE 3.  +knowledge of relevant legislation

Employability Skills
Industry and enterprise requirements for the qualification:
ES 1. Communication
sconducting research to collect and analyse information in a range of reports
sconsulting with others to develop a range of plans and reports
«liaising with stakeholders and promoting participative workplace arrang
*negotiating solutions to new and emerging issues
ES 2. Teamwork
contributing to the development of other team members
*providing feedback on team performance to colleagues and mana
ES 3. Problem solving
«applying risk management processes to business operations
~assessing financial viability of new opportunities and
needs
ES 4. Initiative and enterprise
sencouraging creative and innovative workpl
«identifying new and emerging opportunities
on them
*managing, fostering and facilitating ché
ES 5. Planning and organising
«developing systems that are flexi S
eplanning for contingencies and p [f and systems
ES 6. Self management
«dealing with contingencies
*managing own time
taking responsibility suring all organisational polices and procedures
are adhered to
ES 7. Learning
eassisting Q i skills to improve team and individual performance

eed to complete all formative activities in preparation for the
activities required for this unit.

The candidate is provi@ed with instructions for each of the summative assessment activities
in her/his as ask book.

If at any stage of the assessments, you believe that the safety of anyone is in
jeopardy, you should abort the assessment session.
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Assessment 1: Written Test

The following instructions have been provided to the candidate.

Instructions to Candidate

You are required to answer the following questions to confirm your knowledge in relation to
unit BSBWORS501A: Manage personal work priorities and professional development.

You may refer to your training materials and other research while completing the answers.
Write your answers in the spaces below using a blue or black pen. Alt tively type a

document and provide a printed copy. If you re-type the document, at each question in
the document and type your answer under the question.

Instructions to Assessor: Written Benchmark A

The following answers are supplied for you (the asses
candidate’s work that you adhere to the prescribed an
following table are intended as a guide to ensure consis

r. Please ens ing the
s. The bench ers in the

Questions and benchmark answers Mapping

Question 1. The management and organis , team Mvidual performance
measurement systems i i

(purpose) of performanc

Answer should indicate the following: RK1

A method of gathering informati i ess, team or
individual’s efficiency and eff i i it identified goals. The
system also provides an avenu i edback on the
progress towards those goals.

Question 2. d with performance measuring systems.

Key performance indi RK1

ing tools or techniques a manager can use to identify an
and their personality traits. Name 1 common personality-

RK2

nance Instrument

Question 4. anaging different personality types is one of the first challenges that you will face
as a manager. Name 1 team advantage when the manager and the team members

are aware of their own personality traits and behaviour preferences.

Answer should identify 1 of the following points: RK2
The team can:

o |dentify the strengths and weaknesses of each individual
e Reduce misunderstandings and conflict

o Make a difference in the way a team deliberates a problem with diversity of
different personality types

e Enables tasks to be matched to the most appropriate personality type.

© 2010 United Business Services (Aust) Pty Ltd
BSBWORS501A_sample-Assessment_Assessor Guide.doc Verl.0: April 2010

Page 5 of 26



BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Questions and benchmark answers Mapping
Question 5. Name the principle (purpose) of a personal development plan.
Answer should indicate the following: RK3

An action plan aimed towards achieving a career, education or self-improvement
goals.

Question 6. Briefly explain the technique used when organising and managing a personal
development plan.

Answer should indicate the following: RK3

Identification and evaluation of personal development milestones and
achievements together with planning of goals and actions to achieve goals based
on awareness and reflection.

Question 7. Identify a business tool or technique that can be used i
development plan to identify areas of personal streng
factors that may impact on the plan.

SWOT analysis

Question 8. Personal goal setting is important for mana
motivation to be successful. One techpi
is SMARTT. Explain the meaning

Goals should be:
e Specific

e Measurable
e Achievable

e Realistic

e Trackable

e Time-framed

Question 9. Is, the principles in personal goal setting also

lain the importance of monitoring and rewards in

RK4

cknowledge your achievement by giving yourself a
reaching your goal
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Questions and benchmark answers Mapping

Question 10.  List 5 of the principles of time management.

Answer should identify 5 of the following points: RK5
e Set your goals

¢ Review your goals

o Make a list

e Decide on priorities

e Select an order or sequence for tasks to be done

e Tryto do one task at a time - Don't jump from one task to the other
e Plan the day

e Develop a personal sense of time
e Delegate effectively

¢ Make the best use of your best time including contingency planning

Question 11.  List 3 of the barriers to effective time man

Answer should identify 3 of the following points:

¢ Inability to prioritise
¢ Inability to say no or accepting inappropri
¢ Imbalance in work-life balance
e Lack of focus on goals

¢ Procrastination

Question 12.  Self development for a man
of formal andg | option 0 improve their management skills and

formal and informal self- development.

RK6

Work-based le
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Questions and benchmark answers

Mapping

Question 13.

An organisation’s policies and procedures are essential in order to ensure

consistency in its daily operations. They provide clarity and direction in order to meet

their legal and statutory requirements. Describe the function of:
e An organisation’s policies
e An organisation’s procedures.

Answer should indicate the following:
Policies:

The organisation’s policies are a blueprint to guide the direction of the comp
as well as regulate, direct and control staff actions and conduct. Policies a
direct connection between a Company's Vision and Mission and its dall
operations. Policies are also a platform for the company's culture.

Procedures:

The organisation’s procedures are the instructions which provide an exact
sequence of action for the organisation’s policies. A proce
the how (method/process) and the who (which position) in

Procedures are specific, factual and succinct. They ma elines,

Question 14.  An organisation has a humbe

and aims of a company.

implementation.

RK7

s, goals, direction

Answer should identify 2 of the following
e Business plan

e Strategic plan

e Organisational (action) pl
e Marketing/Sales plan

e Financial plan
e Production plan
e Performance mana

RK7

Question

Answ

e Vis

e Aural (auditory-mu
e Physical (

e Verbal (linguistic).

e Logical (mathematical).
e Social (interpersonal).
e Solitary (intrapersonal).

RK8
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Questions and benchmark answers

Mapping

Question 16.  The way you recall information and think about your experiences relates to your

preferred learning style. Briefly explain this statement.

Answer should indicate the following:

Learning relates the way you input, process, organise and recall information in
your own mind.

RK8

Question 17.  Describe 5 types of management work practices (methods) that can improve

personal work performance for yourself and your team.

Answer should identify 5 of the following points:

o Establish clear expectations and goals

e Review and gain agreement on KPIs and standards
e Create a positive atmosphere in the workplace through dignity and
e Give praise, acknowledge achievement and provide regular positive fe
¢ Address morale issues and team member conflicts im
e Have an open-door communication policy

¢ Identify and provide systems to ensure training i
timely manner

e Lead by example and be a positive role mg

e Deal with team and individual performance
concentrating on facts rather than p

o Delegate responsibly by providing th L ity to act
e Plan and prioritise current and future a

RK9

and targets .

Total Questions

17

S
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Assessment checklist — Assessor Note

Please complete the assessment checklist in the Candidate Guide to record the assessment
process and outcome.

The checklist contains a declaration by the candidate as follows:

The purpose and outcomes of the assessment have been explained.

I have received information about the unit of competency.

I understand the type of evidence to be collected.

The appeals system has been explained to me.

I have notified my assessor of any special needs that may need to be considered
during the assessment.

moowp

The checklist contains a section for the assessor to record the following:
e Whether RPL / Accelerated progression is required
¢ Whether Language / Literacy / Numeracy support is required
e Any other special needs

© 2010 United Business Services (Aust) Pty Ltd
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Assessment 2: Project

The following instructions have been provided to the candidate.

Instructions to Candidate

This activity is related to the unit of competency BSBWOR501A: Manage personal work
priorities and professional development. In particular, you will be required to demonstrate
your skills and knowledge in relation to this unit of competency.

You may refer to your training materials and other research if required. The activity may be
completed in the workplace or a simulated workplace.

Your assessor will use a checklist to record the assessment decisi
Overview

Below are a number of practical tasks to be completed over a period
simulated workplace where you will perform the dutie
completion of the tasks are to be negotiated between
will reflect your ability to:

he tasks

Project: Develop personal work gg
achievement

Your assessor will provide you with i ' g omplete a checklist on which they will

lects the goals and objectives of the company.
w identifies the documents that you are required to prepare and

lio. They may be presented in printed format in a folder or as

Ensure both and student number is clearly displayed.

© 2010 United Business Services (Aust) Pty Ltd
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Instructions to Assessor

The following benchmarks are supplied for you (the assessor). Please ensure when marking
the candidate’s work that you adhere to the prescribed benchmarks which are intended as a
guide to ensure consistency of assessment.

Instructions to Assessor

The following benchmarks are supplied for you (the assessor). Please ensure when marking
the candidate’s work that you adhere to the prescribed benchmarks which are intended as a
guide to ensure consistency of assessment. l

Project Tasks Mapping

The following tasks may be completed as a workplace project based o nisation and
job role, or as a simulated workplace project based on a fictitious organis isati
you are familiar with.

1. Inorder to be arole model to others it is important for
organised and have a personal work plan which identifi
processes to achieve those goals as well as the i
and make adjustments to the plan.

e Locate your position description (role ES 1, 3-6, 8
performance plan) and the organjsatio

Personal Work Plan:

o ldentify your perso ities and career
objectives

andscape page in a table format (Word or Excel)
2adings:

performance goals

hould match the organisational goals and objectives
relating to your responsibility and accountability areas.
(Performance expectations need to be detailed and include
activities and objectives relating to your career.)
Areas/competencies requiring improvement

o Actions to achieve goals
Identify formal or informal learning, location/access requirements,
approval requirements, estimated costs and payer, etc.

o  Timeframe to achieve goal.

You are required to provide your assessor with the following document:
e A Personal Work Plan detailing your goals and actions to achieve them.

© 2010 United Business Services (Aust) Pty Ltd
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Has the candidate met the following criteria for Task 1

Candidate’s responses may vary
A Personal Work Plan in a table format (Word or Excel), identifying:

e The organisational goals and objectives relating to the candidate’s performance requirements,
responsibilities, accountabilities and any legislation requirements.

e The candidate’s personal work goals, plans, activities and career objectives

e The candidate’s personal work performance goals matched (mapped) to
goals and objectives

e The candidate’s goals should include their activities and perform ectations
and achievements which reflect their responsibility and accountabi

e Areas/competencies for improvement e.g negotiation skills, technology s
Manufacturing, etc

e Actions to achieve their goals which identifies:
o The type of learning(formal or informal)
o The location/access requirements e.g. |
o Any approval requirements e.g.

2, HR approval, etc.

o Estimated costs and payer, etc e.g.
reimbursing payment

e paying or nil if company

o Estimated timeframe to ai week, 3 months, etc

© 2010 United Business Services (Aust) Pty Ltd
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Project Tasks Mapping

2. In order to monitor and maintain your Personal Work Plan, you need to PC1.3
establish a method to measure your success in achieving your work goals. | rg1-3
KPIs are measurable indicators that can track your progress and reveal CAE 3
areas which will help you manage your performance improvement. ES1 3.6 8

e In a separate table or as a short report:

o Develop 5 key performance indicators (KPIs) that you would use as
targets to measure your success in achieving the goals of your
Personal Work Plan in Task 1. Relevant legislative requirements
may need to be included in the KPIs.

o For each KPI identify the evidence you would gather to measu
your KPI.

o Explain the schedule for your personal KPI review proces
measure and maintain your personal development plan

o Describe how you are able to maintain personal performance i
environment where work conditions and work situations (context)
may alter or vary. Identify the performance pla i
strategies that you may use when your planned
longer be applicable in order to deal with

your response.

You are required to provide your assess

e Areport identifying your KPIs an [ pcess including
contingency strategies.

V

Has the candidate met the following criteria for Task 2

) 4

Candidate’s responses may vary

A report describing:

e 5 KPIsrelatingtot
and relate to the ca

Taskl. These need to be measurable, achievable
jlity and accountability areas. Relevant legislative

should include the frequency of the KPI reviews as well as how they
and adjust and maintain their goals.

e The contingency strategies or processes the candidate uses in order to deal with and overcome
issues and problems in order to maintain personal performance when work conditions and work
situations (context) alter or vary. The candidate may use a scenario to illustrate their response
e.g. review, reflect and re-prioritise targets and tasks.
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Project Tasks

Mapping

3.

You a

A manager needs to be able to set long and short term plans for
themselves and their team, that directly relate to the organisation’s goals
and objectives. In order to achieve these planned goals and objectives, a
manager needs to prioritise tasks for himself/herself and his team.

Develop a scenario that describes a 3-day team work project you need
to manage. The project should relate to an organisational goal or
objective from the organisation’s plan you used in Task 1.

Design a work project table with 3 columns (Word, Excel or other
software)

In the first column (left), list and describe the work project’s go
objectives

In the second column (middle), list and describe the team’s work pr
tasks from commencement to completion and identify timeframes (in
hours) for each task

In the next column (last), list and describe yg
project tasks including monitoring function
hours) for each task

Using 3 different colours, highlig
Create a priority legend to identi

Using 3 different colo ighli sks into 3
priorities. Create a pr

Using the we schedules for the 3-day
work project

o

Ir management tasks setting out the order of task
eframes

aining the work project
o 2 work schedules for the team and the manager.

PC 2.1-2.2
RS 2-3
RK 4-5
CAE 1
ES 1-8

© 2010 United Business Services (Aust) Pty Ltd
BSBWORS501A_sample-Assessment_Assessor Guide.doc

Page 15 of 26

Verl.0: April 2010



BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Has the candidate met the following criteria for Task 3

Candidate’s responses may vary
A report containing:

e A scenario on a 3-day team work project that relates to an organisational goal or objective from
the organisation’s plan in Task 1 e.g. marketing program, OHS training, stocktake, etc

o 1 table explaining the work project. In each column of the table

o Arrealistic list and description of the work project’s goals and objectives

o Arrealistic list and description of the team’s work project tasks with rames in hours for

each task. Tasks should identify the actions to be completed.
o Arealistic list and description of the management work project

hours for each task. Tasks should identify the actions to be comp
involve monitoring the work project and the team’s performance

o 1 schedule for the team setting o
o 1 schedule for management tasks s

o Timeframes for team a
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Project Tasks Mapping

4. Itis important that a manager consults with his/her team when developing PC2.1
work projects, work schedules and priority lists, to gain team agreement RS 1-3
and identify any issues that may hinder implementation of the plan. RK 2 9

e Using the 3-day team work project in Task 3, describe the CAE 1
communication process (steps) used to gain input and acceptance of ES 1-8
the work schedules to implement the project.

e After analysing the team feedback on an issue relating to the way tasks
are allocated amongst the team members, and taking into consideratio
the personality traits of individual team members, explain:

o  The factors you would take into account when re-allocating
team task

o  How misallocation of tasks relates to team performance.

You are required to provide your assessor with the following,document:

e A short report on communicating with your team to
acceptance of the work schedules to implement the 3~

Has the candidate met the following criteria for Task 4

Candidate’s responses may vary

A short report on team communication to g tance of the work schedules to

implement the 3-day team proj

. i i nd gain acceptance of the project work

e Factors that influe

Lack of skills a

xperience, Lack of confidence, etc
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Project Tasks Mapping
5. A manager needs to be aware of his/her own as well as the team’s general | PC 2.3
health, stress levels and work-life balance. RK 7,9
e Briefly explain: CAE 3
ES 5-6

o The importance of work-life balance to the employee and the
organisation

Why stress in the workplace needs to be managed
How health and stress can affect workplace performance

List 4 signs that would indicate a person is under stress in the
workplace

o Name the organisational policy that is required in order to
legislation relating to health in the workplace.

You are required to provide your assessor with the following document:
e A short report in response to the above questions and statements.

Has the candidate met the following criteria for Task 5

Candidate’s responses may vary
A short report explaining:
e The importance of work-life balance to the

An organisation that recognises and j
and retains high performing employ
commitments. The opposite effect is
being of the employee. An employee vi

e balance policies generally attracts
ployee time off due personal

r stress which affects the health and well
place conditions as a benefit to their

an increase in sigk\€ i er turnover of staff and a drop in productivity.
performance

uld indicate a person is under stress in the workplace

Complaining of depression, anxiety, feelings of being overwhelmed and unable to cope
A drop in work performance

An increase in sick days or absenteeism

Cognitive difficulties, such as a reduced ability to concentrate or make decisions
Complaining of fatigue, headaches, heart palpitations and stomach problems
Increased aggression.

O O O O O O

¢ Name the organisational policy that is required in order to legislation relating to health in the
workplace. — Workplace health and safety policy
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Project Task Mapping

The overall project task: ES 1,8

Compile all the above documents together. They will be assessed separately and
then assessed for overall readability, which includes use of appropriate grammar and
punctuation in sentences and paragraphs.

Has the candidate met the following criteria for the overall project task

Reports display appropriate readability by using appropriate grammar and punctuation in sentences

and paragraphs.

Assessment checklist — Assessor Note

Please complete the assessment checklist in the Candidate Guide to record the assessment
process and outcome.

The checklist contains a declaration by the candidate as follows:

The purpose and outcomes of the assessment have been explained.

| have received information about the unit of competency.

| understand the type of evidence to be collected.

The appeals system has been explained to me.

I have notified my assessor of any special needs that may need to be considered
during the assessment.

The checklist contains a section for the assessor to record the following:
e Whether RPL / Accelerated progression is required
o \Whether Language / Literacy / Numeracy support is required
e Any other special needs
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Assessment 3: Project

The following instructions have been provided to the candidate.

Instructions to Candidate

This activity is related to the unit of competency BSBWOR501A: Manage personal work
priorities and professional development. In particular, you will be required to demonstrate
your skills and knowledge in relation to this unit of competency.

You may refer to your training materials and other research if required. The activity may be
completed in the workplace or a simulated workplace.

Your assessor will use a checklist to record the assessment decisi
Overview
Below are a number of practical tasks to be completed over a period
simulated workplace where you will perform the dutie

completion of the tasks are to be negotiated between he tasks
will reflect your ability to:

Project: Develop skills and abilitieg

submit in your evidence p sented in printed format in a folder or as
an electronic copy.

Ensure both your learly displayed.
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Instructions to Assessor

The following benchmarks are supplied for you (the assessor). Please ensure when marking
the candidate’s work that you adhere to the prescribed benchmarks which are intended as a
guide to ensure consistency of assessment.

Project Tasks

Mapping

The following tasks may be completed as a workplace project based on your own organisation and
job role, or as a simulated workplace project based on a fictitious organisation, or an organisation
you are familiar with.

1.

In Australian workplaces, managers are expected to hold national
gualifications or enterprise-specific units of competency which are r
to their role and responsibilities.

Consider the Personal Work Plan you developed in Assessme
1 and the gaps in your qualifications, skills and abilities to achiev
career goals.

Make a list of the qualifications and competency g
determine your development needs.

Gather feedback from team members, client

in a simulated assessment, then you
represent team members, clients and

Analyse the feedback you receiv
deletions to your list of qualificat
career goals.

In a table (Word or Excel) develop

o Inthe far left colu i tions or enterprise-
ersonal Work Plan

s (e.g. none, HR manager, etc)

o Under each heading, enter as much detail as you can to complete
your Personal Professional Development Plan.

o Use the last column (headed Month) to prioritise your Personal
Professional Development Plan to cover the next 6 or 12 month
period. Write the month you consider as being an appropriate date
to commence gaining that qualification or competency. Remember
you are able to commence more than one item during a month.

You are required to provide your assessor with the following document:

A Personal Professional Development Plan to cover the next 6 or 12
month period.

PC 3.1-3.2
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Has the candidate met the following criteria for Task 1

Candidate’s responses may vary

e A Personal Professional Development Plan in an 8 column table (Word or Excel) to cover the
next 6 or 12 month period which has the following headings:

Qualifications and competencies or knowledge and skills gaps
Access and availability

Location

Time requirements

Personal commitment requirements
Approximate costs

Approvals

Month

0 O O 0 O O O O

e Details in the table should include:

o Alist of the areas for professional development (P
enterprise-specific units of competency. These ma
candidate’s Personal Work Plan competencie

o Accessibility to PD (e.g. HR arrange
distance, another city, etc)

Any location issues (e.g. in-hou

Length of time to achieve PD qua
months, etc)

e, another city, etc)
petencies (e.g. 2-days, a month, 6

o Personal commitmen i ualifications or competencies (e.g.
work, etc)
o s (e.g. Course fee, no fee, text books,
stationery, fee
o Any approvalrec ve PD qualifications or competencies (e.g. none, HR

manager, etc

Priority list indicate [ i for'commencement of PD qualifications or
o ncies. i :
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Project Tasks Mapping
2. A manager’s Personal Professional Development Plan is a guide only until | PC 3.3, 3.5
it is implemented. RS 3
. . . . RK y O, OF
e Review your Personal Professional Development Plan and taking into 3,689
consideration your preferred personal learning style, identify the CAE 2
professional development activities you wish to undertake first. These ES1,4,6,8

activities will be indicated by the same month appearing in the last
column of your Personal Professional Development Plan

e Create a new list which identifies only those activities indicated by the
earliest month mentioned in your Personal Professional Developme
Plan. On reflection you may wish to alter, adjust or add to these fi
professional development activities.

e |n a short report provide details on each of the professional
development activities you will commence. You should mention the
following:

o  The name of the course or program (e.g. men on budgets,

BSBWORS501A Manage personal wor
development, etc)

o An overview, description or outcas
development activity

The timeframe required for
The anticipated cost
Any approval requirements th

e In a paragraph, expla ese new national
qualifications or enterpri i ency will assist you
achieve and maintain your er competitive edge.

e Areport on the
Development Pl
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Has the candidate met the following criteria for Task 2

Candidate’s responses may vary

A report on the implementation of the candidate’s Personal Professional Development Plan,
including:

o Alist of the earliest month’s professional development activities from the candidate’s Personal
Professional Development Plan. The activities may have been altered from the original list in
the candidate’s Personal Professional Development Plan

e A short report on each professional development activity identifying the fo

o The name of the course or program (e.g. mentoring on budgets,
equipment, telephone techniques, BSBWOR501A Manage pe
professional development, etc)

reimbursed

o Any approval requirements that
financial reimbursement

ating to time away from work or

e A paragraph explaining the ways then ifi As or enterprise-specific units of
competency Iearnmg (me i achieve and maintain an industry

technology in the workplace.
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Project Tasks Mapping
3. A manager needs to establish and cultivate a good network within the PC 34
workplace and within the industry. RK 4, 6, 9
ES 1,4

e In a short report:

o List 2 examples of opportunities that can be used to establish
networks within the workplace

o List 2 examples of opportunities that can be used to establish
networks within the industry

o Explain the need to participate and develop internal and exte
networks to:

= Improve professional competence
= Improve work relationships

= Maintain industry currency

= Improve career options.

You are required to provide your assessor with the f

Candidate’s responses may vary
A short report on participating

e List 2 examples of opportun tablish networks within the workplace
e.g. management and depart mpany functions, etc

2 and skills, awareness of technology changes, new developments,
ferent avenues of industry, etc

o Improve work
Unde i other departments and work areas, appreciation of internal customer
restrictio d requirements, etc.

o Maintain industry currency
Updates on industry practices, technology and processes, etc

o Improve career options
Identify alternative opportunities, options for upward or sideways movement, etc.
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BSBWORG501A: Manage personal work priorities and professional development
Assessment Tasks: Assessor Guide

Project Task Mapping

The overall project task: ES 1,8

Compile all the above documents together. They will be assessed separately and
then assessed for overall readability, which includes use of appropriate grammar and
punctuation in sentences and paragraphs.

Has the candidate met the following criteria for the overall project task

Reports display appropriate readability by using appropriate grammar and punctuation in sentences

and paragraphs.

Assessment checklist — Assessor Note

Please complete the assessment checklist in the Candidate Guide to record the assessment
process and outcome.

The checklist contains a declaration by the candidate as follows:

The purpose and outcomes of the assessment have been explained.

| have received information about the unit of competency.

| understand the type of evidence to be collected.

The appeals system has been explained to me.

I have notified my assessor of any special needs that may need to be considered
during the assessment.

The checklist contains a section for the assessor to record the following:
o Whether RPL / Accelerated progression is required
o \Whether Language / Literacy / Numeracy support is required

e Any other special needs
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