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[image: image2.png]‘Workskills from Edexcel





WorkSkills sample assignments – user guidelines

· These assignments are meant only as guidance and you should tailor the delivery scenario to suit your context of delivery and the needs of your learners.  

· The evidence collection area is meant as a guidance template and you should amend this as required.  You may also want to choose a different method of assessment and evidence recording.  Please always refer to the delivery guidance in the WorkSkills specifications for further advice on delivery and assessment.
· Please ensure the final assignment used is internally verified
· The assignments have been left as word documents to allow you to amend and tailor.

	Level 1

	Unit 10 Self Assessment
	Assignment Title: 

	Assignment Issued: ………………………………………………………………………….     Hand in Date ………………………………………………………..


 
Learner’s Name: ……………………………………………………………………………...   Tutor Name: …………………………………………………………………………….

Internal verification date: ………………………………………………….   IV signature: …………………………………………………………………………………………..


	Learning Outcomes
The learner will:
	Assessment Criteria
The learner can:

	1 Understand personal strengths and weaknesses
	1.1 Describe their own strengths and weaknesses

1.2 Suggest how their weaknesses may be remedied

	2 Understand how to use skills and qualities


	2.1 Discuss how their own skills and qualities may be used

	3 Understand the need for setting both short and long term goals in life


	3.1 Describe why it is important to set short and long-term goals

3.2 With support, set one long-term goal and some short-term goals

3.3 Describe how some of the short-term goals might be achieved

3.4 Discuss how their skills, qualities and strengths may help in achieving their short-term goals


Context: 
Self Assessment is an opportunity to reflect on what you are good at and to identify ways of dealing with any areas where you need to develop your skills. It is only through effective self assessment that you can maximise your opportunities. This assignment will guide you through this process and give you the tools to effectively plan your future.

	Task 
	AC
	Tutor Guidance and Suggested Evidence

	One
a) Carry out a SWOT analysis to describe your strengths and weaknesses (for this task you don’t need to look at opportunities or threats). Give at least TWO examples for each. Use the template below to record your answers.
A SWOT Analysis is a way of analysing your Strengths,(things you are good at) Weaknesses (things you are not so good at), Opportunities (things that are open to you) and Threats (things that may prevent you from achieving).

b) Describe how you would improve the two areas of personal weakness that you have identified (e.g. further training or study, practical experience etc.).  You need to give an example for each of the weaknesses you identified.

	1.1
1.2


	Completed SWOT analysis template of Strengths and Weaknesses
Useful resources: 

What is a SWOT analysis? http://en.wikipedia.org/wiki/SWOT_analysis
Teaching SWOT analysis:
www.teachingexpertise.com/articles/swot-analysis-personal-note-489


	Two 
a) On the form provided, write a list of your skills/qualities/achievements/ talents /interests. 
b) Narrow down your list to identify TWO skills and TWO qualities that you think will help you with your future career plans and personal achievement plans. 


	
	My personal skills and qualities worksheet
This activity partially meets assessment criteria 2.1 but should be completed in conjunction with Task Three to fully meet the requirements. 

	Three
a) Write a short presentation titled “This is me and this is what I am going to do about it!” which explains why you think the two skills and qualities that you identified in part b of Task Two are important to your future personal plans.  

b) Deliver your presentation to your tutor

	2.1
	Tutor observation checklist 

	Four 
Now that you have a clear idea of what your strengths, weaknesses, skills and qualities are, you can relate these to both your long term and short term plans and goals.
a) In a small group discuss why it is important to set short term and long term goals for personal, career and professional progression. 
b) Identify at least one reason for setting short term goals and one reason for setting long term goals and write these down. Record your answers in the worksheet provided

	3.1
	The importance of setting long term and short term goals worksheet 


	Five
a) Set yourself ONE long term goal (e.g. going to University).  Record your goal in the template provided.

b) Set yourself THREE short term goals that will help you to achieve your long term goal. Record these goals in the template provided.
(e.g. 1. passing GCSES  2. Researching University courses and entry requirements 3. Achieving required GCE  grades)
c) In the space provided explain how each short term goal will help you to achieve your long term goal 


d) In the space provided list any of your skills and qualities that will help you to achieve your short term goals

	3.2

3.3

3.4
	Long term goal planner worksheet
Useful resources:

How to set goals and targets 

www.streetdirectory.com/careers/career_advice/career_development/setting_goals__targets
www.mindtools.com/page6.html
A minimum of two skills and qualities must be identified in order to achieve AC3.4


Evidence Collection
Task One – SWOT Analysis of strengths and weaknesses (1.1 and 1.2)
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How can I improve the weaknesses that I have identified?
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Task two – My Personal Skills and Qualities 




Task Three -  “This is me and this is what I am going to do about it!” presentation (AC 2.1) 
Tutor observation sheet

Date: 




Learner Name: 

Task Three – The Importance of setting long and short term goals (AC 3.1) 
	It is important to set long term goals because:

	It is important to set SHORT TERM GOALS because:

	………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………


	………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………




Task Four – My Long Term and Short Term Goal planner (AC 3.2, 3.3, 3.4) 
	Name:………………………………………………………………………………………………………………………………  Date: …………………………………………………………

	My Long Term Goal is:
	

	My Short term goals are:
	
This short term goal will help me to achieve my long term goal because…

	1.


	

	2. 


	

	3.


	





Identified weaknesses 1			     				Identified weakness 2 











How can I improve in this area?		     				How can I improve in this area?














Why is it important to improve areas of weakness? 








Assessor Comments








Assessor Signature on completion of 1.1, 1.2: ……………………………………………………………………………      Date: …………………………………………………..





These are my personal skills / qualities / achievements / talents /interests:


























The Skills and qualities that I think will be most useful for my future career and personal plans are: 





Skill 1									   Quality 1

















Skill 2									   Quality 2





Content (circle when achieved)





Skills and qualities: communication skills e.g. good listener, can use sign language; practical skills e.g. can use computer, can drive a car; interpersonal skills e.g. good at encouraging, helping or motivating others, patient with elderly people or children





Using skills and qualities in personal life and careers: e.g. good listener would be useful for work in a call centre, skills in motivating others would suit working in a team, ability to use a computer could meet criteria for enrolling on an online course, patience with children would suit nursery work





Skill1:													Skill 2:














Quality 1:												Quality 2:











General Comments:











Assessor Signature on achievement of 2.1: ………………………………………………………………………………………………………………………………………….











Strengths									Weaknesses





1.										1.











2.										2.
















































































					                        						









































							














