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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 that the final assignment used is internally verified
· The assignments have been left as word documents to allow you to amend and tailor.

	Entry 3

	Unit 10 Self Assessment
	Assignment Title: 

	
Assignment Issued: …………………………………..  Hand in Date ………………………………………… Internal Verification date: ……………………………………………
Learner’s Name: ………………………………………………………………………………..  Tutor Name: ……………………………………………………………………………………………


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

	1 Know their personal strengths and weaknesses
	1.1 List their personal strengths and weaknesses



	2 Know that they have useful skills and qualities


	2.1 Identify different skills and qualities they have

2.2 Identify some ways in which their skills and qualities can be used beneficially

	3 Know about setting both short and long term goals


	3.1 Identify a long-term goal

3.2 Identify some short-term goals

3.3 With support, identify methods by which the short-term goals may be achieved


Scenario

Self Assessment is a way to think about the things you are good at and areas where you need to develop. It is only through successful self assessment that you can truly achieve your potential. This assignment will guide you through this process and give you the tools to help plan your future.
	Task 
	AC
	Tutor guidance 

	Task One
It is useful to know what you are good at (your strengths) as well as knowing the areas where you need to improve as this can help you to make important decisions about what you want to do for a living or what you would like to study.
1.  Complete the tick list exercise to identify the difference between skills, strengths, weaknesses and personal qualities

2. With your tutor, discuss what you are good at and think about some areas where you might need to develop skills

	1.1


	Tick list exercise below

Tutor observation checklist of discussion

	Task Two 
Your own skills (the things you are good at) and qualities (things about your personality) are what help you to achieve success. 
a) Using the worksheet below list the skills and qualities of these four celebrities:

- Wayne Rooney

- Richard Branson

- Gordon Brown 
- Paula Radcliffe
b) Discuss and list any skills and qualities that you have in common with these celebrities.  
c) Include in your list things that people say you are good at.

d) List the skills you use in your hobbies 
e) Identify TWO skills and TWO qualities that you have and how these help you in everyday life. 
(e.g. I Tskills – these help me to check my emails everyday patience quality – I am really patient when waiting for little sister to tie her shoelaces)
f) Using the skills and qualities that you have identified in Task 2e – how do you think theses skills and qualities will help you in the future?
	2.1

2.1

2.1

2.2
	Celebrity skills work sheet 

These are my skills and qualities and this is how I use them worksheet



	Task Three
Congratulations! You have identified your skills and your strengths as well as areas for development. 

Knowing what you are good at helps to make decisions about your future learning and career plans.  Making plans for the future means you are setting yourself goals. 
Long term goals are things like getting a job, buying a house or getting a promotion.  They take time to achieve.

Short term goals are things that often lead to you achieving your long term goals.  


For example to buy the house you need to save £100 each month for a deposit.  To get the job you need to get the right qualifications and training. 

a) Identify one long term goal.  

b) Now think about the smaller, short term goals that will help you to achieve your long term goal. Identify two short term goals. 

c) With your tutor work out how you will achieve your short term goals and write a small progress plan. 


	3.1

3.2

3.3
	Long term and short term goal setting plan template 



Evidence Collection
Task One –  Tick the box that you think best describes the words below
Student Name …………………………………………………………………….  Date…………………………..

	
	Strength
	Weakness
	Skill
	Personal quality

	Helpful
	
	
	
	

	Generous
	
	
	
	

	Musical
	
	
	
	

	Emotional
	
	
	
	

	Supportive
	
	
	
	

	Co-operative
	
	
	
	

	Thoughtful
	
	
	
	

	Caring
	
	
	
	

	Sporty
	
	
	
	

	Sensitive
	
	
	
	

	Punctual
	
	
	
	

	Decisive
	
	
	
	

	Use ICT
	
	
	
	

	Organised
	
	
	
	

	Creative
	
	
	
	

	Energetic
	
	
	
	

	Imaginative
	
	
	
	

	Open minded
	
	
	
	

	Talkative
	
	
	
	

	Shy
	
	
	
	

	Communicator
	
	
	
	

	Sociable
	
	
	
	

	Quiet
	
	
	
	

	Precise
	
	
	
	

	Work with hands
	
	
	
	

	Enthusiastic
	
	
	
	

	Relaxed
	
	
	
	

	Assertive
	
	
	
	

	Grumpy
	
	
	
	

	Kind
	
	
	
	

	Gentle
	
	
	
	

	Untidy
	
	
	
	

	Patient
	
	
	
	

	Adventurous
	
	
	
	

	Selfish
	
	
	
	

	Acting
	
	
	
	


Task One - Tutor observation sheet

Discussion  Date: …………………………   Venue: ………………………………………………………………………  Learner: …………………………………………………………
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Task Two – Can you identify the skills and qualities of these well-known people?
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1. Richard Branson







2. Wayne Rooney 

 

  















3. Paula Radcliffe 







4. 












   
Task Two 
Now think about your own skills and qualities.  
Can you identify TWO SKILLS that you have and how these skills help you in everyday life?




Can you identify TWO Qualities that you have and how these skills help you in everyday life?


Task Three – My Goals and how I plan to achieve them
My long term goal is: 



The short term goals that I will need to achieve are: 
1.


2. 


This is the progress plan that I discussed and agreed with my tutor: 

Strengths and weaknesses identified by the learner:








   STRENGTHS 									WEAKNESSES



























































Assessor Signature on achievement of 1.1: ………………………………………………………………………………………………………………………………………..





Skill 1				When do you use this skill?























Skill 2				When do you use this skill?






































Quality 1			When do you use this quality?























Quality 2			When do you use this quality?
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