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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 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 16
Setting and Meeting Targets at Work
	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 how to set personal targets in the workplace


	1.1 Identify aspects of job roles which may require setting and reviewing targets

	2 Set a personal target


	2.1 Agree a personal target with an appropriate person

2.2 Record the personal target



	3 Review a personal target


	3.1 Carry out a review of their progress against their targets with an appropriate person

3.2 Identify one aspect which has been achieve


Scenario

To do well in any career you must challenge yourself on a regular basis. Setting and monitoring effective targets with the help of others can make a real difference to success Task 1. Tutor Assessment of poster

	Task 
	AC
	Tutor Guidance and Recommended Evidence

	Warm up task
Targets are set by individuals and organisations for a variety of reasons. 

a) In small groups think about the different types of targets that are used in the work place.  E.g. performance targets, sales targets, training targets etc.  Can you think of a specific job or industry and the targets that are associated with it. E.g. Call centres have customer satisfaction targets.
b) Complete the SMART targets worksheet. 
	
	A tutor-led group discussion will help to encourage learners to think about different types of workplace targets. You may want to give some examples of the types of targets that are set in different workplaces.
Give learners a copy each of the SMART targets worksheet and handout.  
Essential Resources

SMART targets hand out and worksheet, provided. 
Useful Resources

Video from Mind Tools about the purpose of setting goals and introduction to SMART goals:

http://www.mindtools.com/page6.html 

	Task One
Look at the job descriptions provided below.  
a) Choose ONE job description to work with and write your choice in the worksheet.

b) Identify TWO aspects from that job role which may require you to set and review targets.

	1.1
	Use the space below to record your answers.
Essential Resources

Job description hand outs provided below and worksheet.


	Task Two

a) Set yourself a realistic personal, study or work-related target.  
b)  Make sure that the target you set for yourself is a SMART target. Refer to the SMART target worksheet to remind yourself what makes a SMART target.
c) Get your tutor to confirm that your target is appropriate SMART target.
d) Now record your target in the worksheet provided.  Remember to include a timeline for meeting the target and regular dates to monitor how you are progressing towards the target. 
	2.1

2.2
	Tutor witness statement for AC 2.1

Use the personal development plan template to record the target for AC 2.2.  
Alternatively, the learner may wish to use a different format. 

	Task Three

Knowing how to review targets is just as important as knowing how to set targets.  

a) With your tutor or supervisor discuss your progress towards the target you set yourself in Task Two.  Write a short summary of the progress you have made in the ‘My Progress Report’ worksheet. 
b) Identify ONE aspect of the original target that you have already met and record this on the ‘My Progress Report’ worksheet
	3.1

3.2
	Tutor/Supervisor witness statement to verify that the learner was able to discuss their progress towards a set target and identify one aspect of the target that they had already met.
‘My Progress Report’ worksheet.


SMART TARGETS HANDOUT 



SMART targets help you to think positively about achieving your targets. When you set yourself targets at work it is important that they are SMART targets:

S - specific

M - measurable

A - achievable
R - realistic
T - time-based
Next time you set yourself a target make sure it’s a SMART target.

Remember, SMART Goals are: 
Specific
· Well defined 

· Clear to anyone that has a basic knowledge of the project 

Measurable
· Know if the goal is obtainable and how far away completion is 

· Know when it has been achieved 

Achievable
· Goals that can be achieved within the agreed timeframe, goals that are unachievable will lead to a lack of motivation 
Realistic
· Within the availability of resources, knowledge and time 

Time Based
· Enough time to achieve the goal 

· Not too much time, which can affect project performance 

Warm up Exercise – SMART targets

What does SMART stand for?

S - - - - - - -

M - - - - - - - - -

A - - - - - - - - -

R - - - - - - - -

T - - -  - - - - - - -

	Which ones are SMART?


	Tick if smart

	1
	To improve my fitness in PE


	

	2
	To learn how to use spreadsheets, by the end of the month
	

	3
	To work harder at English, by the end of term
	

	4
	To learn first aid techniques, by the end of next week
	

	5
	To do a revision  programme for my GCSEs, by next year
	

	6
	To organize my homework better so I have time to go out with my friends each week, by end of month.
	

	7
	To improve my markers for math’s assignments, by half term.
	


Here are some examples of targets.

Discuss your answers with two other people.  Did you agree?

Job Description Handouts for Task One


Job Title: Garage Mechanic

Job Location: Guildford, Surrey

Sector: Mechanics

Hours:  8.00am – 4.00pm

Job Description

Working for a busy garage and delivering good customer service to our many clients.

Main duties/responsibilities

Handling tools, materials and substances safely

Carrying out manual tasks

Being reliable

Using initiative

Communicating well with customers and colleagues

Listening to and following  instructions

Person Specification
You should have a genuine interest in becoming a garage mechanic and be keen on enrolling on an NVQ1 course in mechanics at college.  Relevant previous experience would be beneficial but not essential.


Job title: Team Administrator for a busy Travel Agent
Job Location: Woking, Surrey

Sector: Secretarial & Clerical

Hours: 9.00 – 5.00

Job Description
Supporting a busy travel agency sales team

Main duties/responsibilities

Word processing

Photocopying

Telephone inquiries

Distribution of post

Invoicing and Ordering
Answering telephones 

Person Specification

You should be confident, be a good communicator, have some previous administrative experience and an ability to learn new duties.  You should also be friendly and approachable and be a team player.



Job title: Sales Adviser

Job Location:  Ealing, West London

Sector  Retail 
Hours: 9.00am – 5.00pm (Maximum 37.5 hours per week)
Supervisor: Store Manager 
 

Job Description

Working for a well known mobile telecommunications company, you will be delivering excellent customer service to people in store. 

Main duties/responsibilities:
Acknowledge customers when they enter the store
Build rapport with customers
Establish customer needs and identify the best deal for them
Demonstrate phones to customers
Deal with customer issues
Carry out display change and deliveries work as allocated
File signed contracts and forms
Handle faulty and returns admin as required
Complete computer input related to each sale
Keep product knowledge up to date
Keep sales floor tidy and presentable
Represent the company and be its front line

Person Specification
You should be confident, be a good communicator, have selling skills and the ability to absorb new knowledge.  You should also be friendly and approachable and be a team player.

In return the compnay offers excellent opportunities for promotion, competitive salaries and an excellent staff discount scheme. 


 
Job title: Trainee Hairdresser

Job Location: Camberley, Surrey
Sector: Hairdressing

Hours:  9.00 – 5.30  Maximum 40 hours.
Job Description

Working for a well-established and award winning independent Hairdresser, you will be assisting Senior Hair stylists.

Main duties/responsibilities

Greet customers as they come into the salon

Make sure customers are comfortable, offer refreshments etc.

Shampooing

Assisting Stylist

Answering the telephone and booking in customers

Sweeping up and general tidying of the salon

Person Specification

Some previous experience of the haridressing inductry would be beneficial but not essential.  More important though is a clear passion for hairdressing and a determination to develop a succesful career in the industry. Ideally you should be thinking about enrolling on the NVQ Level 1 course at college.  You should be friendly, approachable and well presented.  A good team player who can handle the pressure of working in a fast-paced and very busy environment.
Evidence Collection                                                        Worksheet for AC 1.1
Task One – Identify aspects of job roles which may require you to set and review targets
The job role I have chosen is:

Which aspects of this job would require you to set and meet targets?

1. ………………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………….

2. ………………………………………………………………………………………………………………………………………………….

……………………………………………………………………………………………………………………………………………….....

………………………………………………………………………………………………………………………………………………….
Task Two – Setting targets (A.C. 2.1) 
Witness Statement

	Learner’s name:
	

	
	

	Qualification:
	BTEC Workskills Entry Level 3

	
	

	Unit number and title:
	Unit 16 Setting and Meeting Targets at Work

	Description of activity undertaken (please be as specific as possible)

	Attending 1-1 discussion with tutor to set an appropriate SMART target and have this agreed. 

	Assessment criteria (to which the activity provides evidence)

	2.1 Agree a personal target with an appropriate person.



	How the activity meets the requirements of the assessment and grading criteria, including how and where the activity took place

	

	Witness’s name:
	
	Job role:
	

	
	
	
	

	Witness’s signature:
	
	Date:
	

	
	
	
	

	Learner’s name:
	
	
	

	
	
	
	

	Learner’s signature:
	
	Date:
	

	
	
	
	

	Assessor’s name:
	
	
	

	
	
	
	

	Assessor’s signature:
	
	Date:
	

	
	
	
	

	Internal Verifier’s signature:
	
	Date:
	


Task Two –  Recording personal targets (A.C. 2.2)
	Name:
	
	Tutor/supervisor:
	
	Date of target setting:
	


My Target
	Target
	I will complete this target by this date: 
	I will review my progress towards this target on these dates:

	
	
	


My Tutor/ Supervisor’s comment

	


Tutor Signature …………………………………………………………………………………………………………………… Date………………………………………………………
Task Three – Reviewing progress against set targets (3.1 and 3.2) 
My Progress Report

The target I am working towards is: …………………………………………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………………………………………………………………………………………………………
Progress against set target(s)
My progress to date is:

Date ………………..

One aspect of my target that I have achieved so far is: 
Date ………………..

Task Three – Tutor Witness Statement 

	Learner’s name:
	

	
	

	
	

	Description of activity undertaken (please be as specific as possible)

	Review progress against agreed target(s) and identify one aspect of the target that they have successfully achieved. 

	Assessment criteria (to which the activity provides evidence)

	3.1 Carry out a review of their progress against their targets with an appropriate person.

3.2 Identify one aspect which has been achieved.

	How the activity meets the requirements of the assessment and grading criteria, including how and where the activity took place

	

	
	
	
	

	Learner’s name:
	
	
	

	
	
	
	

	Learner’s signature:
	
	Date:
	

	
	
	
	

	Assessor’s name:
	
	
	

	
	
	
	

	Assessor’s signature:
	
	Date:
	

	
	
	
	

	Internal Verifier’s signature:
	
	Date:
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