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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 or include within the actual tasks if appropriate.  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.

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

	1 Understand how to develop and confirm personal targets


	1.1 Develop personal targets that are appropriate for a workplace situation

1.2 Identify relevant team or organisational targets which relate to own personal targets

1.3 Confirm own personal targets with an appropriate person

1.4 Present own personal targets in an appropriate format to suit organisational

requirements

	2 Review progress against own targets


	2.1 Identify an appropriate review point

2.2 Review own progress with an appropriate person

2.3 Discuss and agree with an appropriate person what has been achieved and what, if anything, is still to be achieved


	Level 2

	Unit 22 Setting and Meeting Targets at Work
	Assignment Title: 

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

Internal Verification date: ……………………………………  Internal Verifier sign off: ……………………………………………………………………………………………………..            


Scenario
To be effective in any career you must challenge yourself on a regular basis. The ability to manage personal targets in the workplace is of both short and long term benefit to the personal and career plans of the individual.  
	Task 
	AC
	Tutor Guidance and suggested evidence

	Task One

a) On a sheet of paper make a list of the things you want to achieve in the next six weeks. These should be personal targets that are relevant to either a real or simulated workplace situation or they could be personal learning targets. 
b) Choose the two most challenging goals on your list and re-write them as SMART goals, you should include specific timescales for completion for both of your targets. 

S - specific, significant, stretching

M - measurable, meaningful, motivational

A - agreed upon, attainable, achievable, acceptable, action-oriented
R - realistic, relevant, reasonable, rewarding, results-oriented

T - time-based, timely, tangible, track able
c) Record your SMART goals in a format that allows you to clearly display the timescales for completion and leaves room for you to regularly monitor and record your progress against these set timescales
You might want to look at some examples of personal development plans to get an idea of the different formats used for recording set goals. 

	1.1
	An outline of at least TWO targets and relevant timescales is essential in order for the learner to achieve AC1.1. 
Plan of completion

Useful resources:

www.projectsmart.co.uk/smart-goals.html


	Task Two
a) Work in small groups of three or four for this task.  

You are work in the Sales Department of a large Telecommunications company.  Each team member has specific sales targets to reach by the end of the year.  
b) In the group decide what the THREE main targets are for the company as a whole.  Make a note of these targets. 

c) In your group set THREE personal goals for each team member.  Remember these must be realistic targets.  Make a note of these targets. 
d) Produce a one sided handout that states your targets and those of the organisation.

e) As part of your handout, identify the links between your personal targets and the wider targets of the organisation. Explain how individuals achieving their personal targets will help to achieve the wider targets.

	1.2
	Tutor observation of group discussion about setting personal targets and organisational targets

Handout of company targets and individual targets

	Task Three
a) Refer to the personal targets that you set in Task Two and discuss these targets with your tutor/line manager.  


b) Explain to your tutor why you set these targets and why you think they are realistic. Your tutor must agree to the targets that you have set.


c) Complete the Employee Action Plan with your agreed targets and timelines for completion 

d) Agree on a regular timeline for reviewing your progress against the set targets and arrange a time for your next progress review.  Add these dates to your Action Plan.
	1.3

1.3

1.4 
2.1
	Tutor discussion and sign off of set targets

Employee Action Plan

	Task Four
a) Meet with your tutor/Line manager on the agreed review date to monitor your progress against set targets.

b) Complete the progress review plan to monitor your progress against set targets
 

	2.2

2.3
	


Evidence Collection
Task One -  Setting SMART Targets (1.1) 
	
	

	Personal Details

	Name:
	Date:



	
	Tutor: 

	Personal Targets
	Timeline for meeting targets
	Target met?

	1


	
	

	2


	
	

	Tutor sign off: 

	


Task Three – Setting personal and company-wide targets (1.4 and 2.1)
	Employee Action Plan – personal and company-wide targets

	Agreed Personal Targets
	Timeline for achieving target
	 Progress Review timelines

	1


	
	

	2


	
	

	3


	
	

	Date of next review:



	Tutor comments: 

	

	Learner Name:

	
	Learner Signature:
	

	Tutor Name: 

	
	Tutor Signature:
	


Task Four – Progress Review Plan (2.2 and 2.3) 
	Progress Tracking

	Review Date:
	
	

	Target
	Progress to date
	Outstanding targets
	Timelines for completion

	1


	
	
	

	2


	
	
	

	3


	
	
	

	Tutor comments: 

	

	Learner Name:


	
	Learner Signature:
	

	Tutor Name: 


	
	Tutor Signature:
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