
 
 

201 Carry out your responsibilities at work

Summary 
Communicate effectively, accept responsibility for own work and its delivery, improve own 
performance and behave in a way that encourages effective working. 

You will apply the following skills: 
Communicating Solving problems 
Planning Evaluating 
Managing time Team working 
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Performance Indicators 
You will: 

Communicate information 
Actively focus on information that other people are communicating, questioning any 
points you are unsure about 
Provide accurate, clear and structured information confidently to other people and in a 
way that meets their needs 
Make useful contributions to discussions 
Confirm and read written material that contains information that you need 
Extract the main points you need from written material 
Provide written information to other people accurately and clearly 

Plan and be accountable for your work 
Agree realistic targets and an achievable timescale for your work 
Plan how you will make best use of your time and the other resources you need 
Confirm effective working methods 
 Identify and report problems when they arise, using the support of other people when 
necessary 
 Keep other people informed of your progress 
 Meet your deadlines or renegotiate timescales and plans in good time 
 Take responsibility for your own work and accept responsibility for any mistakes you 
make 
 Follow agreed guidelines, procedures and, where appropriate, codes of practice 

Improve your own performance 
 Encourage and accept feedback from other people 
 Use feedback to agree ways to improve your own work and put improvements into 
practice 
 Agree where further learning and development could improve your performance 
 Follow through a learning plan that meets your own needs 
 Review your progress and update your learning plan 

Behave in a way that supports effective working 
 Set high standards for your work and show commitment in achieving these standards 
 Understand your own needs and rights 
 Show a willingness to take on new challenges 
 Adapt readily to change 
 Treat other people with honesty, respect and consideration 
 Help and support other people 
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Knowledge 
You will know: 

Why effective communication is important 
How to focus actively on what others are communicating 
Why it is important to question things you are not sure about 
How to structure and present information clearly and accurately 
Why it is important to adapt the way you communicate to meet the needs of other 
people 
Why it is important to seem confident when communicating with others 
How non-verbal communication affects the impact you have on other people 
How to contribute positively to discussions 
Where to find written information that you need as for work 
 How to pick out the main points you need from written information 
 How to provide written information in a way that meets other people’s needs 
 Why it is important to plan your work and be accountable to others 
 How to agree realistic targets for your work and why this is important 
 How to plan your work 
 The types of problems that may occur during your work and how to report them 
 Why it is important to keep other people informed about progress 
 Why you should give other people sufficient notice if you need to revise your plans 
 Why it is important to acknowledge and learn from your mistakes 
 Guidelines, procedures and codes of practice that are relevant to your work 
 Why it is important to try to continuously improve your work 
 Why it is important to encourage and accept feedback from others 
 How learning and development can help you to improve your work and further your 
career 
 The main career progression routes available to you 
 Learning and development opportunities that are available to you 
 Why the way you behave in the workplace is important 
 Why it is important to set high standards for your work and how to set these standards 
 Why it is important to be ready to take on new challenges and adapt to change 
 Why it is important to treat others with honesty, respect and consideration 
 The types of behaviour that show you are honest, respectful and considerate and the 
types of behaviour that show you are not 
 How to help and support others and why this is important 
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