Unit number – Develop Personal and Organisational Effectiveness 2

LEVEL 2 – Develop Personal Effectiveness at Work and Contribute to Improving Working Practices.

Unit Overview

Improving effectiveness at work by identifying an individuals development needs and by meeting these needs providing potential improvements to the effectiveness of the organisation. 

How can I demonstrate knowledge?

	A competent person will
	Possible sources of evidence

	· Understand how personal attributes impact on your own effectiveness at work: 

· Characteristics such as adaptability, confidence, dependability, initiative, integrity, self-motivation, positive attitude, tolerance.

· Skills such as communication, creativity, leadership, negotiation and influencing, numeracy, planning, problem solving.

· Understand how feedback on your own effectiveness and development needs can be obtained and assessed, and the frequency of feedback:

· Self Assessment; 

· Formal and regular (e.g. customer surveys, service reports, appraisals by supervisors or managers, performance data);

· Informal (e.g. verbal from colleagues or customers);

· Team meetings.

· Know your own personal development Plan.

· Know your own and immediate colleagues role and responsibilities at work

· Understand your own role in maintaining the organisation’s brand or image. 

· Know the organisational aims and objectives relevant to yourself and you immediate colleagues.


	Knowledge of personal attributes and development and how this contributes to your own effectiveness and the effectiveness of the organisation can be shown through the content of your work-produced evidence, as well as by personal statement and/or answers to questions. 

Records of professional discussion with your assessor may also be provided. 




How can I satisfy the skills and techniques?

	A competent person can
	Possible sources of evidence

	· Select and participate in relevant development activities:

· Learning or training activities (e.g. courses, job shadowing, on the job coaching, open learning, seminars, workshops);

· Reading manuals or journals;

· Attending team meetings;

· Having training needs analysed.

· Use feedback to improve their own effectiveness

 
	Workplace expert witness testimony by someone who has knowledge of your work activities. 

Assessor observation of your performance in developing personal effectiveness.

Documentary evidence recording actions taken in connection the development of personal effectiveness.


Continued   

	A competent person can
	Possible sources of evidence

	· Work as part of a team:

· Communicate effectively in a team setting;

· Contribute to team activities

· Identify and report working practices that could be improved upon.


	


Evidence Requirements 

To demonstrate your competence you will be required to complete at least 2 Comprehensive tasks covering the listed skills, related Developing Personal Effectiveness.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
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