Unit number – Develop Personal and Organisational Effectiveness 4

LEVEL 4 – Improve Organisational Effectiveness and Establish a Strategy for Personal Development.
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

	· Know the contents of a personal development plan.

· Know how to obtain and assess feedback on personal attributes and effectiveness at work. 

· Feedback: Appraisal techniques (e.g. 360 appraisal, psychometric testing)

· Personal attributes: 

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.

· Know how to identify their own development needs and preferred learning styles.

· Know your roles and responsibilities at work

· Understand how the organisation’s brand or image can be promoted. 

· Know the organisational aims and objectives 


	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

	· Plan personal development activities to meet identified needs:

· Attending events  (e.g. product briefings, trade shows or conferences) 

· Arrange opportunities to obtain feedback

· Use feedback to improve their own effectiveness

· Work as part of a team:

· Communicating effectively in a team setting

· Contribute to team activities

· Identify and suggest potential improvements to organisational effectiveness.

· Establish procedures to encourage suggestions for improvements.
	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.


Evidence Requirements 

To demonstrate your competence you will be required to complete at least 4 Substantial and complex tasks covering the listed skills, related Developing Personal Effectiveness.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
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