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A poorly written goal would be:
Increase our profit

ASMART goal would be:

We will increase our profit by 25% by the end of 2020.
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Activity 1.3: Setting SMART goals

1. Rewrite the goal below so it follows the SMART principles:

Answer customers’ phone quickly All incoming phone calls are to be answered
within the first three rings.

2. In the space below, write a personal goal you have whilst you are studying your
qualification:
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Read the following lit of tasks that might be undertaken in a work environment:

*  Responding to customer inquiries on organisation’s Facebook page regarding a sale that has
started today.

*  Restocking the stationery cupboard with the office supplies that have just arrived and have
been leftin the reception area of your work.

*  Makinga st of possible stationery items needed for next month's order.

*  Ordering more photocopy paper as there is only one ream left.

*  Preparing an agenda for a meeting scheduled for this afternoon.

*  Archive old customer fles.

*  Buy new toilet paper as there is none left in the toilets.
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eferring to Activity 1.5, organise the tasks from the task that needs to be completed first
hrough to the task that can be completed last.
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What contingency plans could you put in place for these possible workplace problems?

Your team is planning a presentation to be
delivered tomorrow morning. One team
member is beginning to cough and sneeze
and thinks he might be coming down with
the flu.
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There are a lot of co-workers who need to
use the work vehicles next week and you
are concerned that there are not enough
cars for the demand.

Almost all of the co-workers wanting to use
the cars next week will require petty cash to
pay for parking.
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Research online three (3) different task management apps and fill in the table below.

Microsoft To Do
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Using your preferred task/schedule management app, plan the tasks and appointments you
have for the following week. Show your completed schedule to your teacher.

[ Self-check
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‘Think about a task that you had to complete in the last week; it may relate to your workplace, your
study or at home. In the space provide below, write the requirements of the task in point form:
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Using the checklist below, evaluate how well you completed the task:

Did you understand the task that was
setfor you?

Did you complete the task?

Did you complete your task on time?

Did you complete the task in the most
efficient way?

Did you accurately plan the resources
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you needed to get the task done?

Were there any difficulties that arose?

If there were any difficulties, what

changes could you implement to
ensure it didn't happen again?

Did you have time to check that you
completed the task correctly?

Did you have to redo any parts of the
task because of errors?
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Could you have done the task

differently and improved the quality of
the work?

Could you have organised yourself
better in the beginning?

Should you have increased your skill
level and expertise to have done the
job better?

Could you have called on another
person to help you?
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How could your performance be
improved next time?
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In the space provided below, explain the following ways of getting feedback and when they are
best used:

Seeking feedback from mentor

Performance review

Surveys
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Team meetings

Informal discussions

Focus groups
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Activity 2.3: Signs of stress

Research online for other signs of stress in the workplace:

signs of workplace stress
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* cuttural
« Emotional
* socal

« spiritual.

Stress can cause us to question our relationships, our beliefs and everything that we hold
dear. Friendships can become neglected in the belief that we don't have time for them. We
can drop out of our usual social activities, again thinking that we don't have time or that we.
have stopped enjoying them. We can become withdrawn and uncommunicative which
affects our relationships with people we are close to. We can question our own beliefs and
spirituality.
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Using the tale below, list what makes you stressed at work, study or home and how the stress
shows tself:
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Research online for the effects on stress and describe four (4) using the tale below:
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Effect of stress.
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Read the scenarios in the table below and referring to the strategies listed on the previous pages,
determine which strategy would be most suitable. Explain your answer:

Your organisation is about to begin a major
restructure which will result in changes in
‘work roles, work locations and
redundancies. These changes are going to
have a significant impact on workers and
create substantial stress
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A co-worker is always the first in the office
and the last to leave and seems to get the
tasks that no one else wants to complete.
Everyone else in the team works normal
hours and even go home early a couple of
days a week as they have finished all of
their jobs.

A co-worker is struggling concentrating at
work due to a close family member passing
away the day before. They are visibly
distressed.
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You feel ke the tasks and responsibilities
you have been given in the past month at
work are at a more senior level than what
you understood your role to be. It seems
that your current tasks and responsibilities
are not matched with your pay and
classification.

Two co-workers seem to forever be getting
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into arguments at work. They never get
along and appear to continue to argue
about incidents long after they have
finished.
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Go to the Explorer Careers section of the fiob Outlook website and identify your dream work role.
Read what the positions involves and self-assess how you currently sit in relation to the role. In the
table below, st the skills and qualifications you already have to undertake the role and list the.
skills and qualifications you still need to attain.
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Referring to Activity 3.1, get feedback on the skillsthat you need to attain from a colleague,
dlassmate or your teacher. Have them give you feedback on what they think your level of skillis.
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Refer back to Activity 3.1 to the lst of skills and qualifications that you need to attain and
determine which professional development option would be appropriate for each. In the third
column, prioritise from most important to least important, each skill to develop.





image40.png




image1.png
Activity 1.1: Organisational Goals

Choose an organisation in the industry that you are studying. Locate their website and find
the following information:
©  What their organisation does
« vision

o Mission
Using this information, complete the table below.
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Organisation name \

Website

the organisation does
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[Referring to the vision and mission statement of the organisation above list three actions you
ould take if you worked for them that would help towards achieving these goals.
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Activity 1.2: Identifying KPIs

Consider a current or previous work role and identify 5 key performance indicators that
could be applied to that role. If you do not have a work role to refer to your current role as
astudent.





