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Be able to produce an action plan to develop own skills or personal attributes for a job
Unit 9 – Assess myself for a job

Task 1 – How to develop own skills or personal attributes

There are many different ways that a person’s skills or personal attributes could be developed.

This is a list of person’s skills or personal attributes.

· Organisational skills

· Measuring skills

· Team working skills

· Reliable

· Writing skills

· Presentation skills

· Punctual

· Friendly.
Can you think of ways that some of these skills or personal attributes could be developed?

	Skills or personal attributes
	Ways to develop skills or personal attributes

	Team working skills
	

	Reliable
	

	Writing skills
	

	Presentation skills
	

	Punctual
	

	Friendly
	


Work with a partner to match the ‘skills and personal attributes’ cards to the ‘ways of developing skills and personal attributes’ cards, given to you by your teacher.
Now think about three of your own skills or personal attributes that need development and identify the best method of developing them. 
	Skills or personal attributes
	Ways to develop skills or personal attributes

	1
	

	2
	

	3
	


Task 2 – Preparing an action plan

It is important to have a personal action plan so that people can ensure that their skills or personal attributes are developed effectively. 
An action plan contains the following sections:

· Name

· Date of plan

· Ways of developing skills or personal attributes

· Review date/s 

· Target date/s.

A target date is the date the goal will be achieved by. For example, I will start a maths course by the end of September 2015.
A review date is the date that progress will be checked by. For example, I will check that I have enrolled on the Maths course by the end of May 2015.

Target dates and review dates are needed to ensure goals are met.

Complete the hand out below to help you prepare to write your own action plan. You need to set target dates to achieve your goals. You also need to set review dates so that you can check your progress.
	Preparing to write my own action plan

	My skill or personal attribute to develop is: 
…………………………………………………………………………………………..…………………

…………………………………………………………………………………………..…………………

…………………………………………………………………………………………..…………………
One way that this skill or personal attribute could be developed is: 
…………………………………………………………………………………………..…………………

…………………………………………………………………………………………..…………………

…………………………………………………………………………………………..…………………

My target date is: ………………………………………………………………………

I will review if this has been done by: 

…………………………………………………………………………………………..…………………
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Work with a partner and discuss your preparation notes. Write down any additional suggestions that your partner makes to add to your ideas/thoughts.



	


Task 3 – Writing own action plan

Your teacher will show you an action plan that has been completed.

Work with a partner to think of other ways that the skills or personal attributes in the action plan could be developed.

Now complete your own personal action plan using the template below. Your teacher will ask willing volunteers to talk about their completed action plans with the rest of the class. 

	Name: …………………………………………………………………………………………..

Date: ……………………………………………………………………………………………

	Skill or personal attribute to be developed
	Ways of developing skill or personal attribute
	Review date (month/year)
	Target date (month/year)

	1. 


	
	
	

	2.


	
	
	

	3. 


	
	
	

	4.  


	
	
	


My skill or personal attribute to develop is: 





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





One way that this skill or personal attribute could be developed is: 





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





My target date is: ………………………………………………………………………





I will review if this has been done by: 


…………………………………………………………………………………………..…………………








My skill or personal attribute to develop is: 





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





One way that this skill or personal attribute could be developed is: 





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





My target date is: ………………………………………………………………………





I will review if this has been done by: 


…………………………………………………………………………………………..…………………








My partner’s suggestion/s:





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………





…………………………………………………………………………………………..…………………










