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2.2 CT&PS – Personal Effectiveness units (10 units)


[bookmark: _Toc24292382]BSBPEFLED101 Plan and prepare for work readinessskills development
[bookmark: O_707457][bookmark: O_707458]Application
This unit describes the skills and knowledge required to identify and document current skills and plan future skills development  with support and supervisionunder the guidance .of an appropriate adviser.
It applies to those who are The unit applies to individuals developing basic skills and knowledge of career planning and skills development in preparation forpreparing to working in a broad range of settings.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_707461]Unit Sector
Critical Thinking & Problem Solving – Personal Effectiveness
[bookmark: O_707462]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Seek advice on future career directionswork goals
	1.1 Identify possible career directionswork progression in industry or organisation  
1.2 Identify and prioritise personal work goals  
1.3 Identify additional skill requirements for Discuss future work /career directionprogressions with supervisor appropriate people and identify additional skill requirements  
1.4 Take into account Identify influence of personal values and attitudes regarding work and business in planning future work/ career directions progression 	Comment by Author: Difficult to assess
1.5 Identify additional skills required, and Research methods determine appropriate method/s to acquire  additional skills required these skills

	2. Conduct self-assessment of Assess own skills
	2.1 Identify woskills developed that support future work progression rk, life and study experiences relating to business  	Comment by Author: Included in the KE
2.2 Assess current skills, knowledge and attitudes against a checklist of relevant competencies for   work goals
2.3 Discuss results of self‑assessment with supervisor trainer or assessor  
2.4 Identify Seek advice on further skills development needs 

	3. Prepare portfolio of evidence
	3.1 Identify and discuss types of evidence required to demonstrate competency in skills for work progression
3.2 Discuss Develop a clear understanding of purpose of evidence with assessor 	Comment by Author: PC 3.1 divided into 2 PCs- More clear way of assessing this PC
3.3 Collect examples of evidence for portfolio  
3.4 Complete application for recognition of current competency and and/or personal resume with assistance of assessor 


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Applies Reflects on knowledge and experience required to broaden future skills development

	Reading
	Identifies Recognises and interprets textual information to determine requirements

	Writing
	Uses factual information and industry-related terminology to complete required workplace documentation

	Oral communication
	Uses everyday language and listens to short, specific advice to identify career options and personal work goals

	Initiative and Enterprise Navigate the world of work
	With assistance,I identifies specific qualifications, experience and/or skills needed for current or desired work role with assistance
With encouragement, sSeeks feedback on self-assessment results from a trusted source with encouragement 

	TeamworkInteract with others
	Begins to recognise how personal values and beliefs align with, or differ from others in specific work contexts  	Comment by Author: Explicit in PCs
With encouragement, may aAsks questions with support to seek information or clarify instructions

	Planning and organising Get the work done
	Plans and implements routine tasks directly related to own requirements


Unit Mapping Information
Supersedes and is equivalent to BSBLED101 Plan skills development.
[bookmark: O_707472]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292383]Assessment Requirements for BSBPEFLED101 Plan and prepare for work readinessskills development
[bookmark: O_707467][bookmark: O_707468]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify and seek advice from career development personnelappropriate people on:
work and /career options
results of self-assessment
preparation of portfolio
prepare a portfolio of evidence, including:
evidence examples
resume
recognition of current competencies application.
[bookmark: O_707469]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
skill requirements for work goalsimportance of skills development in career planning terms
 and process of self-assessment 
examples of experiences that that have contributed to skill development including personal work, life and study
sources of advice on career planning and skill development
types of evidence and methods to develop ways of creating portfolios of evidence.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
relevant workplace documentation and resources for career development 
case studies and, where possible, real situations
interaction with others
examples of resumes and career planning resources.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_707473]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292384]BSBPEF201WOR201 Maintainnage personal health and wellbeingstress in the workplace
[bookmark: O_711412][bookmark: O_711413]Application
This unit describes the skills and knowledge required to understand signs and sources of stress strains on personal health and wellbeing (both physical and mental) within the broader framework of the job role and work environment. 
The unit applies to individuals who usually work with some guidance and supervision in an environment where they are likely tomay encounter difficult customers andemotionally challenging situations from time to time. It typically applies in a contact centre environment owing to the very measured, structured, high volume and potentially repetitive nature of the work, but can apply in any work environment.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_711416]Unit Sector
Critical Thinking & Problem Solving – Personal Effectiveness
[bookmark: O_711417]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Develop personal awareness of stresspersonal health and wellbeing
	1.1  Recognise signs and sources of stressResearch physical and mental health and wellbeing
1.2 Identify personal circumstances that may impact on physical health   
1.2 3 AcknowledgeIdentify personal  stress and difficult situations  circumstances that may impact on mental wellbeing
1.3 4 Analyse work environment for factors that may impact on personal health and wellbeingand understand potential areas of stress in work environment	Comment by Author: Understand – difficult to assess	Comment by Author: This is elaborated on further in PC 2.1

	2. Implement techniques to support own Develop stress managementmental health techniques	Comment by Author: Element must be larger in scope than PCs – PCs refer to developing and adopting stress management techniques
	2.1 Assess personal performance against performance requirements of own work role Develop effective understanding of a range of stress management techniques
2.2 Research mental health management techniques Use appropriate techniques to manage stressful situations effectively 
2.3 Adopt routine to minimise stress and fatigue  
Focus on areas of stress within personal control  
2.4 Adopt strategies to effectively reduce, manage and deal with stressSeek assistance from relevant personnel in managing performance requirements of work role	Comment by Author: Elaborated in the KE

	3. Manage time
	3.1 IdentifyDevelop and understand and analyse  job role priorities and  key performance indicators (KPIs)	Comment by Author: KPIs were referenced in PC 3.2 and therefore need to be referenced and developed in PC 3.1
3.2 Develop techniques to support achievement of KPIs key performance indicators (KPIs) and priorities  
3.3 Implement Use appropriate time management tools and techniques for meeting role requirements  
3.4 Regularly evaluate tools and techniquesDevelop a plan for activities that address own physical health  	Comment by Author: Requires periodic oversight- difficult to assess
3.5 Promptly iIdentify and inform relevant personnel of any variations and difficulties affecting work requirements, through regular reviews

	4. Recover from a stressful contactchallenging situation
	4.1 Review contact ormentally or emotionally challenging situation 
4.2 Analyse root Reflect on causes /s of stressful contact or situation in the situation
4.3 Discuss personal outcomes with relevant personnelDepersonalise context of contact or situation  	Comment by Author: Difficult to assess
4.4 Establish techniques for managing similar future situations Discuss outcomes with appropriate with staff members  relevant personnel

4.5 Research sources of additional health and wellbeing supportPrepare for next contact or situation positively 
4.6 Follow up or take action where needed

	5. Maintain personal stamina and resilience
	5.1 Identify sources of fatigue in contact centre role  
5.2 Adopt work routine and procedural strategies to minimise stress and fatigue  
5.3 Monitor personal performance against performance requirements  
5.4 Adapt stamina management strategies to maximise performance  
5.5 Seek assistance from team members and management in managing stamina

	6. Maintain work/life balance	Comment by Author: Difficult to assess maintenance of work/life balance 

PCs in this Element were:
Difficult to assess generally 
Were too broad in scope e.g. “monitor work/life balance” is same scope as the Element 
May be viewed as an infringement on privacy/personal life of learners
	6.1 Identify work/life priorities  
6.2 Adopt strategies to support work/life priorities  
6.3 Give high priority to health and wellbeing  
6.4 Monitor work/life balance  
6.5 Develop ability to effectively leave work behind at the end of the day


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	Identifies Recognises and interprets textual information to determine job role and requirements

	Writing
	Completes time management documentation using organisational formats

	Oral communication
	Participates in discussions using clear language and features appropriate to audience 
Uses listening and questioning techniques to request assistance and confirm understanding 

	Enterprise and initiative Navigate the world of work
	Understands role requirements and iIdentifies own responsibilities and performs role requirements

	TeamworkInteract with others
	Establishes rapport and builds relationships with team members and others
Maintains awareness of own strengths and weaknesses to support an overall sense of wellbeing

	Planning and organising Get the work done
	Plans and organises tasks to achieve outcome within timeframes
Uses analytical skills to decide on effective techniques to manage stress and personal well-beingown health and wellbeing
Uses problem-solving skills to address a range of issues, seeking advice of others, where necessary
Monitors implementation of solutions and reflects on outcomes

	Problem Solving 
	Uses problem solving skills to address a range of issues, seeking advice of others, where necessary



Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBWOR201 Manage personal stress in the workplace.
[bookmark: O_711427]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292385]Assessment Requirements for BSBWOR201 BSBPEF201 Maintainnage personal health and wellbeingstress in the workplace
[bookmark: O_711422][bookmark: O_711423]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify recognise and understand potential stress in the work environmentfactors that may impact health and wellbeing in own personal life and work environment
develop and useresearch and implement techniques and strategies to manage stress and stressful situationsmaintain own mental health
implement plan to maintain on physical health
adopt, and monitor and minimise potential sources of stress and fatigue, seeking assistance as required
assessmonitor  personal own performance against performance requirements and key performance indicators (KPIs)

establish and implement techniques to recover from mentally or emotionally challenging situationsuse techniques to achieve work/life balance.
[bookmark: O_711424]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
key features of physical and mental health and wellbeing
mental health management techniques
job role responsibilities priorities and KPIs
internal and external sources of health and wellbeing assistance, including escalation pathways
signs and sources of existing and potential stress or difficult situations
stress management and reduction techniques
time management tools and techniques.	Comment by Author: E.g. software such as Trello, Asana
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to: challenges and situations to demonstrate the application of performance evidence.
office equipment and resources
time management tools
workplace documentation
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_711428]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292386]BSBPEFWOR202 Plan and apply time managementOrganise and complete daily work activities
[bookmark: O_711431][bookmark: O_711432]Application
This unit describes the skills and knowledge required to implement time management processes to organise and complete work tasks. It also addresses skills and knowledge to seek and review seek feedback for performance improvement and use current technology appropriate to the task.
The unit applies to individuals working under direct supervision. who developThese individuals apply basic skills and knowledge for working in a broad range of work settings.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_711435]Unit Sector
Critical Thinking & Problem Solving – Personal Effectiveness 
[bookmark: O_711436]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Organise work schedule
	1.1 Discuss and agree on work goals and plans with assistance from relevant appropriate personspersonnel  
1.2 Identify Develop understanding of relationship between individual own work goals and plans, and organisational goals and plans
1.3 Research time management techniques and strategies  
1.3 4 Plan and prioritise workload work tasks within allocated timeframes

	2. Complete work tasks
	2.1 Complete Perform tasks according to within designated timelines and according to organisational requirements and instructions  
2.2 Use effective questioning to sSeek assistance from colleagues when difficulties arise in achieving allocated tasks  	Comment by Author: Action needed to be completed is “seeking assistance”- this could be done in ways than simply using “effective questioning techniques” 
2.3 Identify factors affecting work requirements plan and take appropriate action  
2.4 Use business technology efficiently and effectively to complete work tasks  	Comment by Author: Now included in PC 2.1 rather than as a standalone PC 
2.5 Communicate progress on task work plan to supervisor or colleaguesrelevant personnel according to organisational policies and proceduresas required 

	3. Review work performance 
	3.1 Seek feedback on time management work performance from supervisorsrelevant personnel
 or colleagues   
3.2 3.2 Record changes to time management approach Monitor and adjust work according to feedback obtained through supervision and comparison with established team and organisational standardstask instructions   	Comment by Author: Previously addressed two PCs – collating and comparing the feedback and adjusting work accordingly.
3.33 Identify and plan opportunities for improvement in liaison discussion with colleagues


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	Identifies Recognises and interprets textual information to determine and adhere to organisational and task requirements

	Writing
	Completes required documents using organisational formats

	Oral communication
	Uses listening and questioning techniques to seek information and confirm understanding
Participates in verbal interactions using language and features suitable to audience and context

	Numeracy
	Interprets numerical information related to timeframes

	Enterprise and initiative Navigate the world of work
	Complies with organisational policies, procedures and standards

	Planning and organisingGet the work done
	Prioritises work and completes activities within designated timeframes
Identifies and solves routine problems 
Selects and uses appropriate digital tools to complete tasks

	Technology 
	Selects and uses appropriate digital tools to complete tasks


Unit Mapping Information
Supersedes and is equivalent to BSBWOR202 Organise and complete daily work activities.
[bookmark: O_711446]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292387]Assessment Requirements for BSBPEFWOR202 Plan and apply time management Organise and complete daily work activities
[bookmark: O_711441][bookmark: O_711442]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
develop and implement a time management plan with support of relevant personnel. 

In the course of the above, the candidate must: 
research time management techniques and strategies
plan and organise workloadwork tasks with the assistance of others
complete each work tasks, using appropriate digital tools, within specified timelinestimeframe, seeking opportunities to use digital tools where applicable seeking assistance as required
use effective communication skills to seek assistance or feedback from others
seek and use feedback from others to monitor and improve work performance. 
[bookmark: O_711443]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
time management techniques and strategies
features of a time management plan
organisational standards, policies and procedures that relaterelevant to own work role
relationship between an individual’sown work goals and plans and organisation’s goals and plans
factors affecting work progress and performance improvement techniques.that can affect the ability to get work done, and the action to take
explain how to plan and manage time.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to challenges and situations to demonstrate application of performance evidence.:
office equipment and resources
workplace documentation
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_711447]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292388]BSBPEFWOR301 Organise personal work priorities and development
[bookmark: O_645859][bookmark: O_645860]Application
This unit describes the skills and knowledge required to organise personal own work schedules, to monitor and obtain feedback on work performance and to maintain required levels of competence.  
The unit applies to individuals who exercise discretion and judgement and apply a broad range of competencies in various work contexts.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_645863]Unit Sector
Critical Thinking & Problem Solving – Personal Effectiveness
[bookmark: O_645864]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Organise and complete own work schedule
	1.1 Develop Ensure that work goals , objectives andor kKey pPerformance iIndicators (KPIs) are understood, negotiated and agreed according to task and organisational requirements	Comment by Author: Difficult to assess 	Comment by Author: No need for upper case just because the words are followed by an acronym.
1.2 Assess and pPrrioritise workload according to to ensure tasks are completed within task identified timeframes
1.3 Identify factors affecting achievement of work objectives and incorporate contingencies into work plans
1.4 Develop personal work plans Use business technology efficiently and effectively to manage and monitor scheduling and completion of tasks

	2. Evaluate Monitor own work performance	Comment by Author: Changed to become broader in scope- PC 2.1 refer to “monitoring” own work performance
	2.1 Identify variations between expected and actual work performance according to task requirements and KPIsAccurately monitor and adjust personal work performance through self-assessment to ensure achievement of tasks and compliance with legislation and work processes or KPIs	Comment by Author: Implicit that monitoring should be “accurate”
2.2 Report variations to relevant personnel 
2.3 Seek feedback Ensure that feedback on performance is actively sought and evaluated from relevant personnel for solutions to minimise variations in expected and actual work outputs colleagues and clients in the context of individual and group requirements
2.3 Routinely identify and report on variations in the quality of and products and services according to organisational requirements
2.4 Identify signs of stress and effects on personal wellbeing
2.45 Identify Research sources of stress and access appropriate supports according to organisational policies and procedures and resolution strategies

	3. Co-ordinate personal skill development and learning
	3.1 Identify personal and professional learning and professional development needs for job role  and skill gaps using self -assessment and advice from colleagues and clients in relation to role and organisational requirements
3.2 Identify, prioritise and plan opportunities to undertake for undertaking personal skill development activities in consultation with supervisor in liaison with work groups and relevant personnel
3.3 Access Access, complete and record professional development opportunities to facilitate continuous learning and career development
3.4 Record professional development undertaken for continuous learning and career development process 
3.4 5 Incorporate formal and informal feedback into review of further learning needs


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Employs a range of approaches and investigative techniques to source the knowledge necessary to arrange personal learning experiences

	Reading
	Interprets textual information to determine organisation’s procedures, own work performance and objectives

	Writing
	Prepares written reports and workplace documents that communicate information clearly and effectively

	Oral communication
	Provides Clearly gives and receives feedback using specific and relevant language
Uses listening and questioning techniques to confirm understanding

	Numeracy
	Understands responsibilities and scope of role and Ccomplies with organisational policies, procedures and protocols

	TeamworkInteract with others
	Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role
Fosters and nurtures aContributes to culture of constructive and respectful feedback
Proactively collaborates with others to achieve specific goals

	Planning and organisingGet the work done
	Plans and organises work commitments to ensure deadlines and objectives are met
Uses formal analytical thinking techniques to recognise and respond to routine problems
Uses digital systems and tools to enter, store and monitor information


Unit Mapping Information
Supersedes and is equivalent to BSBWOR301 Organise personal work priorities and development.
[bookmark: O_645874]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24292389]Assessment Requirements for BSBPEFWOR301 Organise personal work priorities and development
[bookmark: O_645869][bookmark: O_645870]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
prepare a work plan according to organisational requirements and work objectives

use business technology to schedule, prioritise and monitor completion of tasks in a work plan
assess and prioritise own work load tasks and deal withaddress contingencies
monitor and assess personal performance against job role requirements by seeking feedback from colleagues and clientsrelevant personnel
identify personal development needs and access, complete and record skill development and learning.
[bookmark: O_645871]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
key provisions of legislation relevant to work that relate to tasks own work role
goals, objectives andor key performance indicators for task within scope of job role of own work role
methods ways to elicit, analyse and interpret feedback when communicating with other people in the workplace
content of work plans including:
timeframes
tasks requirements
risks 
contingencies for identified risks 
types of personal learning and professional development requirements
principles and techniques of goal setting, measuring performance,  and time management and personal assessment of learning and development needs
signs and sources of stress and strategies to deal with stress in the workplace
methods to identify and prioritise personal learning needs.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to challenges and situations to demonstrate application of performance evidence.:
office equipment and resources
work schedules and performance improvement plans
workplace documentation and resources
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_645875]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292390]BSBPEF302WRK311 Develop self-awareness
[bookmark: O_1001585][bookmark: O_1001590]Application
This unit describes the skills and knowledge required to improve self-reliance to confidently perform work tasks within the scope of own responsibilityto allow learners to improve their self-reliance, self-esteem and confidence by developing task-management skills. It involves reflecting on 
Upon competition of this unit learners will be demonstrate the ability to self-reflect on personal development and acquiringe knowledge of personal strengths and weaknesses self through the use of feedback from others. It also involves the to development of set goals and make plans to improve workplace performance. 
The unit applies to individuals who exercise discretion and judgement and apply a broad range of competencies in various work contexts. The unit applies to individuals who need tose individuals are required to develop and extend their self-reliance, self-esteem and confidence by developing task-management skill. 
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001589]Unit Sector
Critical Thinking & Problem Solving - Personal Effectiveness
[bookmark: O_1001588]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Evaluate Recognise attitudes and values
	1.1 Identify and record assess differences between a personal attitude  and value
1.2 Identify and document role of importance of own and other’s attitudes and values and document impact within the workplace 
1.3 Evaluate and record relationship between how attitudes and values, and can influence self-awareness

	2. Assess Identify develop personalown skills strengths
	2.1 Identify and record theimpacts of personal  importance of adaptability and flexibility for achieving  in line with organisational goals strategies
2.2 Analyse Review role of personal motivation sand self-awareness in  and their importance for achieving own goals and organisational goals and self-awareness
2.3 Review and document role the importance of commitment and resilience in the workplace 

	3. Apply self-awareness in the workplace
	3.1 Review personal strengths and weaknesses and their implications on self-awareness
3.2 Create Develop an action plan to develop self-awareness in line with organisational policies and procedures
3.3 Communicate action plan to relevant personnel to gatherand seek feedback
3.4 Revise and implement plan with guidance from relevant personnel

	4. Develop strategies for on-going improvement
	4.1 Evaluate capacityown ability to enhance improve workplace performance
4.2 Develop strategies to meet opportunities for on-going personal development 
4.3 Maintains commitment to mMonitoring and revise reflection of self- awareness through continuous review and revision of action plan


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Uses questioning as a strategy to expand knowledge 
Applies Reflects on existing thinking and current practices to examine self-awareness	Comment by Author: Verbs such as this are not suitable for PC or FS. Needs to be objective and assessable 
Researches activities and articles on relevant topics

	Writing
	Creates records on observations, experiences and thoughts 
Prepares documents to monitor and reflect on performance

	Oral communication
	Participates in a verbal exchange of observations and elicits the view and opinions of others by listening and questioning 

	Interact with others
	Collaborates with others to test, strengthen and explore self-awareness and different ways of thinking


Unit Mapping Information
Supersedes and is equivalent to BSBWRK311 Develop self-awareness.
[bookmark: O_1001579]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292391]Assessment Requirements for BSBPEF302WRK311 Develop self-awareness
[bookmark: O_1001581][bookmark: O_1001584]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify state and document difference between an what an attitude and value is
identifystate the role importance of personal and other values in the workplace own and others’ values 
review influence of diverse state how diverse values and attitudes on can influence self-awareness and working environments
develop and implement a self-awareness action plan
interact and apply self-awareness with others as suitable for job role
respond with self-awareness to changing situations.
[bookmark: O_1001583]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
key differences between attitudes and values
key factors contributing to personal effectiveness of own workplace performance
key features of personal motivations and implications for workplace development.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to challenges and situations to demonstrate application of performance evidence.This includes access to:	Comment by Author: Nothing applicable here 
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_1001580]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292392]BSBPEF401WOR403 Manage personal health and wellbeingstress in the workplace
[bookmark: O_711507][bookmark: O_711508]Application
This unit describes the skills and knowledge required to identify signs and sources of stress strains on personal health and wellbeing (both physical and mental) within job roles and according to key performance indicators (KPIs). Management strategies to aid recovery from stressful situations are also essential.
The unit applies to individuals who operate with a high level of autonomywork at a managerial level, have excellent communication skills and apply knowledge of organisational policies, occupational health and safety (OHS) and other relevant legislation.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication. 
[bookmark: O_711511]Unit Sector
Critical Thinking & Problem Solving – Personal Effectiveness
[bookmark: O_711512]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Review Develop and implement personal stress managementhealth and wellbeing strategyframework
	1.1 Identify Recognise signs and sources of stressfactors the work environment that may impact on own physical and mental health  
1.2 Research Use appropriate techniques for management of own physical health
1.3 Research techniques for management of own mental wellbeing
1.4 Assess available resources for inclusion as part of personal health and wellbeing strategy to manage own stress  

1.5 Review legislative and organisational policies and procedures relating to health and wellbeing1.3 Maintain personal stamina and resilience  
1.4 Maintain personal work/life balance  
1.5 Become a role model in managing stress and time

	2. Develop and implement personal Develop stress managementhealth and wellbeing strategy strategies and techniques within a team
	2.1 Develop strategy for managing personal health and wellbeing
2.1 Analyse and understand potential sources of fatigue and stress in the work environment  
2.2 Develop an understanding of a range of stress management techniques within a team  
2.3 Develop techniques to support achievement of key performance indicators (KPIs) and priorities  
2.4 2 Share personal health and wellbeing strategy with relevant personnel Encourage team members to support each other in managing stress  
2.53 Schedule activities that align with  Adopt strategies to effectively reduce, manage and deal with stress within a team  
2.6 Adopt stamina management strategies to maximise performance  
2.7 Develop techniques to assist team members to recover effectively from a stressful or difficult situationpersonal health and wellbeing strategy

	3. Implement stress management techniques within a team
	3.1 Adopt work routine and procedural strategies to minimise stress and fatigue within a team   
3.2 Use appropriate time management tools and techniques  
3.3 Develop individual/group training and development program as required  
3.4 Use team meetings and other opportunities to discuss stress management techniques and coach staff in using these techniques  
3.5 Regularly evaluate tools, techniques and strategies   
3.6 Develop team awareness of sources of internal and external support

	34. Review personal health and wellbeing strategy Develop team and morale building strategies
	34.1 Monitor own performance against key performance indicators   Develop a strategy to engage and develop team members  
34.2 Documents new circumstances impacting work requirements  Develop a communication strategy within a team  
34.3 Review and update personal health and wellbeing strategy to reflect new circumstances Manage and use team meetings effectively  
4.4 Develop a supportive and responsive team environment  
4.5 Delegate effectively to further empower and motivate team members 

	5. Monitor and address stress levels within a team
	5.1 Monitor individual staff performance against performance requirements   
5.2 Conduct regular staff reviews to identify variations and difficulties impacting work requirements  
5.3 Monitor and support team members when in stressful situations  
5.4 Respond appropriately to behavioural signs of stress among team members  
5.5 Monitor work/life balance of team members  
5.6 Discuss outcomes and develop action plans with team members as appropriate


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Reading
	Analyses and compares specific and complex text to determine and distinguish requirements 

	Writing
	Develops documents that clearly explain ideas and advice 
Records information using required tools

	Oral communication
	Provides advice and information using language and features suitable to the audience in group and individual meetings 
Uses listening and questioning techniques to confirm understanding

	Numeracy
	Interprets mathematical information related to timelines

	Enterprise and initiative Navigate the world of work
	Identifies Understands legislative responsibility to provide a safe working environment 

	TeamworkInteract with others
	Identifies Understands how own behaviour impacts others and leads by example
Establishes and builds rapport and relationships with team members
Provides effective support, feedback and coaching in difficult or tense situations

	Planning and organising Get the work done
	Plans and monitors tasks to ensure deadlines are met and competing demands are accommodated
Establishes, implements and monitors strategies, development plans and actions for team members
Uses problem-solving techniques to analyse and address issues that arise 


Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBWOR403 Manage stress in the workplace.
[bookmark: O_711522]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292393]Assessment Requirements for BSBPEF401WOR403 Manage personal health and wellbeingstress in the workplace
[bookmark: O_711517][bookmark: O_711518]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
develop, implement and review and personal health and wellbeing strategy.

In the course of the above, the candidate must:
use appropriate techniques and strategies to manage own stress
identify potential sources of fatigue or stress in the work environmentevaluate factors that may impact personal health and wellbeing in own personal life and work environment
locate and assess applicable resources

present personal health and wellbeing strategy to relevant personnel 
assist team members to develop and use strategies to manage or minimise stress
build team morale and cohesionmonitor variations in personal circumstances and work performance affecting health and wellbeing.
monitor performance and stress levels of team members, and respond appropriately.
[bookmark: O_711519]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
signs and sources of stress and fatiguetechniques for management of physical health
stress management and reduction techniquestechniques for management of mental wellbeing
stamina management techniques
time management tools and techniques  
relationship between time management and stress key features of organisational policies and procedures relating to health and wellbeing
requirements under work health and safety (WHS) legislation to address workplace stress.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
workplace equipment and resources
organisational policies and procedures for stress management
relevant legislation on health and safety challenges and situations to demonstrate the application of performance evidence
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_711523]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292394]BSBPEF402WOR404 Develop personal work priorities
[bookmark: O_731658][bookmark: O_731657]Application
This unit describes the skills and knowledge required to plan and prioritise own work tasks. It also addresses the skills and knowledge to monitor and obtain feedback on personal own work performance and access learning opportunities for professional development.  
The unit applies to individuals who are required to design their own work schedules and work plans and to establish priorities for their work.  They will typically hold some responsibilities for the work of others and have some autonomy in relation to their own role.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_731656]Unit Sector
Critical Thinking & Problem Solving – Personal Effectiveness
[bookmark: O_731655]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Plan and complete personal own work schedule
	1.1 Identify task requirements  
1.2 Identify own accountabilities in line with task requirements Prepare workgroup plans which reflect consideration of resources, client needs and workgroup targets  
1.32 Analyse and incorporate work objectives and priorities into personal schedules and responsibilities  
1.3 IdentifyAssess barriers for performance of personal accountabilities factors affecting achievement of work objectives and establish contingencies and incorporate them into work plans  
1.4 Develop a personal work schedule 
1.4 Efficiently and effectively use business technology to manage and monitor planning completion and scheduling of tasks

	2. Implement personal work schedule Monitor own work performance
	2.1 Communicate personal work schedule to relevant personnel   
2.2 Monitor Identify and analyse personalown performance according to through self-assessment and feedback from others on the achievement of personal work schedule work objectives  
2.2 3 Document variations between expected and actual work performance according to task requirements and communicate to relevant personnelSeek and evaluate feedback on performance from colleagues and clients in the context of individual and group requirements  
2.3 Routinely identify and report on variations in the quality of service and performance according to organisational requirements

	3. Review personal work prioritiesCo-ordinate professional development

	3.1 Seek and evaluate feedback from relevant stakeholders on own work performanceAssess personal knowledge and skills against organisational benchmarks to determine development needs and priorities  
3.2 Analyse variations between expected and actual work performance 
3.3. Update personal work schedule according to internal and external feedback and changes in circumstancesResearch and identify sources and plan for opportunities for improvement in consultation with colleagues  
3.3 Use feedback to identify and develop ways to improve competence within available opportunities  
3.4 Identify, access and complete professional development activities to assist career development  
3.5 Store and maintain records and documents relating to achievements and assessments according to organisational requirements


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Develops strategies to reflect on own performance,  and obtain feedback, and plan and source professional development opportunities

	Reading
	Identifies and applies Recognises and interprets textual information from relevant sources to understand organisation’s policies and practices

	Writing
	Prepares written reports and workplace documentation that communicate complex information clearly and effectively

	Oral communication
	Provides or seeks information using language suitable to audience and context 
Employs listening and questioning techniques to confirm understanding

	Numeracy
	Analyses Interprets numerical information related to budgets and timeframeswork accountabilities

	Enterprise and initiative Navigate the world of work
	Identifies and understands roles and responsibilities in relation to organisational objectives, policies and  procedures

	TeamworkInteract with others
	Selects and uses appropriate practices when communicating with internal and external stakeholders to seek or share information
Establishes and builds rapport and relationships with others to foster support a culture of trust and honesty in communications

	Planning and organisingGet the work done
	Plans, organises and implements tasks to meet organisational requirements
Systematically gathers and analyses information and evaluates options in order to anticipate potential problems and develop contingency plans
Uses the main features and functions of digital technologies and tools to complete work tasks efficiently and effectively


Unit Mapping Information
Supersedes and is equivalent to BSBWOR404 Develop work priorities.
Supersedes but is not equivalent to:
BSBSMB408 Manage personal, family, cultural and business obligations
BSBWOR424 Develop a time management plan.
[bookmark: O_731659]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292395]Assessment Requirements for BSBPEF402WOR404 Develop personal work priorities
[bookmark: O_731651][bookmark: O_731650]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
develop, implement and review a personal work schedule. 

In the course of the above, the candidate must:
identify personal responsibilities and barriers to their fulfilment according to task requirements 
prepare a personal work schedule 
communicate work schedule to relevant personnel
prepare and communicate own work plan
monitor personal work performance to identify variations between expected and actual work performance 
schedule work objectives and tasks to support the achievement of the workgroup goals
review own work performance against workgroup objectives through self-assessment and seeking and acting on feedback from clients and colleaguesinternal and external stakeholders.
plan and access learning opportunities to extend personal work competencies.
[bookmark: O_731649]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
content of work plans including:
resource requirements
stakeholder needs
workgroup targets  
use of business technology applications to schedule tasks and plan work
methods of personal work performance review including: 
self-assessment
feedback from others 
techniques to prepare personal plans and establish priorities
methods to identify and prioritise personal learning needs
range of professional development options
methods to elicit, analyse and interpret feedback
methods that can be used to evaluate own performance.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to challenges and situations to demonstrate the application of performance evidence.
This includes access to:
workplace documentation, including policies and procedures, and benchmarks for work group productivity and performance
workplace equipment and resources
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_731660]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292396]BSBPEF403 WRK412 Lead Contribute to personal development
[bookmark: O_1001601][bookmark: O_1001606]Application
This unit describes the skills and knowledge required to improve self-reliance and confidence by demonstrating self-awareness while participating in one or more tasks, with non-directive supervision.
Upon competition of this unit learners will be able to take responsibility for conscious decision making processes with enhanced self-regulation to contribute to their own personal development in the workplace. 
The unit applies to individuals who require enhanced personal and social awareness skills within the workplace and other situations. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001605]Unit Sector
Critical Thinking & Problem Solving - Personal Effectiveness
[bookmark: O_1001604]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Evaluate personal development needsown emotional intelligence 
	1.1 Identify impacts of and reflect on personal motivations, attitudes and values on which may or may not impact workplace relationships
1.2 Analysessess and, monitor and record instances of personal interpersonal biases impacting workplace relationships
1.3 Create a self-regulation management planplan appropriate to the workplace to demonstrate use of emotional intelligence according to organisational policy
1.4 Seek feedback on plan from relevant stakeholders personnel and adjust as appropriate

	2. Implement personal development techniques Apply emotional intelligence 
	2.1 MImplement self-regulation management plan and monitor impacts on personal own performance and impact on others according to self-regulation management plan
2.2 Identify tasks and opportunities to which will contribute to the development of  emotional intelligence in others 
2.3 Demonstrate positive behaviour as a role model to motivate others to achieve team and /or organisational goals and values
2.4 3 Develop strategies for reviewing strengths and limitations of own personal development

	3. Review and refine personal development 
	3.1 Identify key areas to sustain health, growth and wellbeing and coping safely and efficiently in with the working environment
3.2 Assess and Reflect on and document own interpersonal skills, including managing emotions and reactions to on-going work experiences 
3.3 IReview interpersonal styles and their impacts in the workplace mplement 
3.4 the most effective interpersonal style in order to motivate staff in own area to achieve the organisation’s values and goalsReview and update self-regulation management plan


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Writing
	Develops texts dealing with complex ideas and concepts using specialised and detailed language to convey explicit information regarding personal development

	Oral communication
	Establishes understanding through questioning and active listening

	Enterprise and initiativeNavigate the world of work
	Identifies Appreciates the implications of behaviour, language and other organisational responsibilities in carrying out own role

	TeamworkInteract with others
	Implements communication strategies and behaviours for a diverse range of colleagues to build rapport and foster support strong relationships
Identifies strengths and limitations of own interpersonal skills and attitudes and addresses areas that would benefit from further development

	Planning and organising Get the work done 
	Takes responsibility for developing and implementing plans and processes to achieve organisational objectives, seeking feedback and advice as required
Uses analytical processes to identify workforce diversity issues and evaluate options to address them 


Unit Mapping Information
Supersedes and is equivalent to BSBWRK412 Contribute to personal development.

[bookmark: O_1001595]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292397]Assessment Requirements for BSBPEF403WRK412 Lead Contribute to personal development
[bookmark: O_1001597][bookmark: O_1001600]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
develop and adapt a self-regulation plan to enhance workplace performance using understanding of emotional intelligence
role model suitable behaviour in a workplace
research and plan opportunities for own personal development
identify and record areas for further development in own behaviour in relation to others
interact and apply self-awareness with others as suitable to and within job role
monitoring progress of own interpersonal skills.
[bookmark: O_1001599]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
key differences between positive and negative workplace behaviour
types of interpersonal skills including managing emotions and reactions to ongoing work experiences
key requirements of interpersonal skill concepts
key features to factors affecting the development of attitudes and values
key features of personal motivations and implications for workplace development.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to challenges and situations to demonstrate the application of performance evidence.
This includes access to:
case studies and, where possible, real situations	Comment by Author: Non-compliant with policy
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_1001596]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292398]BSBPEF501WOR501 Manage personal and work priorities and professional development
[bookmark: O_645905][bookmark: O_645906]Application
This unit describes the skills and knowledge required to create implement systems and process to organise information and prioritise tasksthat support the personal and professional development of self and others.
The unit applies to individuals working in a range of managerial positions who have excellent organisational skillsare accountable for the development and performance of others. The work ethic of individuals in this role has a significant impact on the work culture and patterns of behaviour of others as managers at this level are role models in their work environment. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_645909]Unit Sector
Critical Thinking & Problem Solving – Personal Effectiveness
[bookmark: O_645910]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Establish personalManage work goalsgoal development
	1.1 Document team member responsibilities and organisational framework for development of work goalsServe as a positive role model in the workplace through personal work planning 	Comment by Author: Not compliant with policy- difficult to assess 
1.2 Support others to develop Ensure personal work goals, plans and activities that align with their responsibilitiesreflect the organisation’s plans, and own responsibilities and accountabilities  	Comment by Author: Now addressed by PC 1.3
1.3 Assess work goals, plans and activities for alignment with organisational goals and provide feedback to team members
1.43 Facilitate access to personal and professional development opportunities that align to team member goals, plans and activitiesMeasure and maintain personal performance in varying work conditions, work contexts and when contingencies occur	Comment by Author: Former PC didn’t have a clear workplace outcome

	2. Set and meet ownFacilitate achievement of work priorities
	2.1 Assess and prioritise personal, team and organisational demands Take initiative to prioritise and facilitate competing demands to achieve personal, team and organisational goals and objectives  	Comment by Author: PC re-phrased for clarity and to make assessment easier
2.2 Use technology to manage work priorities of the teamUse technology efficiently and effectively to manage work priorities and commitments 	Comment by Author: Now included in the KE and FS
2.3 Implement techniques to manage team health and wellbeing in the workplace  
2.3 Maintain appropriate work-life balance, and ensure stress is effectively managed and health is attended to  	Comment by Author: Difficult to assess and may be viewed as breaching personal privacy

	3. Develop and maintain professional competence
	3.1 Document own Assess personal knowledge and skills against competency standards to determine development needs, priorities and plans  using applicable competency standards
3.2 Seek feedback from employees, clients and colleagues relevant personnel on own development needsand use this feedback to identify and develop ways to improve competence  	Comment by Author: This PC contained two PCS in 1 – this part now addressed in PC 3.4
3.3 Identify, evaluate, select and use development opportunities suitable to personal learning style/s to develop competence  
3.4 3 Participate in networks to enhance personal knowledge, skills and work relationships  personal and professional development activities that address identified needs, priorities and plans
3.5 Identify and develop new skills to achieve and maintain a competitive edge  


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Investigates and uses a range of strategies to develop personal competence

	Reading
	Analyses and interprets textual information from organisational policies and practices or feedback to inform personal development planning

	Writing
	Uses feedback to prepare reports that summarise ways to improve competence 

	Oral communication
	Uses active listening and questioning to seek and receive feedback 

	Enterprise and InitiativeNavigate the world of work
	Understands Identifies how own role contributes to broader organisational goals 
Considers organisational protocols when planning own career development of self and others

	TeamworkInteract with others
	Selects and uses appropriate conventions and protocols when communicating with diverse stakeholders
Uses interpersonal skills to establish and build positive working relationships with others 

	Planning and organisingGet the work done
	Plans and prioritises tasks in order to meet deadlines, manage role responsibilities and to manage own personal welfare
Identifies and uses appropriate technology to improve work efficiency

	Technology 
	Uses technology to manage and prioritise work tasks


Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBLED503 Maintain and enhance professional practice
BSBWOR501 Manage personal work priorities and professional development.
[bookmark: O_645920]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24292399]Assessment Requirements for BSBPEF501WOR501 Manage personal work priorities and professional development
[bookmark: O_645915][bookmark: O_645916]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify roles and responsibilities of team members
support three different individuals to develop work goals that align with their role and responsibilities
facilitate team member access to relevant personal and professional development activities
use business technology to create and use systems and processes to organise and prioritise tasks and commitments of a team or work area
research and implement techniques for maintaining health and wellbeing of self and others
develop personal work goals, plans and activities to meet work goals

measure and maintain personal work performance, including assessing competency against competency standards and seeking feedback 
maintain an appropriate work-life balance to manage personal health and stress
participate in networks personal and professional development activities to develop professional competence.
develop a personal development plan which includes career objectives and an action plan
develop new skills.
[bookmark: O_645917]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
roles and responsibilities of team members
principles and techniques involved in the management and organisation of:
performance measurement
personal behaviour, self‑awareness and personality traits identification
a personal development plans
personal goal setting
task prioritisationime
management development opportunities and options for selfcommon personal and professional development activities relevant to the industry
technology to plan and prioritise work tasks
techniques to manage health and wellbeing in the workplace
key features of methods for achieving a healthy work-life balance
organisation’s human resources policies, plans and procedures relevant to professional development.	Comment by Author: Needs parameters
types of learning style/s and how they relate to the individual
types of work methods and practices that can improve personal performance.
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to challenges and situations to demonstrate the application of performance evidence.
This includes access to:	Comment by Author: Nothing applicable here 
workplace equipment and resources 
case studies and, where possible, real situations
interaction with others.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_645921]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292400]BSBPEF502 LDR511 Develop and use emotional intelligence
[bookmark: O_1001553][bookmark: O_1001558]Application
This unit describes the skills and knowledge required to develop and use emotional intelligence to increase self-awareness, self-management, social awareness and relationship management in the context of the workplace. It includes identifying the impact of own emotions on others in the workplace, recognising and appreciating the emotional strengths and weaknesses of others, promoting the development of emotional intelligence in others and utilising emotional intelligence to maximise team outcomes.
The unit applies to individuals managers who are required to identify, analyse, synthesise and act on information from a range of sources and who deal with unpredictable problems as part of their job role. These individuals may be responsible for leading a team or work area. They use initiative and judgement to organise the work of self and others and plan, evaluate and co-ordinate the work of teams.  	Comment by Author: This unnecessarily limits the scope of application of this unit.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001557]Unit Sector
Critical Thinking & Problem Solving - Personal Effectiveness
[bookmark: O_1001556]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to develop emotional intelligenceIdentify the impact of own emotions on others in the workplace
	1.1 Develop evaluation criteria for assessing emotional strengths and weaknesses Identify and use evaluation criteria to determine own emotional strengths and weaknesses 
1.2 IAssess emotional strengths and weaknesses against evaluation criteriadentify personal stressors and own emotional states related to the workplace 
1.3 Identify and analyse potential emotional stressors in the workplaceAnalyse and document potential emotional triggers in workplace situations  which  may require determine appropriate emotional responses
1.4 Identify methods for responding to emotional stressors Evaluate the impact of own workplace behaviours that demonstrate management of emotions
1.5 SeekUse self-reflection and feedback from others to identify and confirm methods for responding to emotional stressors in the workplaceto improve development of own emotional intelligence

	2. Develop emotional intelligence Recognise and address the emotional strengths and weaknesses of others
	2.1 Analyse and document emotional responses with co-workers Respond to the emotional states of co-workers and assess emotional cues 
2.2 Develop a plan for identifying and responding appropriately to a range of cultural expressions of emotional expressionss	Comment by Author: Unclear what this refers to specifically – limits scope of the PC considerably 
2.3 Apply techniques that indicateo demonstrate flexibility and adaptability in dealing with others in the workplace
2.4 Demonstrate Apply techniques that show consideration forof the emotions of others when making decisions

	3. Promote the development of emotional intelligence in others
	3.1 Identify Create informal workplace opportunitiesies for others to express their thoughts and feelings
3.2 Develop tasks for assisting others to understand Assist others to understand the effect of personal their behaviour and emotions on others in the workplace
3.3 Develop and implement plans to encourage the self-management of emotions in others
3.4 Implement identified opportunities and tasks in the workplace Develop and implement plans according to organisational policy and procedures to encourage others to develop their own emotional intelligence, to build productive relationships, and maximise workplace outcomes

	4. Utilise emotional intelligence to maximise team outcomes	Comment by Author: This cannot be guaranteed. Developing emotional intelligence in others (element 3) could also maximise time outcomes as a result
	4.1 Identify opportunities to utilise emotional intelligence to increase team performance in line with organisational objectives
4.2 Encourage a positive, inclusive emotional climate in the workplace
4.3 Use the strengths of workgroup members to achieve team and/or organisational objectives


Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	Skill
	Description

	Learning
	Identifies and uses strategies to improve own emotional intelligence

	Oral communication
	Uses appropriate language and nonverbal features to present information and seek feedback
Uses listening and questioning skills to elicit the views of others and to clarify or confirm understanding 

	Interact with othersTeamwork
	Identifies Reflects on personal attributes and considers the impact on others and modifies approach to support development
Adapts personal communication style to model behaviours, build trust and positive working relationships and to build understanding of emotional intelligence
Leads a collaborative approach, using inquiring and inclusive techniques, to develop understanding and skills that enhances individuals’ emotional intelligence

	Get the work done Enterprise and Initiative
	Leads processes to develop, implement and monitor plans and processes to ensure team engagement and effectiveness


Unit Mapping Information
Supersedes and is equivalent to BSBLDR511 Develop and use emotional intelligence.
[bookmark: O_1001547]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24292401]Assessment Requirements for BSBPEF502 LDR511 Develop and use emotional intelligence
[bookmark: O_1001549][bookmark: O_1001552]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
develop assessment criteria to assess personal emotional strengths and weaknesses
conduct an analysis to identify  personal emotional triggersown emotional strengths, weaknesses, stressors, emotional states and triggers, incorporating feedback from others
identify workplace situations and environments that may trigger an emotional response
model behaviours that demonstrate management of emotions
recognise the impact that cultural behaviours and beliefs may have on workplace interactions
recogniseanalyse and document interactions with co-workers and respond to the emotional states of others
use emotional intelligence of self and others to enhance team performance
develop and implement plans for responding to emotional expressions 
apply techniques that promote flexibility in interactions with others and show consideration for the emotions of others 
facilitate opportunities that encourage the expression of emotions from others
facilitate work tasks for establishing the relationship between personal behaviour and emotions. 
promote the development of emotional intelligence in others.
[bookmark: O_1001551]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
application of emotional intelligence attributes, including:
self-awareness
self-management
social awareness
relationship management
key features of emotional intelligence principles and strategies
key elements of the relationship between emotionally effective people and the attainment of business objectives
key strategies for communicating with a diverse workforce that has varying cultural expressions of emotion
methods to develop emotional intelligence in others 
key features of emotional intelligence in the context of building workplace relationships. 
Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to challenges and situations to demonstrate the application of performance evidence.
This includes access to:
relevant workplace documentation and resources
case studies or, where possible, real situations 
interaction with others. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_1001548]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
