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Learning Intentions

The Self and Work unit at Intermediate 1 level requires you to develop and improve your own skills for work through the completion of a project, while covering these four learning intentions:

1. Evaluate your own task management skills in preparation for a vocational project.

2. Produce a plan for the development of your own task management skills in preparation for a vocational project.

3. Carry out a plan for the development of your own task management skills in preparation for a vocational project.

4. Review progress on completion of a vocational project.

As you complete this Record of Progress, you will cover all of the learning intentions. Your teacher/trainer will offer guidance and support.

The vocational project you choose will depend on your own personal skills, qualities, interests, circumstances and establishment location. When making your selection you should be considering your future career pathway. 

You may choose to work on a vocational project individually or as part of a group or team.

This unit allows you to develop further your personal skills and qualities. These are transferable skills that enhance your employment prospects.

Your skills and qualities 

You are preparing yourself for an enjoyable and fulfilling life. To assist you to make informed choices in life and work, you need to know your own skills and qualities. You should recognise that your skills are transferable from one type of employment or life experience to another. 

Self evaluation

It is important that you are aware of your own skills and qualities so that you can continue to enhance your strengths and work on improving your weaknesses. 

Read the following statements and give yourself a score on a scale of 1–6, (where 1 is a personal strength and 6 is a weakness) by placing a tick in the appropriate column.

Ask someone in your group/class to say whether they agree or disagree with your assessment by placing A or D in the Peer column.

	
	1
	2
	3
	4
	5
	6
	Peer (A/D)

	Assessing your ‘people’ skills

	Are you able to get on with others?
	
	
	
	
	
	
	

	Can you see/understand the views of others?
	
	
	
	
	
	
	

	Can you deal with members of the public?
	
	
	
	
	
	
	

	Can you work in groups or a team?
	
	
	
	
	
	
	

	Can you ‘manage’ others?
	
	
	
	
	
	
	

	Can you train or teach others?
	
	
	
	
	
	
	

	Can you negotiate?
	
	
	
	
	
	
	

	Can you help others to decide?
	
	
	
	
	
	
	

	Can you be aware of the feelings of others?
	
	
	
	
	
	
	

	Can you care for others?
	
	
	
	
	
	
	

	Can you communicate by phone?
	
	
	
	
	
	
	

	Can you communicate verbally?
	
	
	
	
	
	
	

	Are you able to cope with difficult people?
	
	
	
	
	
	
	

	Are you able to take instructions from others?
	
	
	
	
	
	
	

	Can you speak up for others?
	
	
	
	
	
	
	


	Assessing your personal qualities

	Can you request help when you need it?
	
	
	
	
	
	
	

	Are you able to keep calm?
	
	
	
	
	
	
	

	Can you learn from your mistakes?
	
	
	
	
	
	
	

	Are you willing to take risks?
	
	
	
	
	
	
	

	Can you be assertive?
	
	
	
	
	
	
	

	Are you determined?
	
	
	
	
	
	
	

	Do you complete/finish all you plan to do?
	
	
	
	
	
	
	

	Can you motivate yourself?
	
	
	
	
	
	
	

	Are you a reliable person?
	
	
	
	
	
	
	

	Do you gain the respect of others?
	
	
	
	
	
	
	

	Can you be trusted by others?
	
	
	
	
	
	
	

	Are you usually positive/upbeat?
	
	
	
	
	
	
	


Learning Intention 1: Evaluate my own task management skills in preparation for a vocational project.

Read the following statements and give yourself a score by placing a tick in the appropriate column. You might find the self evaluation results on pages 6 and 7 helpful when completing the chart below.

Ask someone in your group/class to say whether they agree or disagree with your assessment of yourself by placing A (agree) or D (disagree) in the peer column on the right hand side of this page.

	Specific task management skills
	(strength) -------(weakness)
	Peer, teacher or trainer comment

(Agree/Disagree)

	
	1
	2
	3
	4
	5
	6
	

	Punctuality – are you a good timekeeper?
	
	
	
	
	
	
	

	Completing tasks – do you always finish tasks?
	
	
	
	
	
	
	

	Are you able to keep a record of tasks as you do them?
	
	
	
	
	
	
	

	Are your records accurate and/or detailed?
	
	
	
	
	
	
	

	Are you comfortable asking for help/advice?
	
	
	
	
	
	
	

	Are you able to follow verbal (spoken) instructions?
	
	
	
	
	
	
	

	Are you able to follow written instructions?
	
	
	
	
	
	
	

	Do you prefer to be shown how to do a task?
	
	
	
	
	
	
	

	Do you find it easier to stay on task working alone?
	
	
	
	
	
	
	

	Do you find it easier to stay on task as part of a group?
	
	
	
	
	
	
	

	Do you prefer to break down tasks into smaller parts?
	
	
	
	
	
	
	

	Do you manage to complete tasks on time?
	
	
	
	
	
	
	

	Do you find it easier if you’re given time deadlines?
	
	
	
	
	
	
	


	Are you happy to ask for an instruction to be repeated?
	
	
	
	
	
	
	

	Do you always consider the views of others?
	
	
	
	
	
	
	

	Can you decide what should be done first (prioritise)?
	
	
	
	
	
	
	

	Can you check the quality of your own work?
	
	
	
	
	
	
	

	Are you able to estimate the time for task completion?
	
	
	
	
	
	
	


Teacher/Trainer/Peer signature: ________________ Date: ________
Consider the results of your self evaluation on pages 6 and 7 and task management skills evaluation on pages 8 and 9. 

Set yourself a minimum of two targets by selecting two statements that gave you your ‘weakest’ scores (agreed by your peer, teacher/trainer), ie 6 or nearest to 6 on pages 6 and 7. 

These targets will help you develop task management skills within your vocational project.

Write a target in each of the boxes. You should refer to the word bank in the appendix (pages 18–19) to help you.
Target 1
Target 2
Teacher/Trainer comment:

Teacher/Trainer’s signature ____________________ Date ________

To help me to achieve these targets I have selected the following vocational project: see the appendix (page 16) for some ideas of suitable vocational projects.

My vocational project is:

Learning Intention 2: Produce a plan for the development of my own task management skills in preparation for a vocational project.

Consider the two targets you have chosen on page 10. 

Now select two tasks that you will work at and aim to improve in, for each of your targets. These should be achievable within the context of your chosen project. 

Your choice of tasks should be linked to your weakest areas as shown by your evaluation on pages 6 and 7 where you and your peer/teacher/lecturer were in agreement.

See the appendix (page 17) for some examples of tasks.

	Tasks for Target 1
	Anticipated completion date
	Resources required

	1. I will aim to…
	
	

	Why did I choose this task?
	
	

	2. I will aim to…
	
	

	Why did I choose this task?
	
	


	Tasks for Target 2
	Anticipated completion date
	Resources required

	1. I will aim to…
	
	

	Why did I choose this task?
	
	

	2. I will aim to…
	
	

	Why did I choose this task?
	
	


Teacher/Trainer comment: 

Teacher/Trainer signature _____________________ Date ________

Learning Intention 3: Carry out a plan for the development of my own task management skills during my vocational project.
Monitoring progress

Please note: It is very likely that you will make alterations to your plan as you work through it. This is as it should be, because in the world of work, circumstances often change (outside of your control), resulting in plans being altered and adapted to suit.

See the appendix (page 17) for an example.

	What changes did I have to make?
	Dates

	Midway through…

Action taken


	

	Towards the end…

Action taken


	


If you changed your plan, explain why.
__________________________________________________________

__________________________________________________________

__________________________________________________________
Teacher/Trainer comment:

Teacher/Trainer’s signature _____________________ Date _______

Learning Intention 4: Review of my progress on completion of my vocational project.

Learner review

Now that you have completed your vocational project and carried out your plan, you are ready to complete a review of your progress. Use your review to help you to identify areas for further development of your task management skills. Answer the questions in the spaces below to explain the progress you have made towards achieving your targets.

See the appendix (page 18) for examples of suitable answers.

Did I achieve Target 1?

Yes  MACROBUTTON CheckIt (
No  MACROBUTTON CheckIt (
Partially  MACROBUTTON CheckIt ( (please tick)

Explanation

	

	

	

	


Did I achieve Target 2?

Yes  MACROBUTTON CheckIt (
No  MACROBUTTON CheckIt (
Partially  MACROBUTTON CheckIt ( (please tick)

Explanation

	

	

	

	

	


Was my plan effective?

Yes  MACROBUTTON CheckIt (
No  MACROBUTTON CheckIt (
Partially  MACROBUTTON CheckIt ( (please tick)

What were the strengths of my plan?
	

	

	

	

	


What were the weaknesses of my plan?

	

	

	

	

	


What have I gained/learned from this?

	

	

	

	


Where do I go from here? What next?

	

	

	

	

	


Learner’s signature: ______________________ Date: _________

Teacher/Trainer’s signature: ____________________ Date: _______

Appendix 
Word bank

(to assist with target setting on pages 8 and 9 of your Record of Progress)

I will improve my timekeeping.

I will focus on improving my attendance.

I will try and improve my ability to listen to instructions.

I will keep detailed records of the tasks I complete.

I will focus on working with others.

I will try to improve my ability to work unsupervised to a satisfactory standard.

I will work on improving the quality of my own work.

I will ask for help to improve my understanding of instructions.

I will focus on prioritising tasks.

I will try to ‘chunk’ tasks to make them more manageable.

Vocational projects

(some suggestions/ideas to assist with your choice of project on page 10 of your Record of Progress)

· Organising a disco

· Making Christmas items

· Arranging a Community breakfast for staff and senior pupils

· Organising a valedictory dance

· Planning a Burns Supper

· Promoting a school show through posters, tickets and show programmes

· Organising a talent contest/‘X’ Factor

· Producing Christmas hampers for local senior citizens

· Promoting a Healthy Eating week

· Organising and promoting a ‘Beat the Bullies’ campaign

Examples of tasks

(some examples of tasks to assist with achieving targets for pages 11 and 12 of your Record of Progress)

EXAMPLE for Target 1: I would like to improve my ability to complete tasks on time.

I will try to produce a list of tasks that I should be able to complete.

I will try to determine suitable dates/deadlines for the tasks to be completed. 

EXAMPLE for Target 2: I will work on improving the quality of my own work.

I will try to take care and concentrate on the tasks to improve the quality of my work.

I will try to carry out routine checks to control the quality of my work.

Monitoring progress

(some examples of changes made to your plan for page 13 of your Record of Progress)

My task was: I will try to focus on working with others.

Midway through: I found it very hard to work with one of the members of my group.

Action taken: I swapped to another group and I got on well with them – we worked well as a team.

My task was: I will try to keep detailed records of the tasks I complete.

Midway through: I didn’t leave enough time to make a note of all that I did at the end of the class period.

Action taken: Our whole group got into the habit of reminding each other to fill in our ‘diary’ during the last 5 minutes of each class period.

Reviewing my progress

(some examples of explanations for pages 14 and 15 of your Record of Progress)

Did I achieve Target 1? (I will focus on prioritising tasks)
Yes  MACROBUTTON CheckIt (
No  MACROBUTTON CheckIt (
Partially X 

Explanation 
I was well organised and managed most of my tasks well but I did get a bit panicky one day when I tried to do my task as well as Helen’s (because she was absent and we needed to get the tickets made). I missed out the cost on the ticket because I was rushing.

What were the strengths of my plan?
I had thought everything through and my plan was quite detailed.

What have I gained/learned from this?

That I can get on well with others and that the rest of the group would listen to me because I explained things quite clearly.

Useful words

Make use of these words when completing your Record of Progress.

	Ability
	contribution
	examine
	knowledgeable
	relaxed

	accomplished
	conscientious
	exceed
	Likeable
	reliable

	accurate
	consistent
	excel
	logical
	resourceful

	achievement
	constructive
	expertise
	loyal
	responsible

	acquired
	conversant
	experienced
	Moderate
	Satisfied

	advanced
	cooperation
	extended
	modest
	selected

	allocate
	collaboration
	Feasibility
	motivated
	self assured

	analyse
	Deciding
	flexible
	Natural
	self confident

	approach
	defining
	formulate
	neat
	self reliant


	approve
	delegating
	formalise
	notable
	sensible

	arbitrate
	demonstrating
	foundation
	Objective
	significant

	arrange
	designing
	financial
	obliging
	sincere

	assemble
	detailing
	fix
	observant
	skilful

	assist
	determined
	follow
	opportunity
	sociable

	audit
	developing
	Gained
	optimistic
	specialised

	Benefited
	diagnosing
	gather
	organised
	succeeded

	briefing
	diplomatic
	geared
	original
	successful

	budgeting
	directing
	Handle
	Patient
	Tactful

	building
	disciplined
	help
	perceptive
	talented

	businesslike
	discuss
	Incentive
	performance
	technique

	Capable
	distribute
	incorporate
	persuasive
	tenacious

	challenging
	drafting
	increase
	positive
	thorough

	checking
	Effective
	inform
	potential
	thoughtful

	clarify
	encourage
	initiate
	polite
	tough

	classify
	enhance
	innovating
	practical
	transferred

	coaching
	ensure
	investigate
	productive
	trustworthy

	combining
	enable
	instruct
	professional
	Understand

	commended
	encourage
	integrate
	punctual
	unselfish

	communicate
	enforce
	interpret
	Qualified
	unified

	compile
	enterprising
	issue
	quick
	Versatile

	complete
	enthusiastic
	Justify
	Realistic
	volunteer

	concise
	establish
	Key
	reasonable
	Wise

	continuity
	evaluate
	kind
	reflective
	worthy
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