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Level 2 Diploma in Customer Service[image: ]	
Manage Personal Performance & Dev (Activity 2)		
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Unit L/506/1788: Manage Personal Performance and Development

Activity 2 – Workloads (AC 2.1, 2.2, 2.3)
As a customer service assistant, you must ensure you plan your time so that all work can be completed effectively and in a timely manner.
1. In the space below, give a detailed account of how you have planned and managed your workload. You will need to include the following:
· How did you plan the workload?
· What time management tools and techniques did you use?
· What actions did you take to minimise distractions that could affect the achievement of your objectives?
You may need to continue on another page.
You can use sources of workplace evidence to support your statement and demonstrate how you have put your activities into practice. You will need to provide these to your assessor on your next visit.





2. What are the benefits of achieving an acceptable work-life balance?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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