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Gateway Qualifications Level 2 Diploma in Business Administration
Manage Personal Performance and Development – Lesson Plan
Tutor Guidance	
This session is designed to provide some of the knowledge and understanding to support the completion of this unit of the Level 2 Diploma in Business Administration. As you work through the session, activities are provided to support the collection of evidence for the knowledge unit with guidance as to the criteria they cover. 
Although this lesson plan refers to ‘group’ the lesson may well be delivered to one learner at a time.
	Resources Required 	
	Handouts Required

	· Laptop and projector
· Pens and paper
· Copy of slides and procedures
· Highlighter pens and complaints
	· Activity 1 – Manage personal performance
· Activity 2 – Workload
· Copy of matrix
· Identifying training needs handout
· SMART targets handout
· Learning styles questionnaire and results
· Additional activities 
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	Slide
	Content
	Tutor Guidance
	Handout/Resources Required

	1
	Title Slide
	Welcome the group to the session. 
Explain that, as an administrator, it is important you review your own work regularly to ensure you are working to the required standard and you are able to complete work to agreed timescales as the business may depend on this. Explain that it is imperative that all administrators are constantly looking for ways to improve and develop and the standard of customer service delivered within a business could be a key factor in the success of the business.
Explain this session is designed to deliver a level of understanding on the importance of managing your personal development. Explain the students will complete activities throughout the session which will provide some practice for the unit and that there will be assignments to take away to gather the evidence for the unit.
Hand out a copy of the slides and the unit matrix
	Laptop and projector
Pens and paper
Copy of slides
Unit matrix

	2
	Aims of the session
	Discuss the aims of the session and agree these with the group.
	

	3
	Agenda
	Read through the points of the agenda. Explain the session is designed to develop an understanding of the key points contained within the unit.
	

	4
	What is a SMART Target?
	Ask the group what they understand a smart target to be before bringing up the points on the slide.
Go through each point of the acronym and ask if the group fully understand what it means. Explain that, although people often use the phrase SMART targets, they often miss out an important point what setting the targets.
Next ask who SMART targets are for – explain that, when setting targets, a team leader will set them for the staff but must also set their own. If they have something they need to do, then they need to ensure they set themselves a SMART target or it may never be completed.
Activity – Split the group into pairs. Ask them to write down an example of a SMART target they might use at work. Once complete ask them to feed-back what their SMART targets are. Don’t comment on the targets at this point, instead ask the group to review their targets against the following criteria:
Specific – is it detailed, well defined and specific?
Measurable – can you measure the progress against the target? How will you know if it is finished?
Achievable – is it achievable? May sound obvious but can the person actually do what you are asking?
Realistic – based on the resources available is it realistic to ask the person to do the task?
Time-bound – have you said when you want the task completed by?
Ask the group to review their SMART targets and judge honestly if they have actually set a SMART target.
Handout – SMART Targets
	SMART target handout

	5
	How do you manage your personal performance?
	Ask the group to consider how they have planned their time to complete an activity.
Hand out Activity 1 – Manage personal performance. Give 20 mins to complete.
Explain that, upon completion, the students will need to gather some supporting evidence in the form of a witness statement providing feedback on the completion of the activity. Ask the students to ensure this is collected and submitted to the Assessor on their next visit.
	Activity 1 – Manage personal performance


	6
	Planning your workload
	Ask the group the question and allow open answers prior to bringing up the points on the slide. Ask them to consider what they need to plan and how they do this. Bring up the points individually:
Resources – what do they need for the day to be successful – staff, tools, equipment. What do they do if these are not available?
Priorities – do you know what needs to be done and when by. Are there regular activities that need to be completed as well as additional activities for the day/week? You cannot make everything an immediate priority, if everything is a priority how will everything get done – you cannot do everything at once!
Deadlines – do you know your deadlines for the day? If you do, have you ensured activities have been planned to meet these deadlines?
Deployment – does everyone know what they have to do?
	

	7
	How do you manage your own time and workload?
	Ask the group to consider how they manage their own time and workloads.
Activity 2 – Workload.
Ask the group to complete the activity, give 15 mins. Explain they can use any product evidence from the workplace to support their work and will need to show these to their Assessor on their next visit.
	Activity 2 - Workload

	8
	Personal Development
	Ask the group why personal development is important and then bring up the points. Go through each one individually.
Explain each company has their own policies on staff development which the students should be aware of. Ask them to locate these policies for their next visit with their assessor.
	

	9
	How do you identify your personal development needs?
	Ask the group the question before bringing up the points on the slide.

	

	10
	What development activities are available to you?
	Ask the group to spend 10 mins listing different learning activities available to them and feedback.
Bring up the different learning methods and explain it is important to identify your own learning style in order to identify which methods are the best for you.
Hand out the learning styles questionnaire and ask the group to complete it.
Hand out Activity 3 – Identifying Development Needs
Handout - Identify training needs. Explain the principles in the handout work for personal development as well as team development.
	Activity 3 – Identifying development needs
Identifying training needs handout
Learning Styles Questionnaire and results

	11
	Personal Development Plans
	Read through the slide and ask if the group have used or have their own development plan.
	

	12
	Aims of the session
	Review the session aims and agree if these have been met.
Explain that the activities completed can be referenced into the student portfolio and a few additional activities will be required to complete the unit. 
Hand out the Assignment Brief for this unit.
	Assignment Brief

	13
	Any questions
	Check if anyone has any additional questions.
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