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Unit L/506/1788: Manage Personal Performance and Development
Activity 1 – Manage Personal Performance (AC 1.1, 1.2, 1.3, 1.4, 1.5)
As an employee, it is important you take action to manage your own personal performance in order to support your career progression. This includes setting yourself targets to complete work and dealing with any problems they may prevent you doing this.
In the space below, give a detailed account of how you have managed an activity you have undertaken. You will need to include the following:
· How did you set the targets and ensure they were SMART?
· How did you agree to measure the progress, and who was involved?
· What actions did you take to complete the tasks?
· Did you have to deal with any problems beyond your authority?
· If you did deal with a problem, how did you deal with this and did you have to report it to anyone?
[bookmark: _GoBack]You may need to continue on another page. Upon completion, you will need to gather a witness statement from your line manager on how you successfully undertook the activity and ask them to include any feedback on the completion of the activity.
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