Gateway Qualifications Level 3 Diploma in Business Administration
Manage Personal and Professional 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 3 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
	· Copy of matrix
· SMART Targets handout
· Additional activities
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	Slide
	Content
	Tutor Guidance
	Handout/Resources Required

	1
	Title Slide
	Welcome the group to the session.
Explain that businesses want to know that you take personal responsibility for your own development and that you have the skills and knowledge necessary to meet the challenges of an ever-changing business environment. It is also important that you keep up to date with changes related to your role.
Explain this session is designed to deliver a level of understanding about how to create your own personal development plan (PDP), set your own targets and work towards these targets with the advice and feedback of others.
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
	Where can you get information on professional development trends?
	Ask the group to work in pairs and identify different sources of information of development trends. If they appear to be struggling, prompt them by stating they would need to complete research on development trends – so, for example, this could be through an internet search etc.
Give 10 mins then feedback.
Look for:
· Internet search
· Industry magazines
· Unions
· Local learning and development divisions
· Industry specific organisations
Ensure each member of the group has their own list as they will need it for a later activity.
	

	5
	How good are different sources of information?
	Before bringing up the points, ask the group how good they think the different sources they have listed are. Explain that any source of information can be useful but it is important to remember that all sources may have their own drawbacks.
Bring up the points and provide further explanation.
Reliability – consider how reliable the source is. For example, if you are completing an internet search and use Wikipedia, you need to remember this is edited by any member of the public so is not always true. As a result, you must ensure you are only using official, reliable sources.
Bias – You need to ensure you consider any bias that might be applied. For example, if the source of information is from a particular company that has a preference/stake in something may demonstrate bias. E.g. a company selling online learning may demonstrate bias through any information towards the use of online resources.
Time – if it takes a long time to identify the information you require, how effective is the resource? It is important to take time to identify the information you need, but you need to identify if the time involved is worthwhile.
	

	6
	What can influence the need for personal development?
	Ask the group what types of trends and developments may result in a need for personal and professional development. Bring up the points and go through.
Industry changes – Any updates within the industry may result in changes to the way things are done, consider the introduction of chip and pin/contactless payment and Apple Pay in retail – this required wholescale staff development within the industry.
Legislation changes – changes in the law may result in updates for employees to ensure they are compliant. Think about recent changes to maternity and paternity legislation – these changes resulted in additional training for employers and HR departments to ensure this was correctly implemented and followed.
Technology updates – as new systems are implemented; all staff members have to be trained to use this correctly. If it is not used correctly, any benefit will be wasted.
Gaps in employment – if you have had a gap in employment or from a particular role, you will need to undergo an amount of training to ensure you are up to date with all processes and procedures.
Employment/role changes – when you change jobs, you will need to undergo training and development to ensure you are able to complete your new role.
	

	7
	What are your current and future personal and professional development needs?
	Ask the group to consider the previous slides. 
Ask them to identify their own development needs relating to their team, their role and their organisation. Ask them to consider their future progression and what they will need to know to be able to progress towards their target role.
Ask all students to produce their own list for use in a later assignment.
Give 10 mins then feedback.
	

	8
	What are the benefits of personal and professional development?
	Ask the group to work in pairs to identify the benefits of personal and professional development for themselves and their organisations. Ask them to identify the key benefits and why it is a benefit.
Look for: 
· Improve work productivity and accuracy
· Identify career progression aspirations
· Prepare for future roles
Ensure all students keep their own list as this will cover criteria 2.1
	

	9
	What are the different types of development activities available to you?
	Ask the group what type of learning activities are available to them. Bring up the points on the slide and read through.
	

	10
	How do you decide the appropriate training method?
	Explain that, identifying the most appropriate training method can be based on a number of variables.
Bring up the points and provide additional information.
Time – the time it takes to deliver the training will impact on the method taken. For example, 1-2-1 on the job training can be delivered more quickly than a full day group training session etc.
Cost – The cost of the training will affect the feasibility. Releasing a number of colleagues for a full day session will be costlier than delivering to a single person.
Resource – an organisation needs to ensure they have the resource available to deliver the training.
Location – There needs to be an appropriate venue. If you are delivering a group session, you will need a large training room with space to complete the activities. If this is not available on site, you would either change the method or relocate which could lead to a greater cost.
	

	11
	What is a development action?
	Explain that each overall target will require a number of development actions. Bring up the points and read through. Provide additional information if this is required.
	

	12
	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 when 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

	13
	Who can provide you with feedback?
	Ask the group who could provide them with feedback then bring up the points on the slide. Provide further information if you require.
Colleagues – you can ask any colleague to provide you with feedback on your performance, especially if they are a specialist in the area you would like feedback on.
Customers/clients – your customers and clients can provide feedback on the performance of you as an individual and of the business.
Managers – you will have the opportunity to ask your manager for feedback at regular intervals. This could be as part of a formal 1-2-1 and appraisal system or as part of meetings. If you would like specific feedback on something, don’t hesitate to ask for it.
Yourself – do not forget the importance of self-reflection. Do you think you have done a good job? If not, what do you think could have been improved?
	

	14
	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.
Hand out the assignment brief and explain the activities are required to complete the unit.
	Assignment brief

	15
	Any questions
	Check if anyone has any additional questions.
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