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STRUCTURED ANSWER QUESTIONS – SETTING TEAM OBJECTIVES IN THE WORKPLACE 

Learner name:	
Learner registration number:


	Note: Learners must satisfy all the assessment criteria by achieving at least 50% of the marks available for each criterion.   
The ‘lines/box’ below a question is for guidance purposes only. Marks are not deducted for writing more. It is perfectly acceptable for all answers to be continued on additional forms provided they are attached to the assignment when making a submission. The availability of the form electronically allows learners to expand the ‘lines/box’ as required.




UNDERSTAND METHODS OF TIME MANAGEMENT 

1. Explain the need for effective time management (12 marks)
























2. List some time management techniques and practices (8 marks)

















3. Describe a workplace time management technique that can be used to achieve a personal and/or team objective (8 marks)	























BE ABLE TO SET, PRIORITISE AND MONITOR SMART OBJECTIVES FOR THE TEAM 


4.  Explain the importance of workplace team objectives (8 marks)




















5. Set SMART objectives to achieve team objective   (16 marks)




















6. Outline ways of monitoring progress against objectives   (12 marks)
(It might be useful to incorporate a diagrammatic plan or table to show the objectives in order of priority)




















BE ABLE TO ASSESS ACHIEVEMENT OF WORKPLACE OBJECTIVES

7. Review achievement of SMART objectives against success criteria   (12 marks)
























8. Gather feedback on team performance (provide a tabulated summary of the findings that you have collated.) (12 marks)
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9. Identify areas for Team development and improvement for achieving workplace objectives (12 marks)	
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