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TASK

The purpose of this unit is to develop knowledge and understanding of how to organise and delegate.

The process of organising involves the allocation of responsibilities so that everyone knows what their task is, what resources they have to complete the task and the time frame for completion. Delegation and empowerment are ways in which efficiency and effectiveness can be improved with the additional benefits of increasing employee involvement and motivation.

The task below requires you to demonstrate your knowledge of how to organise and delegate.

NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
[bookmark: OLE_LINK1]You should plan to spend approximately 7 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1000 words: the suggested range is between 800 and 1200 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand how to organise people to achieve objectives

Using your own workplace or one with which you are familiar provide examples of good, and possibly bad practice in organising work. Provide responses to cover the assessment criteria.
 
Explain the main ways in which human resource planning can be used to ensure that human resources are available to achieve objectives.

	
· Explain the importance of making effective and efficient use of people’s knowledge and skills while planning a team’s work to achieve objectives (20 marks)
· Explain how to identify the appropriate person for an activity in the workplace (20 marks)
· Explain how human resource planning can be used to assure output and quality in the workplace (8 marks)


	Understand how to delegate to achieve workplace objectives

If you intend to delegate or empower there are certain principles you need to follow to make sure that the task(s) is complete to the correct standard. To show your understanding of this you need to explain good practice in delegation by providing responses to cover these assessment criteria.
	
· Explain how to delegate tasks effectively (20 marks)
· Describe the benefits of empowerment in the workplace (8 marks)
· Identity barriers to delegation and how these can be overcome (12 marks)
· Explain a technique that could be used to monitor the outcomes of delegation in the workplace (12 marks)


	By submitting I confirm that this assignment is my own work
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