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	Title:
	Personal Effectiveness

	Level:
	4

	Credit value:
	5

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1 Understand the key concepts that 
  contribute to personal effectiveness as a 
  school business manager

	
1.1




1.2



1.3





	
Demonstrate knowledge and understanding of key concepts and techniques related to personal effectiveness 

Provide evidence of engagement with literature focused on personal effectiveness. 

Demonstrate recognition of the importance of personal effectiveness and continuing professional development for the school business manager


	
2. Be able to develop and undertake a 
    strategy for improving personal 
    effectiveness in the workplace
	
2.1





2.2






2.4



2.5



2.6
	
Critically reflect on and evaluate own personal and professional effectiveness in order to identify an area of personal development that would be of benefit to the role of  a school business manager

Assess own current position with regard to that the chosen area of personal effectiveness in order to identify  and justify an area for undertaking planned personal development activities

Prepare a viable action plan for the development of the selected aspect of personal effectiveness

Implement an action plan for the development of own personal effectiveness

Complete a reflective log that demonstrates the ability to reflect on the implications of learning gained through the implementation of a personal development action plan


	
3. Be able to review and reflect on the 
    process of personal effectiveness 
    development and its effect on workplace 
    performance
	
3.1



3.2



	
Evaluate own success in developing a selected personal effectiveness skill over time.
	
Summarise  future development needs, either in  the area of focus area or in other area(s)
 

	Additional information about the unit
	

	Unit purpose and aim(s)
	This purpose of this unit is to provide the school business manager with the opportunity to develop knowledge and understanding of the personal effectiveness skills that underpin that role, the process for the development of those skills and how that process can be evaluated, including enabling the school business manager to develop own personal effectiveness through the preparation and implementation of a personal development action plan.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	

	Location of the unit within the subject/sector classification system
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