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	Developing yourself and others

	Level:
	3

	Credit value:
	2

	Unit guided learning hours
	9

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

	
1 Know how to identify development needs

	
1.1


1.2



1.3
1.4


	
Identify own learning style(s) and the learning style(s) of another member of the team
Use a simple technique for identifying own development needs and the development needs of another member of the team 
Identify potential barriers to learning 
Explain how barriers to learning can be overcome


	
2 Know how to develop self and others to achieve organisational objectives
	
2.1


2.2


2.3


2.4
	
Briefly analyse learning/development options to meet need(s) of self and another member of the team
Identify support mechanisms for the development of self and another member of the team
Prepare a development plan to achieve a learning objective for self or another team member
Describe a method that could be used to monitor the development of self and another member of the team


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop knowledge and understanding of developing self and others as required by a practising or potential first line manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management & Leadership 2008 NOS: A2, D7, D13

	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)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	
M3.13 – Developing yourself and others

	Location of the unit within the subject/sector classification system
	15.3 – Business Management

	Additional Guidance about the Unit

	Indicative Content:

	1
	[bookmark: OLE_LINK126]
· Use of job description, matching to own CV
· Personal SWOT analysis
· Organisation’s objectives and development plans and significance for own development
· [bookmark: OLE_LINK133]Obtaining feedback on performance from line managers and colleagues
· Simple training needs analysis – using outcomes of SWOT and PESTLE analyses
· Identification of preferred learning styles 
· The importance of taking responsibility for own personal development
· Value of learning and the importance of encouraging a commitment to learning 


	2
	
· Identification of potential development opportunities
· Barriers to learning, and methods to overcome them 
· Development plans including timescale and resource implications
· Available support mechanisms 
· How to compile learning logs and records of activities
· Methods to plan and monitor learning 
· Methods to review and evaluate progress
· How to revise development plans
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