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Assessment Task 4: Demonstrate 
personal and professional competence 
(Portfolio and Research) 


Submission details 


The Assessment Task is due on the date specified by your trainer. Any variations to this arrangement must be 
approved in writing by your trainer. 


 You must achieve “Satisfactory” result for this activity to be overall “Competent” for the unit/subject. 


 Upload your answer sheet on the e-learning site and also submit a printed copy to your Trainer with 


the “Assessment Cover Sheet” 


Submit this document with any required evidence attached. See specifications below for details.  


You must submit both printed copy and soft copy of your answers in a word document. 


Submit the printed copy of required evidences (your answers) to your Trainer with the "Assessment Cover 
Sheet" (Filled out and signed appropriately) attached on top of your documents. 


Upload the softcopy on the link provide in the eLearning site. 


The Trainer/Assessor may further prompt and question in order to receive answers of appropriate quality or if 
further clarification required and to validate authenticity of your submitted work. 


Assessment description 


In this Assessment Task, you will set out personal and professional goals in a professional development (PD) 
plan. Then, you will obtain third party verification of participation in networking or professional development 
to achieve goals set out in your PD plan.  
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Procedure 


1. Review templates contained in Appendix 2 ‘Templates’ for possible use or adaptation in completing 


assessment task requirements. 


2. Reflect on your leadership skills in the context of your work or profession. Complete a professional 


development plan. Use template provided. 


3. Complete three professional development activities identified in your PD plan (for example, training, 


networking, or professional development) designed to achieve goals and overcome weaknesses set out 


in your PD plan.  


Note: Ensure you gather third party verification of participation and performance in at least three 


activities, including at least two activities involving networking. Use template provided. Use reports 


from three different third parties. 


Acceptable third parties include: Your managers, superiors, trainers and assessors (for additional 


training undertaken), industry peers (for networking undertaken). 


4. Submit documentation as per specifications below. 


Specifications 


You must: 


● plan professional activities in PD plan and perform three activities. 


● submit: (use the templates provided) 


○ professional development plan  


○ three third party reports 


Your assessor will be looking for: 


● interpersonal skills to communicate and inspire trust and confidence of others and to ensure their 


cooperation and support 


● networking skills to ensure support from key groups and individuals for 


concepts/ideas/products/services 


● knowledge of business ethics and their application. 
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