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Marking Guide  


Assessment Task 1: Manage personal  


work priorities 


Candidate’s Name  Phone No.  


Assessor’s Name  Phone No.  


Assessment Site  


Assessment Date/s  Time/s  


Outcomes 


Did the candidate submit: 


Satisfactory 


Yes No 


A position description?   


Two work plans produced (produced with word processing software)?   


A journal?   


All materials within the required timeframe?   


Performance indicators 


Did the candidate: 


Satisfactory 


Yes No 


Work plans evidence 


Use technology to create and/or complete work plan templates?   


Set out goals and describe in journal how personal and team work goals 


reflect job description, function of the team and organisational 


requirements? 


  


Develop KPIs for each goal that reflect goals?   
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Did the candidate: 


Satisfactory 


Yes No 


Journal evidence 


Outline policies, procedures and plans that will inform team and 


personal goal setting? 


  


Describe: 


● how the KPIs will be used to measure goal-related performance  


● how performance will be maintained under varying conditions and 


contingencies and provide specific examples 


● how, given own personal strengths and weaknesses, the 


candidate will capitalise on or minimise the effect of these 


personal traits in work plans? 


  


Describe the process taken to prioritise activities to advance work 


goals? 


  


Describe how they plan to manage competing demands?   


Describe the how they will serve as a positive role model through 


personal work planning? 


  


Describe the how they will maintain an appropriate work–life balance? 


For example: 


● measures undertaken to manage stress. 


  


Comments/feedback to participant 


 


 


 


 


Outcome:  Successful     Unsuccessful 


Assessor name:  


Assessor signature:  
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