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[bookmark: _Toc508890567][bookmark: _Toc524185420]Assessment Information

The assessment tasks for ‘BSBMGT605 Provide leadership across the organisation’ are included in this Student Assessment Booklet and outlined in the assessment plan below.  

To be assessed as competent for this unit, the student must complete all of the assessment tasks satisfactorily.  

[bookmark: _Toc524185421]Assessment Plan 
	Assessment Task
	Overview

	Assessment Task – 1 – Strategic presentation (Case study, Presentation & Written task)
	In this task, candidates are required to write an email to their manager in response to an incident and develop an electronic presentation to communicate the strategic directions and objectives of the organisation to potential employees in regards to a new initiative.

	Assessment Task – 2 Management statement (Case study, Role play, presentation & written report)

	In this task candidates are required to review a case study for organisational change and communicate with their work team the change outlined.  

	Assessment Task-3 Team building (Written task)
	In this task candidates are required to plan for a new work team being established, and design an induction program for selected staff to function as a team in a new business opportunity for their organisation

	Assessment Task-4 Professional development plan (Written task)
	In this task candidates are required to prepare a professional development plan for themselves, to ensure that they are capable of effectively managing the new work unit as it moves into its operational phase.




[bookmark: _Toc524185422]Assessment Location
All assessments will be conducted at ANGAD Australian Institute of Technology, Level 5 & 6, 501 Latrobe Street, Melbourne, VIC 3000

[bookmark: _Toc524185423]Assessment Preparation
Please read through this assessment thoroughly before beginning any tasks. Ask your assessor for clarification if you have any questions at all.

When you have read and understood this unit’s assessment tasks, print out the Student Assessment Agreement. Fill it out, sign it, and hand it to your assessor, who will countersign it and then keep it on file.

Keep a copy of all of your work, as the work submitted to your assessor will not be returned to you. On rare occasions, in case assignments are lost in the system you may be asked to provide a copy of your work. 

[bookmark: _Toc524185424]Assessment appeals
If you do not agree with an assessment decision, you can make an assessment appeal as per your ANGAD Australian Institute of Technology’s assessment appeals process. 

Students have the right to appeal the outcome of assessment decisions if they feel they have been dealt with unfairly or have other appropriate grounds for an appeal.


[bookmark: _Toc524185425]Additional Resources
Student workbook for BSBMGT605 Provide leadership across the organisation

[bookmark: _Toc524185426]Re-submission opportunities
Students will be provided feedback on their performance by their Assessor. The feedback will indicate if you have satisfactorily addressed the requirements of each part of this task. 

If any parts of the task are not satisfactorily completed your assessor will explain why and provide you written feedback along with guidance on what you must undertake to demonstrate satisfactory performance. Re-assessment attempt/ s will be arranged at a later time and date. 

Students have the right to appeal the outcome of assessment decisions if they feel they have been dealt with unfairly or have other appropriate grounds for an appeal.

Students are encouraged to consult with their assessor prior to attempting this task if they do not understand any part of this task or if they have any learning issues or needs that may hinder them when attempting any part of the assessment.

[bookmark: _Toc524185427]Plagiarism
Plagiarism is the presentation by a student of an assignment that has been copied in whole or in party from another student’s work, or from any other source (e.g. Published books or periodicals or internet sites) without due acknowledgement in the text. Student should familiarise themselves with the Institution’s policy and procedure (refer to international student handbook)

Collusion
Collusion is the presentation by a student of an assignment as his/her own work which is in fact the result in whole or part of unauthorised collaboration with another person or persons.

[bookmark: _Toc508890568][bookmark: _Toc524185428]Assessment Instructions
Each assessment task in this booklet consists of the following:

[bookmark: _Toc524185429]Assessment Task Cover Sheet
This must be filled out, signed and submitted together with your assessment responses.
If you are submitting hardcopy, the Cover Sheet should be the first page of each task’s submission.
If you are submitting electronically, print out the cover sheet, fill it out and sign it, then scan this and submit the file. 
The Assessment Task Cover Sheet will be returned to you with the outcome of the assessment, which will be Satisfactory (S) or Not Satisfactory (NS). If your work has been assessed as being not satisfactory, your assessor will include written feedback in the Assessment Task Cover Sheet giving reasons why. Your assessor will also discuss this verbally with you and provide advice on re-assessment opportunities as per 


ANGAD Australian Institute of Technology’s re-assessment policy.

Depending on the task, this may include;
· resubmitting incorrect answers to questions (such as short answer questions and case studies)
· resubmitting part or all the assessment tasks, depending on how the error impacts on the total outcome of the task
· redoing a role play (wherever applicable) after being provided with appropriate feedback about your performance 
· being observed a second (or third time) undertaking any tasks/activities that were not satisfactorily completed the first time, after being provided with appropriate feedback.

[bookmark: _Toc524185430]Assessment Task Information
This gives you:
· a summary of the assessment task
· information on the resources to be used
· assessment task procedure 
· assessment specifications (what you must submit as an evidence) 
· re-submission opportunities, if required

[bookmark: _Toc524185431]Assessment Task Instructions 
Your answers need to be typed up using MS Office suite. If you need any clarifications regarding how to submit your responses, please get in touch with your assessor. 

You may copy and paste each task’s instructions into a new document and use this as the basis for your assessment task submission. If not then please ensure that you provide a relevant reference to the question to which you are responding. You can include this document’s header and footer in your assignment.

If you are submitting electronically, give the document a file name that includes the unit identification number, the task number, your name and the date of submission.

[bookmark: _Toc524185432]Checklist
This will be used by your assessor to mark your assessment. Read through this as part of your preparation before beginning the assessment task. It will give you a good idea of what your assessor will be looking for when marking your responses.

[bookmark: _Toc524185433]Assignment Guidelines
The length of your answers will be guided by the description in each assessment, for example:
	Type of Answer
	Answer Guidelines


	Short Answer
	4 typed lines = 50 words, or 
5 lines of handwritten text

	Long Answer
	8 typed lines = 100 words, or
10 lines of handwritten text =  of a foolscap page

	Brief Report
	500 words = 1 page typed report, or
50 lines of handwritten text = 1foolscap handwritten pages

	Mid Report 
	1,000 words = 2 page typed report
100 lines of handwritten text = 3 foolscap handwritten pages

	Long Report
	2,000 words = 4 page typed report
200 lines of handwritten text = 6 foolscap handwritten pages


Your assessor will provide you with further information about any specific requirements. 
[bookmark: _Toc524185434]
Referring to sources of information used in your assessments
Include a reference list at the end of your work on a separate page, if required. You should reference the sources you have used in your assessments in the Harvard Style/APA. For example:
Website Name – Page or Document Name, Retrieved insert the date. Webpage link. 
For a book: Author surname, author initial Year of publication, Title of book, Publisher, City, State 

[bookmark: _Toc524185435]Performance Standards
The following table shows you how to achieve a satisfactory result against the criteria for each type of assessment task. The following is a list of general assessment methods that can be used in assessing a unit of competency. Check your assessment tasks to identify the ones used in this unit of competency.
	Assessment Method
	Satisfactory Outcome (S)
	Not Satisfactory Outcome (NS)

	You will receive an overall result of Competent (C) or Not Yet Competent (NYC) for the unit. The assessment process may comprise of a number of assessment tasks each with specific requirements. You are required to achieve a satisfactory result in each of these to be deemed as attain a competent outcome for the unit. Your assessment may include the following assessment types.

	Written Questions 
	All questions answered correctly
	Incorrect answers for one or more questions

	
	Answers address the question in full; referring to appropriate sources from your workbook and/or workplace
	Answers do not address the question in full. Does not refer to appropriate or correct sources.

	Written Report 
	The assessor will mark the report against standards listed under specifications in the assessment task. 
	Could not demonstrate consistency. Could not demonstrate the ability to achieve the required standard. 

	Written Activity
	The assessor will mark the activity against the detailed guidelines/instructions provided in the assessor guide. 
	Could not follow required guidelines/instructions.

	
	All required attachments provided sequentially aligned.
	Requested supplementary items are not attached.

	
	All requirements of the written activity are addressed/covered.
	Response does not address the requirements in full; is missing a response for one or more areas. 

	
	Responses must refer to appropriate sources from your workbook and/or workplace. Refer to  reference guidelines provided under ‘referring to sources of information used in your assessments’
	One or more of the requirements are answered incorrectly.
Does not refer to or utilise appropriate or correct sources of information.

	Observation/Demonstration
	All elements, criteria, knowledge and performance evidence are demonstrated at the appropriate AQF level.
	Could not demonstrate elements, criteria, knowledge and performance evidence at the appropriate AQF level

	Case Study 
	All comprehension questions answered correctly; demonstrating an application of knowledge of the topic provided in the case study.
	Lack of demonstrated comprehension of the underpinning knowledge required to complete the case study questions correctly.  One or more questions are answered incorrectly.

	
	Answers address the question in full; referring to appropriate sources from your workbook and/or workplace.
Refer to  reference guidelines provided under ‘referring to sources of information used in your assessments’
	Answers do not address the question in full; do not refer to appropriate sources.

	Simulated workplace / practical activity
	All tasks in the practical activity must be competed and evidence of participation and completion must be provided to your trainer/assessor. 

	Tasks have not been completed effectively and evidence of participation and completion has not been provided.

	
	All required attachments provided in line with the guidelines.
	Requested supplementary items are not attached.
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[bookmark: _Toc524185436]Student Assessment Agreement

Make sure you read through the assessments in this Student Assessment Booklet before you fill out and sign the agreement below.

If there is anything that you are unsure of, consult your assessor prior to signing this agreement.

	Have you read the assessment requirements for this unit?
	  Yes
	  No

	Do you understand the requirements of the assessments for this unit? 
	  Yes
	  No

	Do you agree to the way in which you are being assessed? 
	  Yes
	  No

	Do you have any specific needs that should be considered? If so, explain these in the space below.
	  Yes
	  No

	









Do you understand your rights to re-assessment? 	  Yes	  No
Do you understand your right to appeal the decisions made in an assessment? 	  Yes	  No


	Student Full Name:
	

	Student ID:
	

	Student’s Signature:
	

	Date:
	





	Assessor Name:
	

	Assessor’s Signature:
	

	Date:
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[bookmark: _Toc524185437]Assessment Task 1 Cover Sheet
(A copy of this page must be supplied to the office and kept in the student’s file with the assessment evidence)

[bookmark: _Toc508890956]Student Declaration 
(To be filled out and submitted with assessment responses)

	  I declare that this task is all my own work and I have not cheated or plagiarised the work or colluded with any other student(s). 

	   I understand that if I am found to have plagiarised, cheated or colluded, action will be taken against me according to the process explained to me. 

	   I have correctly referenced all resources and reference texts throughout these assessment tasks and this submission is based on my own research work. 

	  This piece of work has not previously been submitted for assessment in this or any other subject.

	  I give permission for my assignment to be scanned for electronic checking of plagiarism. I understand that plagiarism and cheating is against Institution’s policy and will result in NYC outcome



	Student Full Name:
	

	Student ID:
	

	Student’s Signature:
	

	Date of submission:
	



[bookmark: _Toc508890957][bookmark: _Toc508892110]Assessor declaration
I hereby certify that this student has been assessed by me and that the assessment has been carried out in accordance with the principles of assessment and relevant assessment procedures.
	Assessor Name
	

	Assessor’s Signature
	

	Date:
	

	Assessment Outcome:
S: Satisfactory; 
NS: Not Satisfactory; 
NAS: No Assignment Submitted
	S
	NS
	NAS
	Resubmission                  Yes    No
 1st resubmission
Date of resubmission:

	
	
	
	
	 2nd resubmission
Date of resubmission:

	
	
	
	
	Extension request approved   Yes No
 Revised date of submission



[bookmark: _Toc508890958][bookmark: _Toc508892111]Feedback
	





[bookmark: _Toc508890959][bookmark: _Toc508892112]Student result response
   My performance in this assessment task has been discussed and explained to me. 
   I would like to appeal this assessment decision. 

	Student signature
	

	Date
	


(A copy of this page must be supplied to the office and kept in the student’s file with the assessment evidence) 

[bookmark: _Toc524185438]Assessment Task – 1 Strategic presentation
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Assessment Task – 1 
Guideliine 
--Email to manager(Brief about problem )
In this email need to talk about two topic
1. Recommendation (change to work practice to ensure safe and productive environment)
2.  Legislation act OHS1995 (why do u think it is important for workplace.
PowerPoint presentation
1. Meeting Request (date and time, location, what you wantto talk about)
2. Introduction about case study
3. Mission statement
4. Vision statement
5. Values of the statement
6. Product and services
7. Company plan for the future
8. What is your role to achieving mission and vision
· A strategic presentation that satisfies the requirements described below:
· refers to strategic direction 
· refers to organisational objectives 
· outlines clear responsibilities to groups and individuals including ethical behaviour
· clearly links objectives, values and standards to responsibilities of groups and individuals
· addresses the expectations of the organisation
· uses media and language appropriate to the audience.

















Case study 1
MacVille is an import/export company that sells and maintains espresso coffee machines. 
As part of your preparation for a senior management role with MacVille, your manager, Craig Jenkins, has asked you to review and report on an OHS incident that occurred in Brisbane recently with an employee Gary King.

Your manager explains that Gary King is a maintenance technician.  At 60 years of age, he is the oldest employee in the company. Gary is a technical espresso machine specialist who has worked in the industry for over 30 years and is recognised as one of the best and most knowledgeable people in the trade in Australia. 

Recently, the maintenance manager took Gary to the company doctor when Gary complained of an onset of severe lower back pain while undertaking repairs to machines in the workshop. Subsequently, Gary was given four days off work by the doctor.

The job requires him to work in a repair section of the warehouse with other technicians as well as travel to customer sites in the company van for regular maintenance and emergency repairs. Espresso machines weigh over 50 Kilos however they only require transport to and from a client on very rare occasions.

The manager asks you to review the incident report. You are aware of the discrimination and OHS laws as well as the ethical issues.  When reviewing the incident report, you note the following statement made by Gary:

I have had a chronic low back condition for over 25 years but I have learned to live with it. I use a range of strategies to manage it while maintaining the espresso machines.
I usually follow a self-pacing approach, vary my work tasks, take short rest breaks and change my posture and position as required. I must have just pushed it a bit hard on the day of the incident.

Further down the report you note a few comments that Gary has made concerning his work environment:
The work bench is a bit too high to work on easily.
Yes, there are two-person lift rules but with many staff on customer visits there are not always two people left in the workshop.
Repair tools are stored under the bench, which makes it hard to reach them easily.
The seat in the repair van is uncomfortable to sit in for long periods of time.
Discussing the incident with the maintenance manager you discover that Gary (like other technicians) has been given some very repetitive tasks that need to be performed for long periods in a standing position. The entire team is rostered to take breaks at a set time and the work is structured without much flexibility. 
The manager also speaks of some new technologies in electronics that assist with modular component repair. This means that repairs can be done in-situ without having to remove the machine for dismantling and repair. 

Your manager would like you to write an email to him outlining the organisational response to this incident, including any changes to work practices that might be necessary to ensure a safe and productive work environment. Include reference to relevant legislation.

Case study 2
You have been requested by your manager to develop a strategic presentation for use in recruiting potential staff and interns to your organisation. 
The presentation should introduce the organisation and should in particular describe the new business centre being established by the organisation, as the presentation will mainly be used to recruit staff for new location. 

Some completely new staff will be employed for this venture, and existing staff will also be offered the opportunity to transfer from Brisbane to Sydney. The target audience for the presentation will predominantly be recent graduates seeking employment and current undergraduates seeking work experience. It may also include some current experienced staff of the organisation who may be seeking a transfer or promotion. 

One of the key objectives your manager has outlined is that the organisation is about to establish a new operations centre in Sydney (current headquarters and only business centre is in Brisbane).

The strategic presentation you develop must describe both the current strategic objectives of the organisation (including mission and vision) as well as communicating the ethos and requirements for staff to be positioned as the new business centre. 

Your manager has provided you with an extract from the recent board meeting minutes, where the establishment of the new business centre was discussed.
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MacVille
Board Meeting Minutes: April, 4 201X
6.00 pm Board Room, Brisbane
Board Members:
Present: 	Alan Jones (Chair), Jenny Ng, Olga Hartwick (Secretary), John Brennen, James Laird
Absent: 	George Saldais
Quorum present? 	Yes
Others Present:
CEO: 	Patricia Mees
HR Manager: 	Craig Jenkins
Consultant Lawyer: 	Joan Shohat
Proceedings:
Meeting called to order at 7.00 pm by Chair, Alan Jones, who explained that this was a special meeting of the board to review plans for the new venture with key personnel.
Previous meeting minutes were amended and approved.
Overview of the organisation’s expansion report provided by Chair Alan Jones:
· The Chair confirmed the decision of the board to establish a new business centre in Sydney to supplement the one already operating from Brisbane.
· The Chair explained that this new venture was aligned with the overall objective and mission of the organisation which was to provide espresso coffee machines that meet the efficiency, reliability and sustainability needs of the cafe/restaurant clients who in turn will reward us with profits so that our stakeholders and the communities in which we operate are able to prosper.
· The Chair explained that the establishment of the new business centre would move the bulk of the organisation’s import/export base to Sydney. He explained that the move was in line with the overall direction for the organisation of growth in both profits and market share. This, he said, was related to the MacVille value of stewardship, where the managem                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    ent consider that they are stewards of our shareholders’ investments and that they take that responsibility very seriously. In doing so, management are committed to increasing long term shareholder value.
· The Chair also spoke of the organisation’s commitment to ethical standards  and how this new development would be required to adhere to professional and moral standards of conduct that place high value on honesty, integrity, fairness, and respect. The Chair explained that ethics are fundamental to MacVille and are to be self-evident in the venture’s operations and interactions.
Chief Executive’s Report on the new venture plans: Patricia Mees
· The CEO was asked to present an outline of the plans relating to the new venture.
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· The CEO gave a presentation that identified the specific expected outcomes relating to the new venture and the way in which it aligned with the strategic objectives of the organisation. In particular she explained that this development would help secure the three year objective of being the number one volume importer in the market for imported espresso coffee machines. The largest market for this product in Australia is the Sydney market.
· The CEO also explained that with the savings on transport costs, bulk purchasing and the efficiencies in client machine maintenance would also assist the organisation in achieving the strategic objective of profit margin growth of 5% in the next three years. The CEO explained the increasing profit was a key value of the organisation because MacVille earns profits every day through voluntary exchange with our customers and recognizes that profits are essential to creating capital for growth, prosperity, opportunity and job satisfaction and security.
· Further explanation was provided by the CEO in that the innovative energy efficiencies in the imported machines, together with the need for less interstate transport costs for staff and machines, would assist the organisation in achieving its environmental objective of a reduction in its carbon footprint by 10% within the next three years. MacVille, she explained, supports wise environmental practices and respects the environment. We will recycle, reuse, and reduce our waste and choose energy efficiency wherever and whenever we can.
· The Chair thanked the CEO for the report and reiterated MacVille’s commitment to providing customers with high quality products, extraordinary service and a competitive price. He explained that MacVille is constantly challenged to improve the value proposition to its customers.
HR Manager’s report on the new venture plans: Craig Jenkins
· The HR Manager Craig Jenkins was asked to explain the plans relating to the key roles and responsibilities for the new venture. The HR Manager spoke about the plan to create a team of employees to achieve the objective of the organisation. The Chair added to this point by speaking of the need to encourage self-directed teams. He explained that this was the fundamental work unit of the organisation and that every member must belong to a team that can meet regularly to discuss issues, solve problems and appreciate each others' contributions. 
· The HR Manager explained that the plans also incorporate the key value of cultivating leadership in the organisation. The leadership position for the was designed to promote employee growth. MacVille aims to empower its employees with knowledge and resources to get results, grow its business and to lead the markets. The role for this new venture would carry the title General Manager. The General Manager would report to the CEO and would be expected to provide creative leadership for the administration, coordination and management of the new venture in a manner that is consistent with the strategic direction of the organisation.

· The HR Manager outlined the other positions to be created in the team which included:
· Accounts manager – reports to the General Manager and is responsible for credit control, sound maintenance of the accounts receivable, internal control systems and preparation of budgets. An accounts clerk who enters data and manages the accounts receivable and accounts payable system will be assigned to the Accounts manager.
· Warehouse manager – reports to the General Manager and is responsible for documentary accuracy and the inward soundness of goods, safe storage and handling of warehouse merchandise and the timely dispatch of merchandise in accordance with customer orders. Three warehouse staff who will manage the goods inward, storage and dispatch respectively will be assigned to the Warehouse manager.
· Maintenance manager – reports to the General Manager and is responsible for the timely maintenance of customer machine complaints, regular maintenance programs, safety of operations, and spare parts management. One espresso machine technician who conducts the regular maintenance and emergency repairs of espresso machines will be assigned to the Maintenance manager.
Consultant lawyer’s report on the plans for the new venture: Joan Shohat
· The consulting lawyer gave the following review in relation to compliance issues that are likely to impact on the new venture being established inter-state.
· The consultant lawyer explained that some compliance issues were particular to each state. These included:
· the NSW requirement to register the business name
· the OHS laws based in state legislation that need to be addressed in NSW
· workers compensation insurance will need to be set up for the employees in the new state under NSW’s legislative requirements
· payroll tax, which is a state based tax, will need to be monitored to identify when the state organisation crossed the minimal threshold.
· NSW by laws, codes  and legislations relevant to the organisation's operations

· The Chair reiterated once again the need to uphold the organisation’s value of maintaining safety, because MacVille strives to maintain the well-being of both its employees and the environment. It aims to have with zero incident track record.

Meeting adjourned at 9:30 p.m.
Minutes submitted by Secretary, Olga Hartwick. 
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Assessment Task 2 - Management statement 

[bookmark: _Toc524185451]Due date of submission 
The Assessment Task is due on the date specified by your assessor. Any variations to this arrangement must be approved in writing by your assessor. See specifications below for details.


Assessment Task 

For the organisational change described in the case study provided, you are to communicate with and consult with your work team to manage the transition and establish a new work environment to meet an organisational need. You will be required to seek feedback and input from your team in relation to aspects of the transition, and to communicate with the rest of the organization (s) the change that is to happen and (b)your willingness to adapt to the change.

Procedure

1. Prepare for meeting minutes 
meeting minutes
company names
meeting called by CEO
Attendance
Apology for meeting reject two people 
Key points discuss 
--- Affected Group
----Risk Management
Feedback from employee
Recommendation
And plan for next meeting (what will be talking about next meeting)

2. Prepare a brief report to be forwarded to the Board that includes information under the following headings:
i. Summary: Summarise the change that is to occur.
ii. Groups: Identify the needs of affected groups (both internal and external to the work 
team), and general concerns of the work team.
-Administration support
- Input into work layout, design
-new work environment 
iii. Risk management: Review the risk management approaches for this type of change, including the need for any adaptations to the standard operating procedures.




	Risk
	Risk Management

	Staff behaviour
	

	Returning of staff
	

	Lack of resources
	

	Affectiveness of policy and procedure
	



iv. Recommendations: Review and describe improvements or ideas the team has put forward, particularly as concerns the policy and procedures for the new entity, new technologies that could be useful and feedback about workspace and work environment creation.
· Touch screen, plugin and tuneout
· Flexible work arrangement
· PURA IT as satellite office rather than separate Identity
v. Email: Draft an email (3–5 paragraphs) for your CEO that can be used to forward to all staff at PURA, all clients of PURA and associated organisations that includes an overview of the change, and describes the positive outcomes for the organisation. Ensure that your email:
(1) describes the decision and process to be used in managing the change
(2) describes the external, global, ethical and organisational requirements being met by the decision
(3) describes improvements that can be made to workplace activities, especially in regard to use of new technologies.
(4) uses language and a communication style that positively reflects the organisation.

Specifications
You must:
· participate in a role play and give a presentation in the agreed medium to your work team 
· submit copy of your presentation [Steps 1–3]
· submit a summary report (including a draft email) of the changes [Step 4]
Your assessor will be looking for:
· evidence that you analysed and identified the needs of the case study, and reflected these in the communications you have developed.


Case study
· PURA is an engineering firm that has been in business in Brisbane for almost 30 years and has steadily grown in that time. Currently it is the leading civil engineering firm in Brisbane with 180 staff across two multi-story office sites, both of which are based in the Brisbane CBD. For the last eight years PURA has used a small in-house work team of 10-12 individuals to develop and maintain all specialised software used in the business. 
· The software development team has become increasingly profitable part of the organisation over the last few years. However they use many work practices and work allocation approaches that are significantly different from the rest of the engineering staff at PURA. This includes things such as:
· job sharing (for some of the part-time staff) 
· flexible employment conditions (especially flexible hours and time-off-in-lieu)
· flexible work environment requirements (allowing staff to work from home on any day when a meeting is not scheduled)
· casual work attire (compared to the ‘shirt and tie’ requirements for the rest of the PURA staff).
· The board of PURA have decide to spin-off the work unit as a whole, and establish it as a stand-alone business entity. This will allow it to be more flexible and creative in meeting client needs, and hopefully reduce some of the friction between the team and the rest of the PURA staff.
· You are the team leader of the current team, and have just been asked by the board of the organisation to present the news to your team. The idea had been kept secret by the Board while they considered it, so it has come as a complete surprise to you. The Board has told you the following:
· The new entity will be called PURA-IT, and the Board of the new entity will have the same members as that of PURA to ensure that the new company stays as an important part of the PURA range of services.
· You will remain the team leader, however an existing senior manager from PURA will join your team as the CEO and business manager.A small team of admin staff will work directly with the new CEO to support your team’s administrative needs.
· New premises have been sourced in the new Brisbane City Council Green Square, a light commercial precinct that has recently been established just north of the CBD in Fortitude Valley (one train station, or approximately 15 minutes on foot from the main offices). All services have been organised for the site, however the offices or workspaces have not yet been fitted out (currently there is still only one large open space, with a smallish kitchenette built into one corner and shower/toilet facilities).The Board wantsto give the work team a sense of ownership and allow them to have input about the formation of their new work environment.
· The Board has stipulated that they want the work team to all work from the new site, and not from home offices for the initial 12 months of the new entity, to ensure that the team is able to establish a new culture for their new environment and remain a coherent work team.
· The work team is to begin operating in its new form with 10 business days, to align with the commencement of the new financial year.
· All staff entitlements and employment accruals will carry over to the new organisation, however staff will need to sign new employment contracts, as they will be working for a different company. As an inducement, all staff will receive a signing bonus of $1500 if they accept their new positions with the PURA-IT, and a further $4500 if they remain with the new entity throughout the entire first 12 months of its operations.
· All employment contracts will be for a period of only 12 months – this is a significant shift from the permanent employment status the staff currently have – the Board believes this gives them the flexibility to adjust staffing if the team does not function well in the new environment.
· The Board strongly wishes the whole work team to be kept together, however they are concerned that some staff may feel less secure working for a small organisation with less than 20 staff, so all current team members will have a choice to move to the new entity, or to remain with PURA and be redeployed within another department.
· The Board is asking for feedback on the current set of policy and procedures for PURA, especially as to how they fit the needs of the new work entity.
· The Board is also keen to know of any new technologies the team may want to work with which could help to ensure the team stays at the leading edge of software development.Some of the Board feel that large touch screens for all staff, plus touch screens and other devices in common areas could be helpful for improving the team workflow – they have suggested a couple of things to examine, but realise these maybe out of date for current IT users:
· ‘Coffee table computer’, YouTube, viewed August 2010, <http://www.youtube.com/watch?v=LlF0YllW7Gg>.
· S. Steinberg, 2010, ‘Plug in or tune out?’, SmallBiz, viewed August 2010,<http://www.smsmallbiz.com/technology/Plug_In_or_Tune_Out.html>.
· The Board is asking for news about this change to be kept secret for another 24 hours – as a sign of good faith they have allowed the information to be shared with your work team, but will release the information publicly until they have received feedback and support from your team.
· 
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[bookmark: _Toc524185453]Assessment Task 3 Cover Sheet
(A copy of this page must be supplied to the office and kept in the student’s file with the assessment evidence)

Student Declaration 
(To be filled out and submitted with assessment responses)
	  I declare that this task is all my own work and I have not cheated or plagiarised the work or colluded with any other student(s). 

	   I understand that if I am found to have plagiarised, cheated or colluded, action will be taken against me according to the process explained to me. 

	   I have correctly referenced all resources and reference texts throughout these assessment tasks and this submission is based on my own research work. 

	  This piece of work has not previously been submitted for assessment in this or any other subject.

	  I give permission for my assignment to be scanned for electronic checking of plagiarism. I understand that plagiarism and cheating is against Institution’s policy and will result in NYC outcome



	Student Full Name:
	

	Student ID:
	

	Student’s Signature:
	

	Date of submission:
	



Assessor declaration
I hereby certify that this student has been assessed by me and that the assessment has been carried out in accordance with the principles of assessment and relevant assessment procedures.
	Assessor Name
	

	Assessor’s Signature
	

	Date:
	

	Assessment Outcome:
S: Satisfactory; 
NS: Not Satisfactory; 
NAS: No Assignment Submitted
	S
	NS
	NAS
	Resubmission                  Yes    No
 1st resubmission
Date of resubmission:

	
	
	
	
	 2nd resubmission
Date of resubmission:

	
	
	
	
	Extension request approved   Yes No
 Revised date of submission



Feedback
	






Student result response
   My performance in this assessment task has been discussed and explained to me. 
   I would like to appeal this assessment decision. 

	Student signature
	

	Date
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Assessment 3 – Team Building 
 
[bookmark: _Toc524185455]Task summary 
In this task you are required to plan for a new work team being established, and design an induction program so that selected staff can function as a team in a new business opportunity for your organisation.


[bookmark: _Toc524185456]Resources required
In order to complete this assessment task you will require:
· Access to textbooks/other learning materials
· Computer and Microsoft Office
· Access to the internet

[bookmark: _Toc524185457]Due date of submission 
The Assessment Task is due on the date specified by your assessor. Any variations to this arrangement must be approved in writing by your assessor. See specifications below for details.


Assessment Task 

This task requires you to delegate roles and responsibilities within a team and assign suitable resources to the team, to support them in the new business opportunity as detailed in the case study provided. You will also need to implement processes for the new work unit that support an ethical, positive and innovative work team environment.
Review the second ‘MacVille’ case study provided in Assessment Task 1 and prepare a written plan (in 1000 words) under the headings Roles, Resources and Environment.


1/ Identify responsibility of account manager and account policy (write responsibility and policy for five each)
· Credit card
· Receiving money
· Credit limit 
· Approve customer credit limit
2// develop policy and procedure
              3// sharing all resources document
4// account manager resource requirement
· Experience account clerk who can assit managing account and data entry
· Network of computer system within organization accounting software
· Account officer which are involve warehouse design
5// warehouse manager accountability and responsibility (write down more about respobsibility)
· Checking receiving goods and damaged goods
· Storing goods
· Goods dispatched
Etc…….add more


6// maintainence manager policy and responsibility
7// description of work environment
8// regular team meeting
9// delegation of task 
Roles: Delegate and assign accountabilities and responsibilities to each team member, as well as to the whole team. Ensure that your plan empowers the team and individuals to fulfil their delegated roles and describe how you will support their activities and initiatives.
Resources: Describe the resources the team will require in order to complete the tasks allocated to them.
Environment: Describe the work environment required for the team to function effectively with sound business ethics. Outline how a positive work environment will be created and maintained for this team. Include how team initiatives and innovations will be encouraged within the team setting, how ongoing, open communication will be established and how decision making will be transparent. 



Specifications

You must provide:
· a written plan (minimum 1000 words) outlining the roles, resources & environment as described above. 
Your assessor will be looking for:
· evidence that you have analysed and identified the needs of the case study, and reflected these in the plan you have developed.
You will be assessed on your ability to: 
· Assign accountabilities and responsibilities to teams consistent with their competencies and operational plans
· Ensure teams are resourced to allow them to achieve their objectives
· Empower teams and individuals through effective delegation and support for their initiatives
· Create and maintain a positive work environment
· Encourage teams and individuals to develop innovative approaches to the performance of work

Case study
You meet with the managers individually to discuss and assign the accountabilities and responsibilities for them and their staff. You also discuss the resources that they will need to ensure that the managers are able to achieve their results.
You meet with the accounts manager and explain their broad responsibilities of credit control, sound maintenance of the accounts receivable, internal control systems and preparation of budgets. More specifically, you identify the need to integrate with the Brisbane HO network for reporting and downloading important information, adhere to company policy on debtors, and work closely with the Sydney management team. You agree that the anticipated work load is greater than one manager could handle alone. 

You then meet with the warehouse manager and explain their broad responsibilities for the documentary accuracy and soundness of goods inward, safe storage and handling of warehouse merchandise and timely dispatch of merchandise in accordance with customer orders. More specifically, you identify the need to adhere to company policy on warehousing, practice solid internal control over stocks holding, prevent injury to workers and workers, satisfy customer demands for stock in a timely manner, and to work closely with the accounts team. You agree that at least three other staff are required to carry out the anticipated work.
You then meet with the maintenance manager and explain the broad responsibilities for the timely maintenance of customer machine complaints, regular maintenance programs, safety of operations, and spare parts management. More specifically you discuss the need to ensure safe work practices, engage experienced technicians, work closely with the Brisbane repair team who have been maintaining the Sydney customers to date and who have details on spare parts.

You are very pleased with the high morale shown by the entire team and are pleased to be going to market with the MacVille brand. You also believe the company’s decision to house the management and warehouse operations in one location will be a great advantage to the team.
The CEO has given you the freedom to set up processes that will encourage team initiatives and innovations.

MacVille Accounts Receivable Policy
Purpose
The purpose of this policy and procedure is to define the accounting policies and procedures in respect of the recording, collection and reporting of moneys owed to MacVille.
Customer/client inquires
The intent of all interactions between MacVille staff and customers or clients of MacVille is that all inquires are to be handled in a tactful and diplomatic manner.
Procedure
· Collect details from client, without offering comment or opinion.
· Confirm that you or another MacVille representative will get back to them within 24 hours to speak with them on the matter.
· Review the client/customer file:
· if the matter is the result of a data entry error:
· correct the error 
· notify your direct supervisor in an emailed report, and ask for confirmation of your actions
· when you receive confirmation, contact the client/customer by telephone (or other means if no contact number) to inform of changes.
· if the matter is not related to a data entry error:
· collate all details of the matter
· outline possible causes or reasons
· notify your direct supervisor in an emailed report, and ask them to manage the issue or for clear direction for you to manage it.
Debtors
MacVille raises invoices for the sale of goods and services to external organisations and individuals. A debtor is an organisation or individual who owes MacVille money for goods and services provided. 
Debt collection process
Debts are to be collected as outlined in the following process diagram, with attention being paid to ensure that any actions taken by the accounts receivable department are recorded in the client file. This can be in the form of: 
· inserting copies of correspondence (from or to the client)
· writing notes on the client file (dated and initialed)
· updating status of client debt (especially in regard to the Debt Collection Decision Matrix shown below) or other relevant or supporting information.
Debt collection – Decision-making process
Invoice/ statement sent
Debt collection agency
Reminder
Account overdue
Payment received?
Full payment?
Legal action
Invoice/ statement paid in full
No
Yes
Yes
No

Debt collection – Decision matrix
	Overdue
	Response
	Terms
	Doubtful/bad
	Reporting

	30 days
	Reminder statement
Phone call
	Continue credit
	No
	Document report

	60 days
	Letter
	Restricted credit
	Doubtful
	Advise manager

	90 days
	Debt collection agency
	Stop credit
	Doubtful/bad
	Advise manager

	Over 90 days
	Legal action
	Stop credit
	Doubtful/bad
	Manager responsible


Procedure
· Aged debtors’ report to be run on the first of every month.
· Bad/doubtful debts report to be completed by the tenth of every month.
· Accounts over 90 days overdue to managed by manager – documents to be filed separately in managers office.
· All contact with debtors to be recorded on file – should include copies of invoices, correspondence and log of phone calls.
Trading terms
· 2.5% seven days OR
· Nett 30 days from statement.
Warehouse policy
Purpose
The purpose of this document is to define the policies and procedures in respect of the receipt and dispatch of goods on behalf of MacVille.
Goods received 
· Goods will only be received between the hours of 6:00am and 3:00pm
· Goods must be checked against delivery slip provided by the carrier for:
· accurate quantity
· no damage.
· The original and copy of the delivery slip must be signed, dated and time stamped, with the original to be kept by MacVille and the copy given to the delivery courier.
· Any damaged cartons must be marked on the docket with the delivery courier’s signature.
· The original delivery slip must be attached to the original invoice and sent with the goods to the unpacking area.
· The invoice must be signed as correct or adjustments noted for missing or damaged goods.
· The shipment must be logged upon a receiving report of the total number of parcels received.
· The main receiving dock must be kept clear of stored items. Goods must proceed to the unpacking area as soon as they have been checked.
· All paperwork is to be sent to accounts as soon as the goods have been checked and signed for.
Damaged goods
· Suppliers must to be notified within 48 hours by email when damaged or missing goods are discovered.
· Credit notes are to be raised for goods damaged and returned to the supplier in accordance with their policy – a copy must be attached to the invoice.
· Necessary authorisation - no supplies or equipment should be returned to a vendor for any reason without first obtaining the vendor's permission and shipping instructions.
· Before an item can be shipped, warehouse shipping personnel must be provided with an authorisation for shipment from the vendor, stating whether shipment is to be made on a freight "prepaid" or "collect" basis, and the account code against which charges are to be made.
· Keep packing materials - if concealed damage is discovered, all packing material and the shipping cartons must be retained for inspection by the shipper and freight carrier, until instructions are received as to the disposition of the damaged item(s).
Goods stored
· All goods are to be stored safely; complying at all times with OHS requirements.
· Delivery aisles must be kept clear and goods must be stored behind the designated lines at all times.
· Goods over 30 kg in weight must not be lifted manually.
· Storage racks must be designed for heavy weights of 50 kg per shelf span.
· Heights of floor stock must not be stacked higher than 2 metres.
· Stock takes must be completed on a regular basis and checked against the computer records in accounts for accuracy - discrepancies must be investigated and reported on immediately.
· Physical barriers must be implemented on small sized stock of high value.
· Goods are to be protected from the elements at all time to preserve their value and minimise damage or soiling.
Goods dispatched
· Goods to be dispatched to customers must be given highest priority.
· Goods must be sent to customers within 24 hours of receiving the customer order.
· A packing slip must accompany all goods dispatched.
· Goods for dispatch should be kept in the Dispatch section of the goods inward/outward section of the dock.
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Assessment Task 3 Checklist

	Please ensure you:
	Authentic, sufficient, valid and current evidence submitted by Student
(to be completed by Assessor)

	· a written plan (minimum 1000 words) outlining the roles, resources & environment as described above. 
· Roles: Delegate and assign accountabilities and responsibilities to each team member, as well as to the whole team. Ensure that your plan empowers the team and individuals to fulfil their delegated roles and describe how you will support their activities and initiatives.
· Resources: Describe the resources the team will require in order to complete the tasks allocated to them.
· Environment: Describe the work environment required for the team to function effectively with sound business ethics. Outline how a positive work environment will be created and maintained for this team. Include how team initiatives and innovations will be encouraged within the team setting, how ongoing, open communication will be established and how decision making will be transparent. 

	□ Yes       □ No



□ Yes       □ No



□ Yes       □ No

	Task Outcome: 
	Satisfactory   
	Not Satisfactory   

	Assessor’s Signature
	

	Assessor’s Name
	

	Date:
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Assessment Task 4 Cover Sheet
(A copy of this page must be supplied to the office and kept in the student’s file with the assessment evidence)

Student Declaration 
(To be filled out and submitted with assessment responses)
	  I declare that this task is all my own work and I have not cheated or plagiarised the work or colluded with any other student(s). 

	   I understand that if I am found to have plagiarised, cheated or colluded, action will be taken against me according to the process explained to me. 

	   I have correctly referenced all resources and reference texts throughout these assessment tasks and this submission is based on my own research work. 

	  This piece of work has not previously been submitted for assessment in this or any other subject.

	  I give permission for my assignment to be scanned for electronic checking of plagiarism. I understand that plagiarism and cheating is against Institution’s policy and will result in NYC outcome



	Student Full Name:
	

	Student ID:
	

	Student’s Signature:
	

	Date of submission:
	



Assessor declaration
I hereby certify that this student has been assessed by me and that the assessment has been carried out in accordance with the principles of assessment and relevant assessment procedures.
	Assessor Name
	

	Assessor’s Signature
	

	Date:
	

	Assessment Outcome:
S: Satisfactory; 
NS: Not Satisfactory; 
NAS: No Assignment Submitted
	S
	NS
	NAS
	Resubmission                  Yes    No
 1st resubmission
Date of resubmission:

	
	
	
	
	 2nd resubmission
Date of resubmission:

	
	
	
	
	Extension request approved   Yes No
 Revised date of submission



Feedback
	







Student result response
   My performance in this assessment task has been discussed and explained to me. 
   I would like to appeal this assessment decision. 

	Student signature
	

	Date
	


Assessment 4 – Professional development plan
 
Task summary 
In this task you are required to prepare a professional development plan for yourself, to ensure that you are capable of effectively managing the new work unit as it moves into its operational phase.


Resources required
In order to complete this assessment task you will require:
· Access to textbooks/other learning materials
· Computer and Microsoft Office
· Access to the internet

Due date of submission 
The Assessment Task is due on the date specified by your assessor. Any variations to this arrangement must be approved in writing by your assessor. See specifications below for details.


Assessment Task 

Your CEO has discussed your skills, knowledge and experiences with you and has asked you to develop a professional development plan for the next 12–18 months. The goal of this professional development is to assist you in becoming a senior manager within the organisation, as you move from your sales background into a new management position.
You need to identify specific leadership and interpersonal styles that could be appropriate for use in the new management position and you need to identify suitable professional development activities and networking opportunities that you could undertake or be involved with in the next 12–18 months to improve your capability to act as a leader in your work unit.

Procedure
1. Review the second ‘MacVille’ case study from Assessment Task 1 and the further information provided below in this Assessment Task. Describe:

a. Interpersonal and leadership styles: interpersonal and leadership styles that could be applied to the setting, and how these compare to your own (as identified in the case study) capabilities.

b. Skills and knowledge: the skills and knowledge required to manage the situation effectively and compare these against your own (as identified in the case study) skills and knowledge.

c. Professional development: identify suitable professional development opportunities that could be accessed to improve skills as well as networking opportunities that could be accessed within your industry. For each skill identified you will need to describe the general outcomes, how it assists the organisation and the estimated date, time requirements and costs involved in each. As a summary tool, you should outline professional development and networking activities on some form of time line for the 12–18-month period.



Specifications
You will be assessed against performance objectives mentioned in this assessment task. Before you submit your work to Assessor, check to include the following-

You must provide:
· a long written report (2000 words) providing information listed above about Interpersonal and leadership styles, skills and knowledge & Professional Development 
· a summary timeline showing professional development and networking opportunities across an 18-month period as a part of the report.
[bookmark: _GoBack]Your assessor will be looking for evidence that you have analysed and evaluated the staff profile provided, and reflected these in the responses you have developed.



Case study
Your CEO has discussed with you your staff profile, outlining your skills, knowledge and experience.They have asked you to develop a professional development plan for the next 12–18 months of your employment with the organisation.You are establishing the new business centrein Sydney for the organisation in three months, but will be personally mentored by the CEO for the first 6–12 months as you develop as a manager. Your role will include managing the entire business centre in Sydney, including payroll and HR functions, overseeing OHS practices for the warehouse, as well as overseeing and being responsible for all marketing activities.
The new business centre in Sydney will supplement the one already operating from Brisbane, and will provide espresso coffee machines that meet the efficiency, reliability and sustainability needs of cafe/restaurant clients. This new centre will move the bulk of the organisation’s import/export base to Sydney. The expansion is to facilitate growth in both profits and market share for the organisation. You are to follow the organisation’s commitment to ethical standards and these standards areto be self-evident in the venture’s operations and interactions.
The directions from the Board are that the leadership and operational styles should reflect the organisation’s values.
· The organisation is committed to encouraging self-directed teams.Self-directed teams are the fundamental work unit of the organisation and every team member must belong to a team that is able to meet regularly to discuss issues, solve problems and appreciate each others' contributions. 
· The organisation is also committed to cultivating leadership and organises work teams around the value of promoting the growth of individuals by empowering them with knowledge and resources to get results, grow the business and to lead the markets in which the organisation is operating
Your sales and marketing background has given you strong skill sets in people and self management, communication and interpersonal skills, sales and customer service, marketing and training. Your staff profile, as discussed with the CEO, is attached.


	Staff Profile
	1
	2
	3
	4
	5

	
	Limited
	Exclusive

	People 
management
	Management skills
	
	
	X
	
	

	
	Supervision skills
	
	
	
	X
	

	
	Leadership skills
	
	
	
	
	X

	
	Management experience
	
	
	
	X
	

	
	Management training courses
	
	
	
	X
	

	
	Leadership training courses
	
	
	
	X
	

	
	Intellectual awareness training courses
	X
	
	
	
	

	
	Developing others training courses
	
	
	X
	
	

	
	Coaching and mentoring experience
	
	
	
	X
	

	
	HR fundamentals training courses
	X
	
	
	
	

	
	HR management experience
	
	X
	
	
	

	
	Recruitment and selection for managers experience
	
	X
	
	
	

	
	Appraising and managing performance experience
	
	X
	
	
	

	
	Workplace safety training courses
	
	X
	
	
	

	Self-management
	Time management
	
	
	
	
	X

	
	Work priorities management
	
	
	
	
	X

	
	Stress management
	
	
	
	X
	

	
	Self-leadership
	
	
	
	X
	

	
	Creative thinking and problem-solving
	
	
	
	
	X

	General 
management
	Project management training courses
	X
	
	
	
	

	
	Project management experience
	
	
	X
	
	

	
	Continuous improvement training courses
	
	X
	
	
	

	
	Change management training courses
	
	X
	
	
	

	
	Contract management experience
	
	X
	
	
	

	
	Contract law (for managers) training courses
	X
	
	
	
	

	Strategy
	Developing and implementing strategy experience
	
	X
	
	
	

	
	Strategic business planning training courses
	
	X
	
	
	

	
	Innovative management training courses
	
	
	X
	
	

	
	Leading change experience
	X
	
	
	
	

	
	Sustainable business training courses
	
	X
	
	
	

	
	Risk management training courses
	
	X
	
	
	

	
	Information management training courses
	X
	
	
	
	

	Communication and 
interpersonal skills
	Business communication
	
	
	
	X
	

	
	Interpersonal skills
	
	
	
	
	X

	
	Conflict resolution skills
	
	
	
	X
	

	
	Influencing skills
	
	
	
	X
	

	
	Writing reports and proposals
	
	
	
	X
	

	
	Professional presentations
	
	
	
	
	X

	
	Negotiation skills
	
	
	
	
	X

	
	Dealing with difficult people experience
	
	
	
	X
	

	Staff Profile
	1
	2
	3
	4
	5

	
	Limited
	Exclusive

	Sales and customer service
	Sales training courses
	
	
	
	
	X

	
	Sales experience
	
	
	
	
	X

	
	Account management experience
	
	
	
	X
	

	
	Client relationship & customer service training courses
	
	
	
	X
	

	
	Bids and tender experience
	
	
	X
	
	

	
	Sales team management experience
	
	
	
	
	X

	
	Client relationship & customer service experience
	
	
	
	X
	

	
	Customer complaints training courses
	
	
	X
	
	

	
	Market training courses
	
	
	X
	
	

	
	Marketing experience (individual)
	
	
	
	X
	

	
	Marketing experience (team-based)
	
	
	
	X
	

	Finance
	Finance management training courses
	X
	
	
	
	

	
	Accounting basics training courses
	X
	
	
	
	

	
	Financial management experience
	
	X
	
	
	

	
	Budget development experience
	
	
	X
	
	

	
	Business case development experience
	
	X
	
	
	

	Training
	Training and assessing training courses
	
	
	X
	
	

	
	Designing training programs experience
	
	
	
	X
	

	
	Assessing competency experience
	
	
	
	X
	

	
	Facilitation experience
	
	
	
	
	X

	GENERAL COMMENTS
	· Extensive experience at managing small teams of selling personnel.
· Extensive experience and training in sales, marketing and customer service.
· Strong interpersonal, leadership coaching and training skills. 
This has been used when developing small sales team capacity, and has been a successful small teams developer with a very hands-on approach to management. Will need further development to effectively manage larger groups, especially in relation to delegation of responsibilities and developing small teams (rather than working individually with team members).







Assessment Task 4 Checklist

	Please ensure you:
	Authentic, sufficient, valid and current evidence submitted by Student
(to be completed by Assessor)

	· a long written report (2000 words) providing information listed above about Interpersonal and leadership styles, skills and knowledge & Professional Development.
	□ Yes       □ No

	· a summary timeline showing professional development and networking opportunities across an 18-month period as a part of the report.
	□ Yes       □ No

	Task Outcome: 
	Satisfactory   
	Not Satisfactory   

	Assessor’s Signature
	

	Assessor’s Name
	

	Date:
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