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Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 5 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB’s programme descriptor for the relevant validated programme prior to delivering this programme module.
The programme module is structured as follows:
	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment
a. Assessment Technique(s)
b. Mapping of Learning Outcomes to Assessment Technique(s)
c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria



Integrated Delivery and Assessment
The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 

Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 5 Communications and level 5 Mathematics modules with that of other level 5 modules is specifically encouraged, as appropriate. 

Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.

Title of Programme Module
Personal Effectiveness

Component Name and Code 
Personal Effectiveness   5N1390

Duration in Hours
150 Hours (typical learner effort, to include both directed and self directed learning)

Credit Value
15 Credits 

Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure

Special Requirements
None
Aim of the Programme Module
This programme module aims to equip the learner with the knowledge, skill and competence to apply a range of personal and learning skills in a variety of personal, civil and vocational contexts, operating with autonomy while under general direction.

Objectives of the Programme Module: 
· To understand the fundamentals of personal effectiveness
·  To analyse critically how personal roles contribute to the smooth running of organisations
·  To assist the learner in developing appropriate problem solving skills
·  To examine how effective groups are formed and managed
· To critically reflect  on how the learner impacts on others and how working with others may impact them
· To acquire skills to carry out  research and collaborative skills
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Personal Effectiveness through the medium of the indicative content
· To enable the learner to take responsibility for his/her own learning.

Learning Outcomes of Level 5 Personal Effectiveness 5N1390

Learners will be able to:

1. Examine the principles and practice of personal effectiveness.
2. Comment on the structure and purpose of a chosen organisation, to include its mission and the functions and interaction of sections within the organisation.
3. Reflect on their own personal role in an organisation, to include the skills needed for their job, personal strengths and weaknesses, and the people, issues and work practices which influence how they do their work
4. Explore the concept of problem solving, to include distinction between different types of problems, methods of collecting information, use of problem statements, and the advantages and disadvantages of a range of analysis methods
5. Investigate the features and objectives of meetings, to include different types of meetings, the roles of key participants, the impact of personal attitude and participation, and the issues that can affect the conduct and productivity of a meeting
6.  Examine the objectives of working in groups, to include the factors contributing to effective groups, different roles of group members, possible barriers to participation and sources of conflict, and reflection on personal experience, including groups which were effective and those which were not

7. Find solutions for particular problems using a range of techniques, to include constructing a problem statement, selecting analysis methods and making a decision on the best resolution
8. Prepare a presentation on a chosen topic or issue, to include its content, structure, likely questions that will be asked, aids to support the presentation, optimum room layout, and designing a feedback or evaluation sheet for use at the end of the presentation
9. Organise a meeting on a chosen topic or issue, to include purpose, agenda and time limit
10. Carry out a presentation, to include interacting with the audience, responding to questions and comments, and self evaluation of own performance
11. Participate in a meeting in an appropriate role, to include contributing to discussion and decisions, taking personal notes, evaluating how the meeting went and the impact of their own personal contribution
12. Participate in a group, to include communicating effectively, assessing personal strengths and weaknesses in their own contribution and evaluating the overall achievement of the group

Indicative Content 
This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.
Learning outcome 1: Examine the principles and practice of personal effectiveness.
Learners will be able to: 
· Comprehend the concept of personal effectiveness.
· Understand the importance of discovering areas of our lives both at work and outside where we can improve or develop our skills.
· Identify ways of improving our personal effectiveness
· Develop ways of managing time and taking  personal  responsibility for the ways in which time is managed
· Appreciate the basic principles of communication and how to make presentations.
· Explore personal effectiveness in relation to working in an organisation or group.
· Compile a checklist of components of qualities and skills related to personal effectiveness.  

Learning outcome 2: Comment on the structure and purpose of a chosen organisation, to include its mission and the functions and interaction of sections within the organisation.

Learners will be able to: 
· Investigate the structure and functions within a chosen organisation and to understand the necessity for such structures.
· Provide a profile of the structure within an organisation.
· Discriminate between organisations based on different hierarchical structures.
· Understand the function of the organisation and the role of different departments and to be aware of how these interact and how they are interdependent as a means of achieving the organisational goals.
· Be familiar with the many theoretical models of organisational structure.
· Identify and understand the chosen organisation mission statement.

Learning outcome 3: Reflect on their own personal role in an organisation, to include the skills needed for their job, personal strengths and weaknesses, and the people, issues and work practices which influence how they do their work
Learners will be able to: 
· Understand their role within the chosen organisation.
· Recognise the necessary skills needed for different roles within an organisation.
· Be aware of how other people, various issues and work practices can influence how others’ roles are carried out in organisations.
· Research the various theoretical models of roles within organisations, to understand the strengths and weaknesses of each role and to determine how the role relates to the organisations tasks and goals.
· Examine the way in which each role functions and explore the interpersonal issues which may arise when the role players come together as a team in order to complete a task.

Learning outcome 4: Explore the concept of problem solving, to include distinction between different types of problems, methods of collecting information, use of problem statements, and the advantages and disadvantages of a range of analysis methods
Learners will be able to: 
· Recognise different types of problems and problem situations within the workplace.
· Understand the importance of information and data collecting in solving problems.
· Be familiar with the necessity of having a problem statement and of constructing such a problem statement.
· Examine problem solving techniques and understand how these techniques work by applying them in role plays or organisational case studies etc.
· Devise a problem solving system based on these exercises.  

Learning outcome 5: Investigate the features and objectives of meetings, to include different types of meetings, the roles of key participants, the impact of personal attitude and participation, and the issues that can affect the conduct and productivity of a meeting
Learners will be able to: 
· Understand the components of meetings and the purposes of meetings.
· Recognise different types of meetings.
· Understand the key or formal roles of participants in meetings.
· Recognise the influence that personal attitudes and level of participation can have on the level of productivity of meetings.
· Identify the problems which can affect the performance, management and achievement of the meeting.
Learning outcome 6:  Examine the objectives of working in groups, to include the factors contributing to effective groups, different roles of group members, possible barriers to participation and sources of conflict, and reflection on personal experience, including groups which were effective and those which were not
Learners will be able to: 
· Explore group formation and function and identify the various factors which contribute to effective groups.
· Evaluate the factors which contribute to group cohesion and the roles played by each member which can enhance this cohesion.
· Develop an understanding of group processes and the factors which block success or effectiveness of the group.
· Examine sources of conflict within groups.
· Reflect on personal experience of group dynamics indicating ones which were effective and which were not

Learning outcome 7:  Find solutions for particular problems using a range of techniques, to include constructing a problem statement, selecting analysis methods and making a decision on the best resolution
Learners will be able to: 
· Develop a range of problem solving techniques.
· Devise a number of problem statements.
· Evaluate various methods of analysis.
· Choose appropriate methods for deciding the best possible solution. 

Learning outcome 8:  Prepare a presentation on a chosen topic or issue, to include its content, structure, likely questions that will be asked, aids to support the presentation, optimum room layout, and designing a feedback or evaluation sheet for use at the end of the presentation
Learners will be able to: 
· Devise a template for an oral presentation on a particular topic and plan the objectives which need to be achieved 
· Appreciate the necessity of appropriate preparation
· Display clear evidence of preparation
· Devise a template for a presentation illustrating the structure of the design of the presentation and flesh out the topic following the guidelines in the template.
· Outline the structure of the presentation and its components the Introduction, body and conclusion and realise that this can make it easier for the listener to follow.
· Have an awareness of the room layout and understand the appropriate equipment required in such a layout. 
· Arrange the content of the presentation including the use of visual and auditory aids.
· Prepare anticipatory questions which could arise during the presentation.
· Create an appropriate feedback or evaluation sheet. 

Learning outcome 9: Organise a meeting on a chosen topic or issue, to include purpose, agenda and time limit
Learners will be able to: 
· Demonstrate enthusiastic and effective participation in a meeting.
· Display successful group skills such as listening; turn taking, appropriate recognition of nonverbal communication. 
· Draw up the agenda of a meeting and a plan as to the time, venue and notice of the meeting.
· Understand the importance of keeping time limits in meetings.


Learning outcome 10:  Carry out a presentation, to include interacting with the audience, responding to questions and comments, and self-evaluation of own performance
Learners will be able to: 
· Demonstrate an ability to deliver an oral presentation, with an awareness of the objectives to be achieved through the presentation
· Develop a rapport with the audience, the delivery should attract and maintain the interest of the audience, language needs to be appropriate to the target audience and the learner should appropriately reply to questions during the presentation.
· Assess, reflect and evaluate objectively own performance

Learning outcome 11:  Participate in a meeting in an appropriate role, to include contributing to discussion and decisions, taking personal notes, evaluating how the meeting went and the impact of their own personal contribution
Learners will be able to: 
· Actively and effectively participate in a meeting, with an awareness of how participation is in part determined by the roles each person plays.
· Appreciate the importance and necessity of understanding the key roles in meetings.
· Actively and effectively participate in a meeting, meaningfully contributing to the discussion and decisions made.
· Recognise the importance of taking personal notes or records during and after a meeting.
· Personally reflect and evaluate how successfully the meeting went.
· Describe the effect that their personal contribution made to the meeting

Learning outcome 12: Participate in a group, to include communicating effectively, assessing personal strengths and weaknesses in their own contribution and evaluating the overall achievement of the group.
Learners will be able to: 
· Demonstrate contribution to a group.
· Exhibit effective communication skills whilst working in groups.
· Calculate own strengths and weaknesses in group participation.
· Reflect and evaluate own participation, input and involvement in the accomplishment of the group goals.
· Objectively evaluate whether group goals were achieved.
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11a. Assessment Techniques:
Portfolio/ Collection of Work	50%
Skills Demonstration		50%
11b. Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1. Examine the principles and practice of personal effectiveness.
	Portfolio/Collection of Work

	2. Comment on the structure and purpose of a chosen organisation, to include its mission and the functions and interaction of sections within the organisation.
	Portfolio/Collection of Work

	3. Reflect on their own personal role in an organisation, to include the skills needed for their job, personal strengths and weaknesses, and the people, issues and work practices which influence how they do their work
	Portfolio/Collection of Work

	4. Explore the concept of problem solving, to include distinction between different types of problems, methods of collecting information, use of problem statements, and the advantages and disadvantages of a range of analysis methods
	Portfolio/ Collection of Work

	5.  Investigate the features and objectives of meetings, to include different types of meetings, the roles of key participants, the impact of personal attitude and participation, and the issues that can affect the conduct and productivity of a meeting
	Portfolio/Collection of Work

	6.  Examine the objectives of working in groups, to include the factors contributing to effective groups, different roles of group members, possible barriers to participation and sources of conflict, and reflection on personal experience, including groups
	Portfolio/Collection of Work

	7. Find solutions for particular problems using a range of techniques, to include constructing a problem statement, selecting analysis methods and making a decision on the best resolution
	Skills Demonstration


	8.  Prepare a presentation on a chosen topic or issue, to include its content, structure, likely questions that will be asked, aids to support the presentation, optimum room layout, and designing a feedback or evaluation sheet for use at the end of the presentation
	Skills Demonstration


	9. Organise a meeting on a chosen topic or issue, to include purpose, agenda and time limit
	Skills Demonstration


	10. Carry out a presentation, to include interacting with the audience, responding to questions and comments, and self-evaluation of own performance
	Skills Demonstration


	11. Participate in a meeting in an appropriate role, to include contributing to discussion and decisions, taking personal notes, evaluating how the meeting went and the impact of their own personal contribution
	Skills Demonstration


	12. Participate in a group, to include communicating effectively, assessing personal strengths and weaknesses in their own contribution and evaluating the overall achievement of the group.
	Skills Demonstration




11c.  Guidelines for Assessment Activities
The assessor is required to devise assessment briefs and marking schemes for the skills demonstration and the portfolio/collection of work.  In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. 
Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.
	Skills Demonstration
	50%

	Skills Demonstration can be completed over the duration of the course.  

	The learner will demonstrate competency in the following areas:

· Problem Solving:   e.g.
1. Clear identification of problems 
2. Problem statement constructed
3. Two analysis techniques demonstrated
4. Solutions with likely consequences proposed.

· Presentation Skills: e.g.
1. Thorough preparation 
2. Clear structure
3. Venue arranged appropriately
4. Aids to support presentation
5. Interest sustained
6. Good rapport with the audience
7. Questions fully answered
8. Own performance evaluated

· Meeting Skills: e.g.
1. Notice of meeting
2. Appropriate participation according to role
3. Discussion facilitated
4. Agenda followed
5. Desired outcome met within time limit
6. Roles of participants clearly identified
7. Positive participation and personal contribution evaluated
8. Appropriate notes and records taken

·  Participating in Groups: e.g.
1. Effective Participation
2. Own strengths and weaknesses assessed accurately
3. Evaluated own participation/experiences clearly
4. Sources of conflict outlined
5. Roles of other people in group identified.

 Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these (select as appropriate). Any audio, video or digital evidence must be provided in a suitable format. 

All instructions for the learner must be clearly outlined in an assessment brief. 



	Collection of Work
	50%

	Collection of work will be collated throughout the course duration and submitted in the second term

	The learner will gather a collection of work that demonstrates evidence of a range of specific learning outcomes.

The collection will include:

Personal Effectiveness 
· Define the concept of personal effectiveness
· The learner will Identify and compile the skills & qualities related to their own personal effectiveness 
· Evaluate their own personal effectiveness in relation to working in an organisation or a group
· Explore ways to improve their own personal effectiveness

An organisational profile 
· Discuss the importance of an organisational profile
· Describe a number or theoretical models of organisational structure
· Outline the profile of a chosen organisation including its purpose & mission.
· Comprehensive organisational chart which displays all relationships and components

Problem Solving 
· Explore the concept of problem solving 
· Evaluate different types of problems
· Discuss methods of collecting information
· Describe the use of problem statement 
· Evaluate a variety of methods of analysis

Meetings
· Discuss the importance of meetings
· Outline the features and objectives of different types of meetings
· Identify the role of key participants
· Discuss the issues that affect meeting productivity e.g. individual attitudes and level of participation

Groups 
· Demonstrate an awareness of group theory
· Describe the differing functions of groups and how they are formed
· Evaluate the various factors that contribute to group effectiveness e.g. conflict and cohesion
· Discuss personal group experience including examples of those groups that were effective and those that were not

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these (select as appropriate). Any audio, video or digital evidence must be provided in a suitable format.
All instructions for the learner must be clearly outlined in an assessment brief



Grading
Distinction: 	80% - 100% 
Merit:		65% - 79%
Pass: 		50% - 64%
Unsuccessful:	0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.
	Personal Effectiveness 5N1390
	Learner Marking Sheet
Skills Demonstration 50%



Learner’s Name: ________________________________
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Problem Solving
· Clear Identification of problems
· Problem statement constructed
· Two analysis techniques demonstrated
· Solutions with likely consequences proposed
	10
	

	Presentation Skills
· Thorough preparation including aids to support presentation 
· Clear Structure
· Venue arranged appropriately
· Aids to support presentation
· Interest sustained, good rapport with audience
· Questions answered clearly
· Own performance evaluated & feedback accepted
	15
	

	Meeting Skills
· Appropriate participation according to the role (reference made to notice and time limits etc)
· Discussion facilitated, agenda followed
· Types of meetings & roles of participants identified clearly
· Positive participation, personal contribution evaluated clearly
· Notes/ records taken as appropriate, outcomes summarised correctly
· Desired outcome met
	15
	

	Participating in Groups
· Communicated and participated effectively
· Assessed own strengths and weaknesses accurately
· Evaluated own participation/ experiences clearly
· Factors contributed to group effectiveness identified
· Sources of conflict outlined
· Roles of other people in group identified
	10
	

	Total Mark
	50
	



NO ROUNDING OF MARKS
The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator’s Signature: _________________________    Date: ___________________

	Personal Effectiveness 5N1390
	Learner Marking Sheet
Collection of Work 50 %



Learner’s Name: ________________________________
	Assessment Criteria
	MaximumMark
	Learner
Mark

	Collection of Work
Personal Effectiveness 
· Define the concept of personal effectiveness
· The learner will Identify and compile the skills & qualities related to their own personal effectiveness 
· Evaluate their own personal effectiveness in relation to working in an organisation or a group
· Explore ways to improve their own personal effectiveness
	10
	

	Organisational Profile
· Discuss the importance of an organisational profile
· Describe a number or theoretical models of organisational structure
· Outline the profile of a chosen organisation including its purpose & mission.
· Comprehensive organisational chart which displays all relationships and components
	10

	

	Problem Solving 
· Explore the concept of problem solving 
· Evaluate different types of problems
· Discuss methods of collecting information
· Describe the use of problem statement 
· Evaluate a variety of methods of analysis
	10

	

	Meetings
· Discuss the importance of meetings
· Outline the features and objectives of different types of meetings
· Identify the role of key participants
· Discuss the issues that affect meeting productivity e.g. individual attitudes and level of participation
	10
	

	Groups 
· Demonstrate an awareness of group theory
· Describe the differing functions of groups and how they are formed
· Evaluate the various factors that contribute to group effectiveness e.g. conflict and cohesion
· Discuss personal group experience including examples of those groups that were effective and those that were not
	10
	

	Total Mark
	50
	



NO ROUNDING OF MARKS
The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet
External Authenticator’s Signature: _________________________    Date: ___________________
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