CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION
COMMUNICATION AND TASK MANAGEMENT (5242)

ADVANCED LEVEL

A2002

MARK SCHEME

These mark schemes are published as an aid to teachers and students, to indicate the requirements
of the examination. They show the basis on which Examiners were initially instructed to award marks.
They do not indicate the details of the discussions that took place at an Examiners’ meeting before
marking began.

All Examiners are instructed that alternative correct answers and unexpected approaches in
candidates’ scripts must be given marks that fairly reflect the relevant knowledge and skills
demonstrated.

Mark schemes must be read in conjunction with the question papers.

s CIE will not enter into discussions or correspondence in connection with these mark schemes.

{71 UNIVERSITY of CAMBRIDGE
# Local Examinations Syndicate

WwWWw.xtremepapers.net



www.xtremepapers.net

COMMUNICATION AND TASK MANAGEMENT ADVANCED
PRACTICAL ASSESSMENT TASK SHEETS

SEC 5242/A A2002

MARKING

TASK 1 (49 marks)

1.2 Purpose of task and competence required; use of appropriate communication technique to inform,
collaborate, co-operate, share information.

3.2  Characteristics of appropriateness of different methods of business of communication: letters.

3.3  Understand and apply the principles of written communication: letters: clear aim, logical structure,
appropriate style, avoiding distractions to the reader, revising and removing unclear language, thinning
long or wordy sentences and paragraphs, avoiding unexplained abbreviations; tone sensitive to reader's
interpretation, importance to the firm, tactful and diplomatic. Style appropriate to the reader. Clarity
through short words, sentences and paragraphs.

1. 8 DOs and 8 DON'Ts checklist to be used by staff when writing letters (32 marks)

DO DB CONCISE ..o etiieriiiiiee s et s et et et e e e e e e eb e e vt eeste e e e ebee e beee s sbeeseseeaansesssnnssssesssesensessssesnsens 2

but

DON'T be brief to the point Of @bIrUPINESS ......cccviiiiiceee e e ee e 2

DO keep Content SIMPIE .......c.voe ettt e e e e bbb e s be e rae s 2

but

D10 B I T o o7 T TSR 2

DO Y t0 D8 NEIPTUL ... ettt sttt e e e sae et eeaaesresr et e aeenearas 2

but

DON'T be over-familiar, vague, or iINEfECHVE ...........ccuev e 2

DO ry t0 DE FEIBVANT. ...ttt e e r et s b e s s be s ssaeesabessbessaessaeenesennsseesabennenns 2

but

DON'T use jargon or official tBrMIS.........ccoiiiiiii ettt e e e e e e e e e s 2

DO use formal language in business document (generally).........ccccovviveiieniecciievinecec e e 2

but

DON'T use abbreviated language such as: I'll, don't, shouldn't, etc. in Jefters.........occeoeveeeeeeemeeeeeena. 2

DO use business specialist jargon if it is unavoidable .............ccoiveeieeiii i 2

but

DON'T use jargon, specialist or otherwise, if a more straightforward word will serve the

SAIMIB PUIPOSE ..oiiieeiiciieeeae e ettt e e e et e asatataeeea e srreennaesaaassteeeeasasabassberrenreessanesbresserersseseesnsbanassssassanesansn 2

DO use only one word t0 CONVEY YOUF MEANING .....c..cceirierrierieiinieireseeste et stesreseesaeeresstsssesssseeseesessossens 2

but

DON'T use tautology (i.e. using two words or phrases with the same meaning),

e.g. 'In conclusion, | must finally ..."; 'Finally, in conclusion ..." ....c..ccoccirivicnnicie e 2

DO try 10 be tactful and COUMEBOUS .........ccueciiiceii ettt e et e e e e e e s eressaeas 2

and

DON'T forget that we all have feelings and may interpret letters in different ways .......ccccccocevevereunnneee. 2
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DO use short Words and PhraSES .......coueeiiieeiirie e st s
but
DON'T use longer eqUIVAIENLE........c..coevir i e

DO keep in mind the reader and the reason for your [etter ...
and
DON'T ramble on illogically, insensitive to the reader's interpretation ...

DO check spelling, punctuation, and grammar...........c.ccciiin i
and
DON'T dispatch letters with spelling, punctuation, or grammatical errors ...

DO remember that a letter provides a written record .........ccoo v

and
DON'T forget that it is a permanent reflection of you and the organisation's image .............ccccoceieennnn.

2. 7 guidelines when writing letters to be sent overseas (14 marks)

11 G-I Lo A== ] (=Y g Lo = OO
keep paragraphs SHOM ...t s
TR Y 10 g o] =N E= T T 1= o = O
avoid colloquIaliSMS OF JAFGON ....iv.eerieierie e cer et s e b sae e s ab e s saa e a e s r e ans
give the meanings of any abbreviations .........c.cccccvv
F=\Vo 3ol [oTgTo Wintsq o N ler ol oV A oY= = To =T o] 3OS
Ao ol [aTgTo Wote Lo [N (o H g ol o= T=To ] =T o] £ L= RPN
avoid using words which may have different meanings in different countries..........ccoocco e
avoid words with @ political INFEIENCE ..........coo e e
avoid words with @ dual MEaANING ....c.eciiiii e r e s

do not use any word you are not one hundred per cent sure about..........ccoccoerrrieiiiiniinii s

3. One example of an over-used business phrase/cliché (numerous examples possible) (3 marks)

"We thank you for your communication ...", instead of "Thank you for your letter ...";
"Your letter of the 26™ ultimo ..." instead of "Your letter of (and fast month's date)" ...........ccceeeveeeeeennc
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TASK 2 (20 marks)

2.1 Coping with negative behaviour and conflict.

2.3 Listening and reacting constructively; avoiding manipulations; picking the right moment.

2.4 Recognising the difference between aggression and assertiveness. Verbal and non-verbal techniques for
dealing with unacceptable behaviour; reacting to criticism.

4.1 Recognise appropriate communication styles in the context of face-to-face or interview situations when
disagreeing.

4.2 Building on other's ideas, summarising, indicating support when appropriate, respecting other's views,
sticking to issues (not personalities) when disagreeing. Asking appropriate questions: to get information, to
confirm, to get commitment and agreement, to get understanding. Use questions effectively. Asking open,
closed, probing, hypothetical, leading, and rhetorical questions appropriately.

e 5 suggestions for handling aggressive team members (10 marks)

give them time to COOl dOWN .....coeeiii e 2
purposefully choose a quiet time to talk ..o 2
prepare specific ways to gain their attention, before approaching them ... 2
plan ways to gain attention to prepare them for better listening ...........cccooovminnin 2
diffuse some aggression by acknowledging true or important aspects of theirideas .................c.cceel 2
acknowledge true or important aspects of their ideas to make them open to your ideas ...........c.eoeuene. 2
keep in mind that acknowledgment does not necessarily mean agreement................ccoeovriieninee. 2
always stand up for YOUr POSIION ....c.cccirciiiieriiies e e e e 2
always hold YOUr QroUNd...... ..ot s et r s e n s e se s s ran e be e 2

do not back down or change your ideas to pacify them - it is likely to reinforce their
= To [0 | =TT [0 o HO PP 2

* 5 suggestions for handling negative team members (10 marks)

directly but calmly disagree With them ... e 2

do not encourage more negativism by remaining silent or agreeing with them ...........ccccccvevininincnneen, 2

stop the momentum of criticism by firmly stating positive opinions ... 2

avoid arguments by restating objective OPINIONS .........oo i 2
©CIE 2002 3
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avoid arguments by restating positive opinions.........ccvccc i 2
ignore any brief negative comments to discourage negativism..........c.ccconrircercci 2
continually ask for, and expect, effective and practical solutions to the problem. .............cccviiininn, 2
repetitively ask for practical solutions to the problem, to draw out new ideas..........c.cccco i, 2

TASK 3 (18 marks)

2.2 Roles of team members: negotiators.

e The 3 main approaches fo negotiation, and the purpose of each approach are (18 marks)

Approach: I O o U PP 3
It's purpose/value: Only useful if you want to buy time .........coocoreriiini e 3
Approach: WINJLOSE ... ..ottt s st e s s se e s e e s s ne e e e e e ae s nennane s 3
It's purpose: To get the best deal at the expense of the other party ........cccooveiiirinine 3

Only useful as a one-off strategy ......cccceveeee v 3

Not suitable for people you wish to deal with more than once.................... 3
Approach: LOOK AT BOTH SIDES ...ttt eseee e e s evee st e s nen e 3
It's purpose: An essential part of any negotiating strategy .........ccov i 3

Useful at any point in the negotiation .........cccccoev v, 3
Approach: CO-OPERATE ...ttt et eaae s s steae e ve s e e e e sae e e 3
It's purpose: An excellent starting point for any negotiation .........c..ccoeccnvivniciinecen, 3

A recommended strategy to adopt........cccocceei i 3

Each party recognises the other's position and respects

LU= YT T o Lo o | OO 3
Approach: SOLVE THE PROBLEM ......coiiiiiir et e e ee s e 3
it's purpose: Both parties define a solution to the problem (i.e. agree

= elo] 1 [ =V | T SO 3

Useful for a win/win deal to lay firm foundations for future

L= [ 10T [ SO 3
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TASK 4 (13 marks)

2.2 How people express themselves.

2.4 Use of body language.

4.1 Body language in face-to-face communication.
4.2 Indicating support when appropriate.

e Non-verbal communication is not a reliable form of communication because (5 marks)

it does not always agree with what is being Said .......ccccoo v 5
it gives its own messages, which are not always appropriate .........cccoccverevriiieeirrrcr e 5

» 2 occasions when candidate might use non-verbal communication in a face to face
situation (8 marks)

NB Answers to this question will prove to be very varied.

Allocate 4 marks to each of 2 responses, which should clearly demonstrate a clear understanding of
non-verbal communication.

©CIE 2002 5
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TASK 1 (42 marks)

1.1 Apply an understanding of the objectives of the task: define objectives, common purpose, need for time
scales and deadlines.

1.2 Identify and analyse task requirements to clarify working relationships, competence required, breaking
down more complex tasks into manageable sections. Use appropriate communications techniques: to
inform, collaborate, co-operate and share information.

4.2 Use positive behaviour to build on other's ideas, respect other's views, to stick to issues when disagreeing;
ask appropriate questions and use questions effectively to get information, understanding, confirmation,
agreement and commitment.

a) 3 things that staff are really saying when they say "My boss sets such unrealistic
goals/targets" and 3 possible reasons why they feel they can make this statement (18 marks):

1. STATEMENT: They cannot believe in the oUtComMe .........co.coiiei e 3
POSSIBLE JUSTIFICATION: Perhaps the M.D. has been known to state
grand plans without following them through. ..o e 3
2 STATEMENT: They don't believe the outcome is achievable ............cccoevriieiie i 3
POSSIBLE JUSTIFICATION: Perhaps they have had previous experience of
ideas, or figures, being wishfully pulled out of thin @il ..............ccoriiere e, 3
3 STATEMENT: They cannot figure out what the M.D. really wants the outcome to be ........c.ccecveeunnee. 3

POSSIBLE JUSTIFICATION: Perhaps the goal has been expressed in a complicated
or ambiguous way, making it impossible to have a clear focal point .........ccooocviieriic e, 3

b) When a team member concentrates only on the long-term aspect of a Team's
primary goal (4 marks)

goal Setting OftEN FAIIS .....cocoi i e e e e s e s r e e e e en et e e ste st e eaneaae s 4

c) When a team's primary goal is broken down into component mini goals the likely result is

(4 marks)

FESUIS @@ QUICKET ... i ettt ettt r e et e e e e st e e e e be s seeneesmssnesaaessane s beenatesanesseesesenesnneseenaras 4

OR

achievement motivation IS POSSIDIE .........ooiiiiieee et r e s e s e s ssaesrnaanneane 4

OR

they plan for the longer term but act for the PreSeNt...... ..ot 4
©CIE 2002 1
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d) 4 prerequisites that team leaders and team members must have before team trust breaks.

(16 marks)
THEY MUST

have clear, consistent targets - not only to give direction but also as a foundation for trust ............c..cccc... 4

be open, fair, and willing to learn - the more open, fair and willing to listen individuals
are, the mare they are likely to receive the trust of others........cccccv e 4

respect the opinion of others - trust without respect is not good enough - focus on
the task, NOt @ 1EaM MEMDET ... ..ot r e et rer s rer s e e e s s e ressaeranraanreereeeseeresnenns nnsnanns 4

create an atmosphere which makes team members feel empowered/free to act ...........ccocoviiciiiiicieniieens 4

be decisive - people do not trust people who are indecisive - a bad decision is better
than NO ECISION ...t e e st e e s e e s s e e s en s senne s s s e e nnn e e saenaeaneassneennesnsnnsan 4

support all other team members - loyalty is the mainstay of building team trust ..........cocccv s 4

be sensitive to the needs of team members - by showing awareness and sensitivity
to the needs of other team MEMDErs... ... e e e s aere s 4

take responsibility for team actions - take personal responsibility for the actions of
the team as a whole, whether a team leader or not. Avoid finger pointing at all costs ..........c.cccecnriniinnenn 4

give credit to team members - prima donnas set the pace for team destruction............ccocvveviieecieccveenens 4

TASK 2 (45 marks)

1.2 Identify and analyse task requirements: data collection using basic techniques, e.g. tables, diagrams and
charts.

2.1 Use of ground rules for solving tension (within a team).

» 6-step formula for controlling and solving problems when involved in a team task (24 marks)

1. Investigate the problem and collect the information/data...........ccccoeevvciiiiiiici e, 4

2. Define the problem/issue and determing the CaUSE ..........cccevicciivie e e e 4

3. Generate ideas/alternatiVes/OPLIONS .......cccovir i re et et s st e s sae s s eesre s b seenes 4

4. Select a tentative best solution/make decCiSION ...........cccireiieiie et 4

5. Plan for action/implement the SOIULION ............c.o it e 4

6. Follow up the implementation of the solution to the problem .............cccv e 4
©CIE 2002 2
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s Brief description as to how the best method to collect as much information as possible would be
decided (4 marks)

brainstorming session with the team..........coo 4
OR
consensus reaching With the team ... ... 4

¢ 4 main types of charts which are used for the display of data (8 marks)

oF gl o7 T o - U 2
913 Lo 1 =T o L= PSSR 2
3L 3 o7 = (= OO SR 2
oz 1= e 1E= T = 3 T PP ORRR PSRRI 2
run (trend) graphs)/liNe Graphis ........iivccie e er s e se e s esa e e e e s er e ane s e b s b s b a e s e 2
L) o 1Te =T o 1T= o ir= T T T PRSP PRRTRRRROL 2

e The type of chart used (3 marks)

will be determined by the patterns, trends, or relationships it is wished 10 Show .........ccccoeiiiiiicicnii e 3

¢ Give 3 advantages of using data display (i.e. charts) in preference to tables of raw data

are (6 marks)

they help to turn raw data into usable INfOrMAatioN ..........coeiiiiiii e 2

they are visual, interesting and easier to use than tables of raw data............ccceeeiri e 2

people tend to give time to pictorial presentations which demand very little reading skill or concentration ...2

they are qUICK POrts Of FEfEIENCE .........coo i e et s e e b e e sas e e an e eeeanns 2

they aid understanding - @t @ GlaNCe.........cov i e s 2

LT =T To g 1= o o PRSP ORUPR 2
©CIE 2002 3
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TASK 3 (11 marks)

1.1 Understanding the objectives of the task: need for timescales and deadlines; outline methods of achieving
goals.

1.2 Duties and responsibilities; competence required; need for flexibility and initiative when engaged in the task;
planning resources; breaking tasks into manageable sections.

1.3 Prioritising work, identifying objectives; establish time scales

¢ The 2 primary constraints of project planning are (2 marks)

time 1
o110 T [ 1= S O O P USRI 1
PEIOIMEANCE CHIEEITE ... .. eeerieeiriiicceeee et ee et e e e e st e aer e eeesee s s nteseressseseassssseseaeaeesan e ssnenresseasnteaneesnes 1

» 4 essentials of planning for projects of different sizes (8 marks)

establish goals @and ODJECHVES ........ccc e r st e s et r e e e s e e s ee e e s ne e sreeesneeereensenns 2
brainstorm all the necessary tasks to be COMPIELEd.........ccorviiiii i e e e 2

apply the 3 primary constraints of project planning (i.e. estimated task duration - time;
task objectives and specifications - performance criteria, and task budget - monetary,

NUMEN, EQUIPIMEBNT FESOUIMCES) ... .ei ittt rernre sttt e st rrr e sresbe s s s e eesrne e seeaaes s se et e e araeeenarenrsesenansesann 2
determine to whom chunks of the tasks can be delegated.............ccciei i 2
determine the general order in which the chunks of tasks must be completed ..., 2
create a rough Gantt Chart for all tasks (in chronological order).........cccccovviririiir e 2

brainstorm as many potential problems as possible and make contingency plans for
meeting the 3 primary constraints of project planning .........cccooeerciie e 2

©CIE 2002 4

WwWWw.xtremepapers.net



www.xtremepapers.net

CAMBRIDGE

INTERNATIONAL EXAMINATIONS

CAREER AWARD IN
OFFICE ADMINISTRATION
COMMUNICATION AND TASK MANAGEMENT (5242)
ADVANCED LEVEL

C2002

MARK SCHEME

These mark schemes are published as an aid to teachers and students, to indicate the requirements
of the examination. They show the basis on which Examiners were initially instructed to award marks.
They do not indicate the details of the discussions that took place at an Examiners’ meeting before
marking began.

All Examiners are instructed that alternative correct answers and unexpected approaches in
candidates’ scripts must be given marks that fairly reflect the relevant knowledge and skills
demonstrated.

Mark schemes must be read in conjunction with the question papers.

e CIE will not enter into discussions or correspondence in connection with these mark schemes.

5 UNIVERSITY of CAMBRIDGE
Local Examinations Syndicate

WwWWw.xtremepapers.net



www.xtremepapers.net

COMMUNICATION AND TASK MANAGEMENT ADVANCED
PRACTICAL ASSESSMENT TASK SHEETS

SEC 5242/C €2002

MARKING

TASK 1 (26 marks)

1.1 Use of team discussion o determine interests and strengths of team members; measures to judge the
achievement of objectives.

2 Working relationships.

3 Feedback: when, and in what form.

1 Ground rules: giving and receiving feedback.

N =

1. 7 ways in which feedback can be given to teams

It may be from (14 marks)

Lo L1 = (o T 1 10 11 USRS 2
=02 0L L=z L0 =) T PSP 2
o3[ 1=1 £ TR PU PSPPI 2
2o 010 o111 1o o PSP PPN 2
their OWN OrganiSation .......coooioiie e e e e e 2
results ShOWN BY fIQUIES .....ooeiiee e e 2
L L= AT oY) T o USRI 2
L= 3T 070 =) TR o o O OO 2
telephone calls (When appropriate) .......co.eeeeeir e e e st e 2
Lo 1( R oY T o [ o100 =1 o (- PP 2
PR To] g 0=Yo (111 o IRt T o I OO 2
b= {011 aF= T IE=T =TT (o] o U UOPUUOTUPRPOt 2

4 forms feedback may take (8 marks)

iIT MAY BE

[T R= sl Lai (e r=t I AT=1 ] a L= SR OO UPRPPPR 2

(1R R L Lol o3tV .0 T=Ta] 1= S SO 2
©CIE 2002 1
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IN FEIIECHIVE IMOAE ... eeeeeeceertee e e ceie e e et ce s st e e r e e e s e e e s e s b e e s e s erab e e e e s e e e e e ae s b et e ae st a e e s e an e s s s b b s e bn e
oLt V=T UL U OO TP RTPRS
SPONEANEOUSIY ...eoeeireeeieeiee e e e e s SR e
AUIING "GOITIAON CHL ...ttt bbb E e s et et
e =T (= LA 1111 T U OO PP PSPPI
DY JUST RBPPEMING' ... et s
in the form of the 1ong term PICTUIE .........cooviii e
in the form of the overall PICLUIE .........ve e e e e
L= 0= (0 I = Lo - Y PP YO SPR

by pre-arranged reView SESSIONS ...........cciiiiiiiiiiii e s

2. Frequency of feedback to team members (4 marks)

YES, team members should receive feedback on a continuous/ongoing basis .............cccevmmreieecveceennnan,
BECAUSE

achievement of individual tasks is ongoing, and feedback can motivate individuals

tOWards the NEXE SEP ....ceii et e e e

OR BECAUSE

team members generally have a hunger to measure what they are doing in every way ...........ccccocevien.

OR BECAUSE

teamwork needs constant motivation to maintain enthusiasm ...
©CIE 2002 2
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TASK 2 (16 marks)

3.1

3.3

Explain the need for communication in business: effective and dissemination of information; determining
the needs of clients and responding to those needs; consequences of poor communication; needs of

external organisation not identified; barriers to communication.

Letters: appropriate to the receiver. Tone: sensitive to reader's interpretation, status. Importance to the

firm.

4 points illustrating the effect that inappropriately composed letters tells the recipient about

the author and the organisation (16 marks)

the writer's lack of QUAlIEY/SKIll .......c.c.orerieeire e e
the lack of control and attention to the busSIRESS IMAQE ......c...ooviiiiiiii e
they have no concept of recognised COUMESIES ........couvmiiiieeinii
they have and permit a negative attitude towards letter writing ...
they have and permit a thoughtless approach t0 WOrk ..........cooveemiirniinin e
they have a couldn't care less attitude ...
they have a disrespectful attitude towards recipients ...
they are badly Managed/OVErSEEN .........ocviii e s
quality staff are Not emMPIOYEA .......coociv i

appropriate staff are Not emMployed ..o

4 reasons how poorly composed memos can create problems with interpersonal

relationships

If the following aspects of composition are not considered interpersonal relationships could

be affected (8 marks)

©CIE 2002 3
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TASK 3 (24 marks)

1.1 Defining objectives, use of team briefing to agree objectives, need for timescales and deadlines, outline
methods to achieve objectives; terms of reference

1.2 Identify and analyse task requirements: competence required; informing, collaborating, sharing
information, co-operating.

1.3 Feedback: when, to whom and in what form.

2.1 Use of ground rules: action plans, feedback, individual and team accountability, monitoring, agendas to
help team members remain on track

+ Business standard AGenda [ayOUL ..o 4

« 10 items to be included on an Agenda of an initial team meeting (20 marks):

terms of reference (to be established) ...
objectives (fo be agreed).......ccccovrrreiineiiiiincinen, et eeaeeeeteeeeeeeiefaeesseessreeeesseesieeeesseremesesisiisinieiirnanes
possible activities required by the ODJECHIVES ........ooeiiiiin
L L 07z = IR\ 2= L1 o1 L= S OISR
action planning needs and action planning .........cccoeviiicit 2
distribution of tasks and INAIVIAUAL FOIES ..........c.eoreiririii i 2
methods of communication and co-ordination to be employed............ccociiiniiienini
monitoring and progress procedures (10 be agreed)............ccoiiiiiiieniee e 2
progress reports (target dates and their NEEdS).........ooo i 2
ground rutes (10 DB @QrEEA).......cocuiiiiiiie e s e s e et 2
briefing sessioNs (10 be agreed) ... 2
deadlines for individual tasks (to be agreed) ..o 2
maintenance of organised notes for preparation of individual team task reports ..........cccocceiniiininiincs 2
draft report (agreement on itS NEEAS)........c.cccu i 2
Lo cT=To 10T o gk o = I 1= Yo o) o A OOV 2
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TASK 4 (26 marks)

1.1 Describe and apply an understanding of the objectives of the task: nature of good objectives; use of
objectives to plan and monitor the work and individual tasks; need for timescales and deadlines,

1.2 ldentify and analyse task requirements: duties and responsibilities, competence required;
use of appropriate communication technique to inform.

1.3 Establishing timescales and deadlines; agree criteria for an effective activity plan.; setting progress review
dates.

2.1 Purpose of agendas: to help team members to prepare and remain on track; action plans; expectations;
importance of agreement on how the team will work together and the level of group commitment;
importance of agreement on how the team will work together and the level of group commitment.

e The purpose of an Action Plan is (3 marks)

to outline tasks to be undertaken to achieve a specific ObJECiVE ... 3
OR
to clearly state what you hope to achieve in the future............occoiiii e 3

¢ Main benefit of an Action Plan is that it (3 marks)

shows the time scale over which a series of events will take place ..........cccovceicrirnrcri 3

e 10 guidelines for preparing successful Action Plans (20 mark)

identify and agree the main 0bJECHVE ........cov i 2
identify/agree the target date for achieving the overall objective.............cccco i 2
as a team, brainstorm all the things thathave to be done..........ccccooi e 2
be as specific as possible about what has to be done ..., 2
discuss and set clear objectives for each key area ..o 2
discuss and agree who is going to do what and When ... 2
map out the steps to achieve your targets........ccco e 2
identify constraints, which will influence the time factor ............cco v, 2
set atarget date for @aCh goal...... ... 2
ensure targets are clear and realiStiC..........oooviiiin i 2
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COMMUNICATION AND TASK MANAGEMENT ADVANCED
PRACTICAL ASSESSMENT TASK SHEETS

SEC 5242/C  C2002
be prepared to modify existing work habits ...........ceeiiiii
don't set unachievable targets ..o
make Provision for reguUIAr FEVIBWS ..ottt
make provision for continuous feedback {0 team as @ Whole ...
make provision for continuous feedback to individual team Mmembers ...

write up the Action Plan, sign and date it...........ccccociiin i
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