Workforce Development Guarantee Recognition Services 

Recognition Services
 Recognition Guide for 17833 Key Management Skills
Target group: Line Manager or Head Teacher
Staff who have undertaken a range of professional development activities either inside or outside the Institute and who have gained experience but not received formal recognition. Participants will be required to undertake a skills analysis, provide evidence, undertake gap training and assessment, if necessary.

SI Workshop: Various leadership and management workshops
Experience: Managing a teaching section or service and support unit/section
Recognition against:  17833 Key Management Skills - Statement of Attainment (NRT) 
Comprises three Training Package units: 

BSBMGT401A - Show leadership in the workplace; 

Elements:

· Model high standards of management performance and behaviour 

· Enhance organisation’s image

· Make informed decisions

Specific evidence requirements:

· Identify performance and behavioural (attitude and ethics) levels required by the organisation using one technique, eg presentation.

· Act as a role model by presenting organisational expectations to team, including examples of damaging behaviour.

· Develop an action/performance plan to achieve these performance and behavioural requirements

· Monitor performance and behaviours by measuring a few performance indicators

· Use a recognised problem solving method to solve an issue

· Make decisions by developing preferred options and using a risk analysis method

· Include individuals and teams to participate in problem solving activity

· Develop a plan to implement and monitor a decision by applying 1 relevant leadership model and group-process concept, and describing the rationale for each

BSBMGT402A  - Implement operational plan; 

Elements:

· Implement operational plan

· Implement resource acquisition

· Monitor operational performance

Specific evidence requirements:

· Implement operational plans by analysing and presenting details on resource requirements, using key performance indicators to monitor operational performance and undertaking contingency planning through consultations with others.

· Implement resource acquisition in relation to recruitment/induction of employees and acquisition of physical resources and services.

· Monitor operational performance by monitoring and recording operational performance against budgets, plans and targets to identify unsatisfactory performance and the undertaking of corrective action to rectify such situations including recommendations for adjustments to operational plans. 

and 

BSBWOR402A - Promote team effectiveness

Elements:

· Plan to achieve team outcomes

· Develop team cohesion

· Participate in and facilitate work team

· Liaise with management

Specific evidence requirements:

· Plan to achieve team outcomes by consulting with team members to determine the team’s purpose, goals, plans, objectives, roles and responsibilities. 

· Develop team cohesion by supporting team members to participate in decision making, take responsibility for own work, assist others in undertaking theirs, providing feedback on performance and addressing issues/problems. 

· Facilitate work team by supporting the team to identify/resolve problems and ensuring personal contribution enhances the team’s performance. 

· Maintain communication between team and line management on unresolved issues, concerns and problems and ensure follow-up action is taken. 
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