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300 Management and Administration Core
7. Business behaviours
Worksheet 4: Self-management and resilience (tutor)
[bookmark: _Hlk115847955]Task brief:
You work as a business support administrator in the people and culture department of a transport and logistics organisation. 

The organisation is looking to improve the self-management of employees by encouraging them to set their own goals and take responsibility for their own behaviour and actions in work. 

You have been asked to prepare a presentation for the people and culture manager to use for delivering an information session to all staff over the next six months. It will be compulsory that all members of staff attend a session, and it will be expected that following on from the sessions all staff will set individual goals. This will be the first time the organisation has discussed these areas with employees.

Your presentation should include information aimed at employees in relation to self-management and how employees can use self-management to boost their productivity and performance at work. 

This task should be submitted in the form of a presentation. 

Tutor guidance:
Learners should submit a report in the form of a presentation aimed at the target audience of employees. The presentation should include suggestions for how employees could improve their self-management techniques.
 
This could include:
· Setting SMART goals and giving examples of goals that could be set by employees, for example ‘Complete all allocated mandatory training within two weeks of it being assigned on the e-learning platform.’
· How employees can improve their behaviour and actions within work using self-management techniques such as taking accountability of their actions and learning to manage their time. 
· How to be resilient at work, including developing strong relationships and being adaptable.
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