Answers – Developing Personal and Team Effectiveness Using IT Level 2 7574-235
Task A1
Identify at least two different tools that can be used to manage time effectively and briefly state their purpose.
	


Task A2
Give four examples of ways that IT can be used to support your own learning and development. 

For each, explain why this helps the learning and development process.
	


Task A3
Briefly describe three ways that IT can be used to improve personal performance.
	


Task B1

Insert a screen print or detail the name and location of your skill scan.
	


Task B2
Create an action plan with SMART targets over a period of 12 months.  Set targets for both applications that were used for your skill scan.
	


Task B3
To demonstrate how you engage in courses or learning opportunities within your organisation add a screen print to show where you have engaged in an online learning opportunity. 

If you do not use an online facility within your organisation then submit a document to show that you have carried out learning, this could be a scanned document of a learning plan from a trainer/assessor.
	


Task B4
Identify two separate IT tools that can be used to improve personal performance in the workplace. 

Take a screen print of each of these tools in use and describe how you use them to improve your personal performance.
	


Task C1
Give a brief description of the different roles and responsibilities of team members and how they support team working.
	


Task C2

Identify three examples of tools / systems that can be used for effective communication along with a brief description of how these can be best used.  
	


Task C3

Give two examples of obstacles that can be overcome using IT to improve effective teamwork. 

Along with your examples add a brief explanation of how they could be implemented.
	


Task D1
Give a brief review of how through IT you contributed to the completion of a task.
	


Task D2

A member of your team has circulated an email to all company employees (regardless of whether they were part of the team that needed to know or not). It had many spelling mistakes and was written in capital letters. 

Compose the contents of an e-mail that should be sent to your colleague as a means of feedback.
	


Task D3

You have been advised by the team leader that your work is consistently late and poorly proof read. Identify two IT tools that you could use to prevent this type of feedback again.
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