Answers – Developing Personal and Team Effectiveness Level 3

Assignment A

Task A1

A1	Describe three benefits to the learner of each the following learning resources typically available to support personal development within an organisation:

a) library of generic e-learning courses
	1

	2

	3





b) in-house social networking site
	1

	2

	3





c) online assessment software
	1

	2

	3




A2 Describe two ways in which IT can be used to improve personal performance for each of the following

a) time management
	1

	2



b) organising tasks and activities
	1

	2




A3	Give three examples of the types of IT tools/systems that can support the members of a team for each of the following:

a) enhancing team communications
	1

	2

	3



b) facilitating file sharing 
	1

	2

	3



c) overcoming poor teamwork
	1

	2

	3



Provide a screen print of one of the above examples being implemented and paste it below:



A4	Describe three different roles, responsibilities/aptitudes or tools that can contribute towards team effectiveness. 

	1


	2


	3





Task B

B1	Based on the IT tools available to you in your organisation, complete the action plan below to improve your own working practice for each of the categories.

	Productivity tools 
	IT communication tools
	Time management tools
	IT resources for learning and development

	

	
	
	

	

	
	
	

	

	
	
	



Task C1

Reflect on the following:

	Your contribution to team activities








	The way in which you provided feedback to other team members on their use of IT










	The way in which feedback from other members of the team on your use of IT was received and acted upon 










	How did you support other team members in their use of IT











