cta

Level 2 Diploma in Business Administration: mandatory
competence units mapped to Personal Learning and Thinking
Skills

This map accompanies the PLTS Guide for practitioners which can be downloaded from www.skillscfa.org
The guide includes:

» an explanation about the importance of PLTS

» general principles for delivery

» where there is little or no coverage in the mandatory units, illustrations of where PLTS can be found in the optional units
* illustrations of PLTS in Functional Skills, ERR and other processes.

INDEPENDENT ENQUIRY
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Level 2 Diploma in Business Administration

H/506/1893 Communication in a business environment
LO 2: Be able to produce written business communications

2.1;31
LO 3: Be able to communicate verbally in business environments 3.4 36 3.2:3.4 36
L/506/1788 Manage personal performance and development
LO 3: Be able to identify their own development needs 3.5: 3.6 3.5: 3.7 35 36 35
LO 4: Be able to fulfil a personal development plan 4.4 45

R/506/1789 Develop working relationships with colleagues

LO 3: Be able to collaborate with colleagues to resolve problems 31 34


http://www.skillscfa.org/

skills
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Level 2 Diploma in Business Administration

H/506/1893 Communication in a business environment

LO 2: Be able to write business communications 2.6
LO 3: Be able to communicate verbally in business environments

L/506/1788 Manage personal performance and development

LO 4: Be able to fulfil a personal development plan

R/506/1789 Develop working relationships with colleagues

LO 2: Be able to maintain effective working relationships with colleagues 2.2:23

LO 3: Be able to collaborate with colleagues to resolve problems
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Self Management

SELF MANAGEMENT
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Level 2 Diploma in Business Administration

H/506/1893 Communication in a business environment
LO 2: Be able to produce written business communications

LO 3: Be able to communicate verbally in business
environments

L/506/1788 Manage personal performance and development
LO 2: Be able to manage their own time

LO 3: Be able to identify their own development needs

LO 4: Be able to fulfil a personal development plan

R/506/1789 Develop working relationships with colleagues

LO 3: Be able to collaborate with colleagues to resolve problems
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Reflective Learning

REFLECTIVE LEARNING
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Level 2 Diploma in Business Administration

H/506/1893 Communication in a business environment

LO 3:Be able to communicate verbally in business environments

L/506/1788 Manage personal performance and development

LO 3: Be able to identify their own development needs

LO 4: Be able to fulfil a personal development plan
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CREATIVE THINKING

Creative Thinking
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Level 2 Diplomain Business Administration

H/506/1893 Communication in a business environment

LO 2: Be able to write business communications 29
LO 3: Be able to communicate verbally in business

L/506/1788 Manage personal performance and development

LO 3: Be able to identify their own development needs 35

LO 4: Be able to fulfil a personal development plan

R/506/1789 Develop working relationships with colleagues

LO 3: Be able to collaborate with colleagues to resolve problems 31
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Effective Participator
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Level 2 Diploma in Business Administration

L/506/1788 Manage personal performance and development
LO 3: Be able to identify their own development needs

LO 4: Be able to fulfil a personal development plan

R/506/1789 Develop working relationships with colleagues
LO 2: Be able to maintain effective working relationships with colleagues

LO 3: Be able to collaborate with colleagues to resolve problems

3.5; 3.6 3.7 3.7
2.4
3.1 3.2 3.2, 3.3

3.5

4.5

3.3;34

2.2

3.1 3.1



