Answers – Developing personal and team effectiveness using IT Level 2
(7574-235) Assignment A

Task A1

Describe two ways in which IT tools and/or systems can be used to manage time effectively.
	


Task A2

Identify two IT tools or resources to support your own learning and development.
	


Task A3

Give two examples of the types of IT tools and/or systems that can help improve personal performance.
	


Task A4

Thinking about your workplace, describe the roles and responsibilities of at least three team members.
	


Task A5

Thinking about your workplace, describe two ways in which IT tools and systems can be used to improve team working.
	


Task A6

Thinking about team working, identify two ways that IT could be used to overcome obstacles to effective teamwork.
	


Task B1

Based on your answer to question A3 create an action plan to improve your own working practice.  Consider the following elements as a minimum and explain what activity you will undertake for each of them:

· Productivity Tools

· IT Communication Tools

· Time management tools

· Resources for learning and development.
	


Task B2

On your action plan, for each of the elements in Task B1 indicate a timescale for their completion and what evidence will be provided to demonstrate that the activity has been achieved.

