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Assessment Details

Category Short Description Weighting Exam
Description (%) Duration

Essay AS1 Personal Development Portfolio 100.0

Aims

To enhance the business effectiveness of participants through the development of
relevant transferable skills by study, practice and self-evaluation.

To encourage and enable a reflective approach to learning.

To develop a personal portfolio of evidence which demonstrates development in the
module skills.

To establish a foundation for personal development and applying learning to a future
workplace.
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Learning Outcomes

After completing the module the student should be able to:

1 Work effectively in a group situation to plan and carry out tasks to achieve shared
objectives.

2 Have acquired the ability to manage own personal learning and future career
development.

3 Have developed competence in written, verbal and non-verbal communication skills
appropriate to business situations.

4 Show an ability to reflect on own learning and set targets to improve own learning
and performance.

5 Have prepared a portfolio of evidence which indicates the development and
application of skills in the programme to date.

6 Transfer and continue the development of skills to new situations.

Learning Outcomes of Assessments
The assessment item list is assessed via the learning outcomes listed:

ESSAY 1 2 3 4 5 6

Outline Syllabus

Introduction to module: Skills standards & self-assessment of current skills. Portfolio
based forms of assessment & development, portfolio building, evidence criteria,
assessment criteria.

Personal development planning.

Learning to learn, preferred learning styles and the learning spiral.

Time management (including running effective meetings).

Inter-personal skills, negotiation, conflict resolution.

Group dynamics, team building, dealing with difficult team types.

The communication process and effective listening.

Verbal and non-verbal forms of communication — presentation skills.
Report writing skills and systems of referencing and citation, academic conventions.

Learning Activities

Tutorials and seminars.
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