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	PURPOSE OF THE UNIT STANDARD 


	This unit standard introduces time management that will enable learners to be efficient team leaders or junior managers in a business workplace. It is intended for managers of small businesses and junior managers of business units in larger organisations. The term business unit in this unit standard implies a small business, cost center, section or department. 

Junior managers include, but are not limited to team leaders, supervisors, first line managers and section heads. The position is term is used to describe the first level of management in an organisation at which an employee has other employees reporting to him/her. 

The qualifying learner is capable of: 


  Creating, maintaining and using a personal and team task list. 


  Using and maintaining a diary. 


  Prioritising tasks. 


  Planning and following a work schedule. 


	LEARNING ASSUMED TO BE IN PLACE AND RECOGNITION OF PRIOR LEARNING 


	There is open access to this unit standard. Learners should be competent in Communication and Mathematical Literacy at NQF level 2. 


	UNIT STANDARD RANGE 


	The typical scope of this unit standard is time management in relation to the learner`s own work and the work of a team. 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Create, use and maintain a task list 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1.The value of using and maintaining a personal task list is known and understood in terms of own work organisation. 


	ASSESSMENT CRITERION 2 


	2.The value of using and maintaining a team task list is known and understood in terms of a team`s work organisation. 


	ASSESSMENT CRITERION 3 


	3.Steps or stages in a process are identified in tasks assigned to the group. 


	ASSESSMENT CRITERION 4 


	4.Procedures required for the completion of assigned tasks are known and explained with reference to the time necessary for the completion of tasks and the consequences of missed deadlines 


	ASSESSMENT CRITERION 5 


	5.Information and documentation required are recorded on the task list and flagged for further action 


	ASSESSMENT CRITERION 6 


	6.Additional informative received is captured electronically or processed manually 


	ASSESSMENT CRITERION 7 


	7.An action plan is drafted to ensure that assigned tasks are completed timeously. 


	ASSESSMENT CRITERION 8 


	8.New tasks are added to the task list when necessary and all outstanding work is reprioritised to ensure deadlines are met tineously. 


	ASSESSMENT CRITERION 9 


	9.Completed tasks are reported to the appropriate authority and checked off the task list. 


	SPECIFIC OUTCOME 2 


	Use and maintain a diary 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1.The purpose of keeping a personal diary, a team diary and an organisation diary system are known in context of self and team management tools. 


	ASSESSMENT CRITERION 2 


	2.Relevant information is recorded in the diary electronically or manually and updates regularly. 


	ASSESSMENT CRITERION 3 


	3.Diary entries are used to create and adapt action plans. 


	SPECIFIC OUTCOME 3 


	Prioritise tasks 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1.Tasks are identified in order to create a task list. 


	ASSESSMENT CRITERION 2 


	2.Criteria for prioritising tasks are explained for a specific business unit. 


	ASSESSMENT CRITERION 3 


	3.Steps or stages in tasks or work allocated to a team are identified and listed and an indication is given of how long each step should take to complete and the total time required to complete a task 


	ASSESSMENT CRITERION 4 


	4.Tasks are sorted and prioritised according to type and required deadlines. 


	ASSESSMENT CRITERION 5 


	5.Time needed to complete tasks is scheduled to allow for specified deadlines 


	ASSESSMENT CRITERION 6 


	6.Resources required by the team or work unit are identified and the acquisition is prioritised in the task list. 


	SPECIFIC OUTCOME 4 


	Plan and follow a work schedule. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1.Regular daily, weekly and monthly activities are named, and recorded on a team work schedule. 


	ASSESSMENT CRITERION 2 


	2.A roster indicating the role of each team member is drawn up to ensure that all the activities can be completed timeously. 


	ASSESSMENT CRITERION 3 


	3.Internal clients are informed of the aspects of the work schedule that affect them. 


	ASSESSMENT CRITERION 4 


	4.The schedule if followed and adjusted when necessary to allow for unexpected interruptions 


	ASSESSMENT CRITERION 5 


	5.The work of team members is monitored to ensure timeframes can be met and to provide assistance to team members when necessary. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	Assessment of this Unit Standard should be contextual and practical. 


  Assessors must be registered as an assessor with the Services ETQA or an ETQA that represents the sectors in which the learner is employed. 


  Moderators must be registered as assessors with the Services ETQA, or with an ETQA that has a Memorandum of Understanding with the Services ETQA. 


  The mechanisms and requirements for moderation should be applied in accordance with the requirements of the relevant ETQA. 


  Assessment should include both formative and summative assessment. 


  Training providers must be accredited by the Services ETQA or with an ETQA that has a Memorandum of Understanding with the Services ETQA. 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	The learner is able to make decisions in allocating tasks and planning a work schedule to meet deadline. 


	UNIT STANDARD CCFO WORKING 


	The learner is able to work as a member of a team in allocating work, scheduling tasks and monitoring progress 


	UNIT STANDARD CCFO ORGANIZING 

	The learner is able to organise and manage his/her own activities including making good use of time and resources through the proper use of a diary system and task list. 


	UNIT STANDARD NOTES 


	This unit standard will be replaced by unit standard 242811, which is "Prioritise time and work for self and team", Level 4, 5 credits, as soon as 242811 is registered. 
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