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	Estimated Time
	120 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	[bookmark: _GoBack]Activity 1. Complete the following individually and attach your completed work to your workbook.

This assessment will enable you to demonstrate your knowledge of:

· Reading
· Writing
· Oral communication
· Numeracy
· Navigate the world of work
· Interact with others
· Get the work done
· External labour supply relevant to the specific industry or skill requirements of the organisation
· Industrial relations relevant to the specific industry
· Labour force analysis and forecasting techniques

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. Choose an organisation (eg. Your current workplace, past workplace or a simulated organisation of your choice).

Outline the background and workforce skill requirements of the organisation.

Outline the relevant industrial relations.

Demonstrate forecasting techniques for your chosen organisation.  (ie. How do you forecast the workforce requirements in next 1 to 3 years)

Draw an Organisation Structure of at least 3 levels of reporting in the organisation.

Draw a Workforce Table indicating the current employees in the organisation. Include the employment types and gender. (eg. 3 Full Time Male staff, 2 Part-time Female staff etc)

Draw another Workforce Table indicating the projected employees in the organisation for next year. Indicate your assumptions. (eg. Business revenue increase or decrease, changes in customer numbers and current workload of staff, business expansion etc.)
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	Estimated Time
	 120 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	Activity 2. Attach your completed answers to the workbook.
This activity  is to show your competency of each element:

1. Research workforce requirements
2. Develop workforce objectives and strategies
3. Implement initiatives to support workforce planning objectives
4. Monitor and evaluate workforce trends

Complete the following  as a portfolio;

You currently work for a very small but thriving organisation (you may choose the type of organisation that you wish to use for this project) that expects to grow at a very fast rate.Your management team has been asked to develop a workforce plan for the organisation.Your job is to ensure that the plan is ready for the organisation to implement in preparation for this rapid growth.

Complete the following brief outline of the profile of your  organisation and the relevant industry.


Workforce Plan
Overview:
Background:  (The need for workforce planning)
Workforce planning:  (Including its importance to best practice and the organisation)
Purpose:  (The reason why the organisation needs a workforce plan)
Goals and Objectives:  (Usually aimed at ensuring that the workforce is managed and goals and objectives are put in place for the development of strategies and actions.)
The strategic workforce planning process:  (including key elements, in consultation with key stakeholders)
Data collection and analysis:  (How will data be collected?  include a survey of the internal and external factors that influence supply and demand)
Strategic Development:  (Use key findings to develop strategies and activities to address key findings and gaps in data collection and analysis)
Implementation:  (Who is responsible for implementing specific strategies in the workforce plan and who they are required to report progress to and when.)
Project Governance:  (Usually provided as an organisational chart, all senior management and project managers are displayed so key personnel can identify who they need to report to.)
Monitor and evaluation:  (Describe how the success of the workforce plan is demonstrated by meeting the organisations goals and objectives.)
Implementation Policy:  (How will this workforce plan be implemented?)




Activity 3. Answer the following questions and provide examples where appropriate:

1. Review current data on staff turnover and demographics in Western Australia.

2. Assess factors that may affect workforce supply in current situation of Western Australia.

3. Explain the organisation’s requirements for a skilled and diverse workforce.

4. What objectives should you use to modify or to retain the skilled workforce? Why choose these objectives?

5. There has been a recent level of high turnover in your workplace.  Make a recommendation on how to minimise the possible reason for the turnover and how you can minimise it.

6. Define how you would reach your objectives to retain required skilled labour.

7. What is workforce diversity? Why should it be implemented into your workplace? 
What diversity legislation in Australia should you be aware of? 

8. Who are the stakeholders in your workplace and how should organisation objectives be communicated to them?

9. How will you obtain agreement for objectives and established targets from various stakeholders?

10. What business contingency plans should  you make in your workplace? 

11. Design a procedure to action objectives for training, re-deployment and redundancy.



12. Draw up a plan in which management can assist staff cope with change. Assuming your organisation’s owner believes that there will be a lot of growt  in next few years.

13. Draw up a basic succession planning procedure using previous research as a way to planning the succession of your key members in workplace.

14. What program/s would you recommend the employer of choice to offer based on the current profession your organisation is working in?

15. Review current exit interview in your workplace and refine for future workforce demand changes.

16. What may be areas of possible difficulty in your profession? Outline strategies in how to overcome these problems from the external market.

17. What effects will labour trends have on demand for labour in your industry? How would you refine your procedures to take into account these changes? 

18. What is the organisation’s organisational climate and how can you gauge employer and employee satisfaction.
 
19. Recommend changes in light of the global trends or incidents that will have or do have an impact on workplace in Australia.

20. Describe at least one tool that is to measure the effectiveness of change processes against agreed organisational objectives. What is the purpose of using environmental scanning in the development of your plan? What skills should in include in the gap analysis?
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