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UNIT STANDARD 7997 

 

Credits 

12 

 

Purpose 

A learner accredited with this standard will be able to effectively plan their professional 
development and implement their personal career plans to improve their functioning in the 
broader work and social environment 

 

Learning Assumptions 

NQF 1 or General Education and Training Certificate. 

Basic Business Principles CFH 04 preferable 

 

Range 

The applied competency expressed in this standard cover a variety of familiar and unfamiliar 
processes requiring a range of innovative responses based on informed judgment and analytical 
interpretation of information by the learner, who has complete responsibility for the quantity 
and quality of output 

 

Specific Outcomes And Assessment Criteria 

Specific Outcome 1: Identify the skills and knowledge required for the development of his/her 
career path, giving cognisance to personal objectives and present and future requirements of 
the individuals organisational role 

Assessment Criteria: 

 Understand the concepts associated with the field of self-development (e.g. career path, 
organisational culture, goals, etc).  

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term.  

 At regular intervals, produce evidence of ownership of career plan and of specific steps 
taken to implement and update the plan 

 Show evidence of researching training and development options with respect to selecting 
optimal resources 

Understand internal and external structures (e.g. statutory requirements and human resources 
development procedures) designed to assist in self-development 

 

Specific Outcome 2: Make and update his/her personal plans for developing skills to improve 
his/her performance where such plans contain challenging, realistic and measurable objectives.  
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Assessment Criteria: 

 Understand the concepts associated with the field of self-development (e.g. career path, 
organisational culture, goals, etc).  

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term.  

 At regular intervals, produce evidence of ownership of career plan and of specific steps 
taken to implement and update the plan 

 Show evidence of researching training and development options with respect to selecting 
optimal resources 

 Understand internal and external structures (e.g. statutory requirements and human 
resources development procedures) designed to assist in self-development.  

 

Specific Outcome 3: Prioritise goals and objectives, taking cognisance of organisational 
opportunities and constraints, policies, requirements and personal resources (e.g. internal or 
external).   

Assessment Criteria: 

 Understand the concepts associated with the field of self-development (e.g. career path, 
organisational culture, goals, etc).  

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term 

 At regular intervals, produce evidence of ownership of career plan and of specific steps 
taken to implement and update the plan 

 Show evidence of researching training and development options with respect to selecting 
optimal resources 

 Understand internal and external structures (e.g. statutory requirements and human 
resources development procedures) designed to assist in self-development.  

 

Specific Outcome 4: Select mechanisms for pursuing feedback of current levels of competence 
and personal growth (e.g. communicate with superiors), and planning the appropriate corrective 
action to accomplish his/her objectives 

Assessment Criteria: 

 Understand the concepts associated with the field of self-development (e.g. career path, 
organisational culture, goals, etc).  

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term 

 At regular intervals, produce evidence of ownership of career plan and of specific steps 
taken to implement and update the plan 

 Show evidence of researching training and development options with respect to selecting 
optimal resources 

 Understand internal and external structures (e.g. statutory requirements and human 
resources development procedures) designed to assist in self-development 
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Specific Outcome 5: Source, select and utilise the requisite resources for the successful 
achievement of planned objectives, drawing on the experience and guidance of senior 
management Assessment criteria 

 Understand the concepts associated with the field of self-development (e.g. career path, 
organisational culture, goals, etc).  

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term 

 At regular intervals, produce evidence of ownership of career plan and of specific steps 
taken to implement and update the plan 

 Show evidence of researching training and development options with respect to selecting 
optimal resources 

 Understand internal and external structures (e.g. statutory requirements and human 
resources development procedures) designed to assist in self-development 

 

Specific Outcome 5: Identify ways to minimise digressions or obstacles for the successful 
achievement of self-development objectives, making contingency plans if required (e.g. 
delegate work responsibilities).  

Assessment criteria 

 Understand the concepts associated with the field of self-development (e.g. career path, 
organisational culture, goals, etc).  

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term.  

 At regular intervals, produce evidence of ownership of career plan and of specific steps 
taken to implement and update the plan 

 Show evidence of researching training and development options with respect to selecting 
optimal resources 

 Understand internal and external structures (e.g. statutory requirements and human 
resources development procedures) designed to assist in self-development.  

 

Unit Standard Essential Embedded Knowledge 

 The impact of an "internal locus of control" and understanding of personal motivating and 
de-motivating factors in one`s self-responsibility for current and future personal 
development, as part of the lifelong learning process 

 Techniques of assessing personal potential, strengths and development needs and 
appreciation of the values of these to organisations 

 National legislation relating to career growth and skills development (e.g. Skills 
Development Bill) in order to identify opportunities for self-development 

 Resources (e.g. in-house training schemes, Human Resource department, guidance 
counselling, bursaries etc) available to the learner to assist or support in the planning and 
execution of his self-development plan 

 Personal motivating and/or demotivating factors (e.g. incorporating principles of Maslow`s 
hierarchy of needs). 

 Basic performance management principles (regular feedback on performance) and how to 
interpret and use such feedback constructively 
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 The different skills and knowledge required in order to progress into different 
organisational levels and career options 

 The need to update, adapt and change developmental plans in response to a dynamic 
(ongoing learning) environment, including social, economic, political organisational and 
technological factors (micro, meso, macro). 

 The constraints in the business world for immediate recognition for acquired competencies 
(e.g. career advancement 

 

Critical Cross-Field Outcomes 

 Identify and solve problems when encountering obstacles to personal development 

 Manage and organise oneself in adapting existing self-development plans to meeting the 
requirements of changing work and personal contexts 

 Collect, analyse, organise and critically evaluate information in researching and selecting 
the most appropriate resources in a dynamic environment for the 
updating/amending/fulfilment of self-development plan 

 Demonstrate initiative in identifying and utilising opportunities and taking responsibility 
for self-development within a dynamic environment 

 Demonstrate ability to create/foster an environment conducive to self-development (e.g. 
part of study group, self-discipline).  
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Section 1:  Career Path 

Specific outcome:  Identify the skills and knowledge required for the 
development of your career path, giving cognisance to your personal 
objectives and present and future requirements of your organisational 
role 

Assessment criteria 

 Understand the concepts associated with the field of self-development (e.g. career path, 
organisational culture, goals, etc). 

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term 

 

3.1 Introduction 

 

Formative assessment 1 
 

Formative assessment 2 

 

Formative assessment 3 

 

Why do we do the things we do? 

Many of us spend a lot of time, money and effort to make ourselves more attractive, more fun to 
be with, more skilled, etc.  in the end we are usually disappointed by the lack of results. 

We spend too much time and energy looking at the things around us in the environment and our 
superficial behaviours –our behaviours in front of friends and colleagues.  We try to change these 
in order to bring us happiness and contentment.  

What we need is a more effective way of bringing about changes in our life.  Steven Covey, a 
well-known author says we should look at ourselves – INSIDE- at our own characters and motives 
to find out why we do the things we do. 

 

Our thoughts determine our actions and words. 

When you think negative thoughts, your behaviour will also be negative.  When you behave in a 
negative way people will respond negatively to you. 
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How do I change this?  Be aware of negative thoughts as they enter your head; stop them and 
start thinking positively: 

 I am having a bad day – believe me, you WILL have a bad day 

 I am going to fail that test – if you think so before the test, you will surely fail 

 This dress/suit looks terrible on me – change your dress or your thoughts 

 I am fat/thin/ugly – nonsense and does it matter anyway?  Surely you have other beautiful 
attributes such as a lovely sense of humour? 

 Nobody will speak to me at the party- start speaking to them! 

 

Think about this… 

 Belief in limits creates limited people 

 I can choose to change all thoughts that hurt 

 I am unique and valuable 

 I can wait 

 I forgive everyone – including myself 

 I am in charge of my life 

 I must be aware of myself and take care of myself 

 I must appreciate all the good things and people in my life 

 I am strong and resourceful 

 I am responsible for my own happiness, my own success, my own life 

 It is not what happens that determines my life – it is what I do about it that will determine 
my life 

 

Be proactive 

Steven Covey wrote a book about the seven habits of effective people.  We will discuss all these 
habits during the course of this module.  As we discuss them, think of successful people that you 
know and admire and then consider whether they have this habit.  Successful people usually 
apply all seven habits – that is why they are successful. 

According to Steven Covey the first habit is to be proactive.  This means that you do not sit back 
and wait for opportunities to happen to you- you make sure that you are prepared so that when 
the opportunity does arise, you are ready to grab it. 

As an example, think about your career – where you want to be in 10 years’ time.  What 
knowledge, skills and experience will you need to get there?  Start planning now to get the 
knowledge, skills and experience so that, when an opportunity for promotion does come around, 
you are prepared. 

When you are proactive, you also take over responsibility for your own life and you stop blaming 
other people or outside events when things go wrong. 

As an example, when someone says: “He makes me so angry!” think about this: nobody can 
make you angry – you choose to become angry.  In the same way you can choose not to become 
angry 

To be proactive means that you have to take the initiative to make things happen in your life. 

When you make statements such as the following, means that you are not being proactive but 
that you are allowing circumstances to dictate to you: 
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 There is nothing I can do 

 That is just the way I am 

 They won’t allow that 

 

Formative assessment 4 
 

Formative assessment 5 
 

Mistakes and consequences 

In life you will make mistakes: at home, at work or even when you are relaxing.  This means that 
you have to think about the choices you make and, when you do make a mistake, accept and 
acknowledge the mistake and then LEARN from the mistake so that you do not do the same thing 
again. 

If you jump out of a window of a very high building you will be seriously injured unless a miracle 
occurs.  Think about what you want to do, how you want to do it and then think about the 
consequences.  If you cheat on your boyfriend/girlfriend/husband/wife there will be certain 
consequences.  Are you prepared to face these consequences and live with them? 

The same applies to the workplace.  If you swear at your supervisor or refuse to do your work, 
what will the consequences be?  Are you prepared to accept and live with the consequences? 

 

Commitments 

Part of being proactive is the ability to make commitments and promises and then to KEEP them. 

You will now do a SWOT analysis – an inventory of your personal strengths and weaknesses and 
the opportunities and threats that exist in the environment.  Be very honest about yourself – 
nobody is perfect and you certainly do not have to be.  if you are not entirely honest with 
yourself you will  not benefit from this exercise and it will affect your entire life and career. 

Strengths and weaknesses – these will be how you see yourself: do you get angry quickly or do 
you let other people tell you what to do?  Are you neat and tidy or a bit of a slob?  Are you a 
loyal friend or do you like to gossip?  Do you drink too much?  Are you too strict with other 
people?  Do you always want things to happen your way?  Are you hard working, etc? 

Opportunities – being able to attend good schools or attend a driver’s learnership or any other 
opportunities you can think of. 

Threats – anything that can stand in the way of achieving success: lack of money, being involved 
with the wrong group of friends, lack of skills and knowledge, and so on. 

 

Formative assessment 6 

 

You and your work 
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Most of our waking hours are spent at work.  To spend every moment hating our job and the 
people we work with results in a miserable existence.  This also will create conflict within our 
company and communication will break down. 

This is why we have to work at changing our attitudes and start planning our careers now. 

Formative assessment 7 

 

Formative assessment 8 

 

Formative assessment 9 

 

Formative assessment 10 

 

3.2 Career Planning 
We will now discuss some concepts regarding career planning 

Career 

Is a sequence of jobs or activities, planned or unplanned, involving elements of advancement, 
commitment and personal development over a period of time. 

-  Clark (1992) 

 

Career management 

A process whereby individuals collect information about 
their own values, interests and skills strengths and 
weaknesses, identify a career goal, and engage in 
career strategies that increase the probability of 
achieving career goals. 

Greenhaus (1987) 

 

Career path 

A map indicating the alternative routes (positions), an 
employee may follow to reach a given destination (Career goal.)  
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3.3 Career path planning  
When you plan your career path, there are different responsibilities: you have responsibilities, 
your supervisor has certain responsibilities and the HR department also has responsibilities: 

 

Individual responsibilities 

Your progress in the organisation depends on your potential, commitment and interest. 

 No one can force an employee to work to his or her full potential. 

 The individual employee is therefore responsible for his or her own destiny in the 
organisation.  

The Employer / Management responsibilities 

 An employee cannot create a structure in the organisation of the position that he or she 
wants in the long term. 

 Management makes decisions about budgets for jobs and training of staff. 

 Management should therefore specify career opportunities or career paths in the 
organisation.  

 The employee must however regularly consult with management to find out where their 
place is in the organisation.  

The Human Resource Practitioner 

The Human Resource Practitioner must facilitate the career management route of the employee.  

 

 

3.4 Factors influencing career management 
There are always factors that influence career management in any organisation and you have to 
take these factors into consideration when planning your career: 

 

  

 

   

 

Clark (1992)  

 

Environment.  

Changes in the macro (outside) environment are causing many companies to refocus their 
strategies.  

Clark (1992) identifies several major environmental factors that may affect career management: 

 Political Changes 

 Labour Legislation 

 Changing technology 

Environment 
Organisation Individual  
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 International  

 Competition / Environmental Factors  

 Opportunities 

 Economic Factors  

 

Political Changes Change in foreign policy. Foreign investors react to 
policy. 

Labour Legislation New Labour Laws, e.g. minimum wages. Companies go to 
countries where labour laws are not too strict. 

Changing technology New computers, less employees required to do the job 
that a computer can do.  

International Competition / 
Opportunities 

International companies (multi nationals) compete for 
the same market share as local companies.  

Economic Factors The strength of a currency and currency fluctuation etc. 
play an important role in foreign trade.  

  

Organisation   

 An organisation’s policy on employees will show its attitude and philosophy towards its 
employees. 

 An organisation must see its employees as resources and not mealy as a business needs.  

 The organisations culture will influence career management of the employee, as what they 
feel the worth of the employees are in the organisation will be reflected by the 
organisations culture. 

 Employers should do exit interviews with employees to find out what they feel the 
organisations culture is. 

 An organisation’s recourses and structure influence its career development system. 

 The hierarchy in the organisation will reflect what promotional opportunities are available 
in the organisation. 

 Financial resources will indicate how training and development needs will be addressed in 
the organisation.  

 Some organisations create a climate that encourages career development.  

 Companies that encourage development will have a serious focus on performance 
development.  

 Bursaries may be offered by organisations that want employees to study further.  

 The organisation’s goals may also be a factor in career management.  

 The organisation should be adaptable and flexible in all areas to insure its success.  

 

The individual      

The individual’s abilities, potential, commitment and interest in the work done is of paramount 
importance to the success of the individual career path.  
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3.5 The five stages of career development 
There are five stages involved in career development.  These five stages and your actions are 
shown in the table on the next page: 

 

1. Occupational choice 
preparation of work  

 Explore alternative career choices 

 Select a tentative career 

 Pursue the required education and training  

 Insight into one’s talents interests and rewards. 

2. Organisational entry 

 Selecting a position in an organisation.  In a country 
with limited resources and jobs, this is not always 
possible.  

 Individuals must be realistic and have realistic 
expectations. 

 Usually between 18 and 25 years of age. 

3. Early career 

Problems experienced in this 
phase: 

 Early frustration and 
dissatisfaction. 

 An incompetent superior. 

 Internal politics 

 Ignorance in evaluating 
performance.  

 Tension between junior and 
senior employees. 

 Insecurities about 
expectations.      

Here the individual wants to become a valuable 
contributor to the organisation.  The employee goes 
through 3 phases when entering the organisation. 

 Getting in phase:  here the employee tries to get a 
good picture of the organisation.  

 The breaking in phase: Here the employee tries to  
Be accepted in the work group and develops                         
relationships.   

 Setting in phase. Here a balance is met                        
between work and family Life.  

4. Mid-career  

 

 Between 35-50 years. 

 This is a period of stabilization. 

 Higher levels of responsibility. 

 Developing a level of expertise in the organisation.  

 Developing self worth. 

 A mid-career crisis may take place here.  

5. Late career  

 

Here the individual has two major concerns: 

 To still be a continuing productive contributor to the 
organisation. 

 Planning for effective retirement.  

 

   (Geenhaus and Callanan.)  
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These five stages are also shown graphically 
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 Section 2:  Goals and Objectives 

Specific outcomes: 

 Make and update personal plans for developing skills to improve performance where such 
plans contain challenging, realistic and measurable objectives 

 Prioritise goals and objectives, taking cognisance of organisational opportunities and 
constraints, policies, requirements and personal resources (e.g. internal or external) 

 

Assessment criteria 

 At regular intervals, produce evidence of ownership of career plan and of specific steps 
taken to implement and update the plan 

 Show evidence of researching training and development options with respect to selecting 
optimal resources 

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term. 

 

2.1  Begin with the end in mind 
This is habit number two, according to Steven Covey.  During the previous section you wrote 
your own obituary now and in 10 years’ time.  There is probably a big gap between where you 
are now and where you would like to be in 10 year’s time.  So we will start with the end in mind 
– where you want to be in 10 or 15 years. 

When want to go on holiday or buy new furniture or a car, we spend hours thinking about it.  We 
plan the whole process – what will it cost, how will we get there, we discuss the matter with the 
family.  In short, we research the entire matter so that the end result is perfect. 

So why, when it comes to our lives and careers do we not do this? 

The following section has already been discussed in length during module 5 and is therefore only 
summarised for this module. 

 

2.1  Goals and objectives 

The Difference Between A Goal And An Objective 

A Goal is a general outcome statement. 

An Objective spells out clearly and in measurable terms, what the goal or aim will look like 
when met. 

You first decide on a goal that can be achieved, to enable you to focus more accurately on the 
objective.  It would be difficult to develop an objective without some idea [the goal] of what 
the goal is.  

Therefore, the goal is decided upon first. Then we write our SMART objectives, is such a way 
that it will help everyone involved with it to attain it. This is why the goal always comes before 
the objective. 

The goal is usually only the action or activity. That is, to diet, to stop smoking, to devote time 
to the children, to paint the house, or tidy the garage, etc. These goals are adequate for home 
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and sport activities, but do not contain enough substance to enable anyone to really become 
seriously motivated to actually attain them. 

 

Setting Objectives 

Objectives must always be SMART: 

 Specific  

 Measurable 

 Attainable 

 Relevant 

 Time bound 

 

 

 

Specific 

Objectives must be specific.  Don’t say, “I want to bake more cakes per day,”  rather say: “I 
want to bake 50 cakes per day”. 

Measurable 

You must be able to measure the objective if you want to use it as a control system.  How can 
you check if you are achieving goals and objectives if you don’t know against what you should 
check them? 

Include as many of the following as possible: 

 Quality:. 

 Quantity:. 

 Cost/Value:. 

Attainable 

You have to set objectives that can be reached. If you set objectives that cannot possibly be 
reached, you are wasting time and you will become discouraged.  You cannot possibly start 
baking 1500 cakes per day, if you have been baking 50 cakes per day.   

Relevant: 

The objective must be relevant to your specific goals.  Don’t set an 
objective that has no relevance to the goal: “I want to make 45 meat 
platters per day” has no relevance to baking cakes.  If your objectives are 
not relevant to the goal, you will confuse yourself. 

Time 

You have to set a date by when you want to achieve the objective.  “ I 
want to bake 70 cakes per day by the end of February.”  Examples could be: Within the next two 
weeks; by January 15; before lunch break/stocktaking/home time, etc.  
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An objective without a time parameter is like an athlete running a 
race without being timed. He may win, but how good is that? 

 

Always commit goals and objectives to paper.   

We tend to try and achieve goals once we have written them down.  

 

Writing Objectives 

Here’s a handy tool to use when writing objectives.  Use this format and your objectives should 
always be SMART. 

Objective Target Date Responsibility Action Steps Resources 

What must be 
done 

By when it 
should be done 

Who should do it How should they 
do it 

What 
resources 
will they 
need to do it 

 

Action Plan 

Once you have written down your goals and objectives, you must develop an action plan so that 
you stick to your goals and objectives.  The action plan will also help you to take the necessary 
remedial or corrective action when something happens that upsets your plans.  You can also use 
this method to prioritise your work activities. 

 During the planning process you identify and record the tasks that need to be done.   

 After identifying these tasks you must now prioritise these tasks in order of importance to 
enable you to do the most important tasks first and then the ones of less importance.  
When prioritising these tasks you need to ensure that this is done in accordance with your 
goals and objectives, or your company’s policies and procedures if you are using this 
method to prioritise your daily activities. 

 All of us know that few things work out exactly as we planned them.  No matter how well 
you plan, there is always the possibility that something unforeseen can happen to 
necessitate some kind of change to the original plan.  This may mean that priorities also 
change and a task that was important and high on your list of priorities now suddenly is 
lower down the order.  If you are able to adjust your priorities to accommodate 
unforeseen incidents it will make you a more effective worker and help you to achieve 
your goals and objectives. 

Prioritise your work and study activities 

You have to choose the most important items to deal with first. It is the ability to prioritise that 
separates a successful administrator from an inefficient one. 

Most people find it best to work on a weekly plan, which is completed in 20-30 minutes on a 
Friday for the week ahead. This is supplemented by a daily plan, completed in 15-20 minutes at 
the end of each day, for the following day. You may need to vary this to suit your particular 
circumstances 

You have to plan your day and your work according to the level of priority for specific tasks.  To 
do this, you need to plan on paper, doing it in your head will be of no help to you at all. 
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Break Big, Difficult Tasks Into Smaller Ones.  

The Chinese have a saying that “A journey of a thousand miles begins with a single step.” 
Breaking a task up is rather like taking this single step. It makes it easier to start and it is 
surprising how quickly the steps mount up until you find you have covered quite a distance 

In other words, if you need another full qualification to advance your career, break the 
qualification into individual unit standards and concentrate on achieving them one at a time. 

Use the following guidelines: 

Identify the Nature of the Job 

 The content: how long will it take 

 Deadlines if any: by when should it be finished 

 Other people involved: do other people have to help you, are you waiting for information 
from someone else, etc. 

 The level of priority: how urgent is it. If necessary meet with your manager or colleagues 
for advice. 

Draw up a checklist of tasks in logical order. 

Discuss and allocate time spans for each task 

Do the most important things first.  

Begin the day by concentrating on the items that really matter. When 
unscheduled items arise, like an interruption, ask yourself is it more 
important than what I was doing? If it isn’t, try to find a tactful way of 
putting the interrupter off until a more convenient moment later in the 
day. Leave 25 percent of each day unplanned in order to cope with the 
uncompleted and unscheduled tasks.  When you are studying part-time, 
this becomes very important – do the most important things first and do 
not allow interruptions. 

Set aside a specific unbroken period of time to carry out those tasks that 
need your undivided attention.  Choose this time when you can work entirely uninterrupted by 
calls, visitors, etc. 

Plan ahead for weekly tasks as well 

Do you have to hand in assignments this week?  Plan ahead for this. 

Diarise tasks that have to be completed by a certain date, and include those tasks on that day’s 
daily list, following the same procedure 

Stick to your plan 

Ask yourself:  

 What do I want to have accomplished by the end of the time period I have chosen?  

 What activities will help me to achieve my objectives?  

This will help you to keep your attention clearly focused on 
them and not lose sight of them when under the pressures of 
the daily grind 

Cross off completed items. 

As you complete tasks, cross them off your list. 

 

Above all 

                    Put your plan and schedule into action - Do It Now 
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For those who doubt the wisdom of spending so much time planning, believing that it is better 
to concentrate on doing things rather than getting ready to do them, it is worth nothing that at 
least half of all planned activities get done. In other words, there is a better than 50 percent 
chance that an activity will take place as planned 

If you did not do everything you were supposed to, identify the reasons 
why you did not. 

Always write down the reasons why you think you did not do everything you were supposed to. 

 

2.2  Put first things first 
We all think that we apply habit number 3, but do we really?  Ask yourself the following 
question: what one thing could I be doing, that if I did it regularly, would make a tremendous, 
positive difference in my personal or working life?  Once you have the answer to this question, 
you will be able to put first things first. 

You do have control over what you do and how you do it – you are able to manage yourself. 

The first thing to do is to identify the various roles you have in life.  These may include things 
such as brother, sister, husband, wife, friend, teacher, etc.  All these roles require time from 
you and you must include them in your daily planning activities.  We all know today how 
important it is to spend time with family and friends and also to spend time doing things that 
will help your career. 

Once these roles are clear to you, decide on two important goals you want to achieve during the 
next week.  You might want to invite some friends over for dinner or watch a game. 

Include these activities in your planning. 

Formative assessment 11: do you procrastinate? 

 

Formative assessment 12 
 

Formative assessment 13 

 

Formative assessment 14 
 

Formative assessment 15 
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Section 3:  Feedback 

Specific outcome 

Select mechanisms for pursuing feedback of current levels of competence and personal growth 
(e.g. communication with superiors) and planning the appropriate corrective action to 
accomplish objectives 

 

Assessment criteria 

 Understand internal and external structures (e.g. statutory requirements and human 
resources development procedures) designed to assist in self-development 

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term 

 

3.6  Get feedback about your performance 
How will you know what progress you are making regarding your career path?  By discussing the 
matter with your supervisor, manager and the HR department. 

Most organisations do performance appraisals at least once or twice a year.  When your 
supervisor is discussing your performance with you, take note of your areas of improvement.   

 Make a point of discussing possible training opportunities that can help you to work on your 
areas that need improvement.   

 Also find out what other assistance exists in the organisation that can help you to improve 
your work performance, such as mentoring. 

 At the same time, discuss your future career prospects with your supervisor and manager 
and the HR department, if necessary.  Make sure that your personal career plan is still on 
track – that you are busy acquiring the necessary knowledge, skills and experience to help 
you develop your career. 

 Find out about training opportunities, resources and other assistance that can help you to 
manage your career 

 Check these opportunities against your career plan.  If necessary, make changes to your 
career plans to make sure that you are still in the process of getting the knowledge, skills 
and experience that you need in order to develop your career in the organisation.  

 Find out what changes are taking place in the organisation so that you can make sure that 
you are still on track with your plans for your career 

 If you need help to change your plans, ask your supervisor, manager, mentor or the HR 
department to help you make the right choices  

Receiving Feedback On Your Performance 

It is difficult to admit weaknesses and shortcomings to other people, especially when you work 
with them and they can influence you career and promotions. 

It is important to remember that nobody is perfect and that some guidance and advice can help 
you a lot to improve your work performance and to ensure that your career plan stays on track. 

Follow these steps when receiving feedback on your performance: 
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 Listen carefully and clarify, where necessary. 

 Welcome the information as an opportunity to learn something. 

 Ask for honesty and openness. 

 Ask for specific examples. 

 Do not argue. 

 Do not get defensive. 

 Thank the other person for giving you feedback. 

 Give a commitment that you will reflect on it 
and take necessary corrective action. 

 Think about it seriously and act thereupon 

 Evaluate your reactions to feedback. 

 After every performance appraisal or discussion regarding your career, do a SWOT analysis.  
This will help you to make sure that you stay on track. 

 

3.7  Think win-win 
This is Steven Covey’s fourth habit that successful people have.  

According to him, there are six types of human interactions: 

o Win/Lose 

Where one person wins and the other loses – one person gets his way and the other person is left 
with nothing but bad feelings.  Before you adopt this attitude, think of what happens to the 
loser?  How will this person feel towards you? 

Also remember that this attitude will not work in an environment where co-operation and 
teamwork is necessary to achieve the objectives of the organisation 

o Lose/Win 

This often happens in personal relationships where one person adopts the attitude: “I am the 
loser – you are the winner”. 

Before you adopt this attitude, think of what it says about you as a person and how it will affect 
your career.  Do you know any managers or supervisors who have this attitude? 

o Lose/Lose 

This happens often when couples divorce – everybody loses.  This is not a proactive or 
constructive attitude to adopt to life.  Strikes are another example of a lose-lose situation – the 
gains in salary or benefits is totally wiped out by the strike and the number of days without pay 
or employees to carry on the business of the organisation.  it is best to negotiate to a point 
where everyone wins a little bit. 

This does not mean that no strikes should take place, only that it is better to negotiate to a 
point where everyone is a winner. 

o Win 

Many people think no further than winning.  They do not want someone else to lose, they simply 
want to win.  This is so true of sport fans – look at their behaviour when their team does not 
win, even though it is not possible for one team to win all the time.   

When people have a win attitude, they think only of themselves and leave other people to look 
after their own needs.  If you have this attitude, what kind of manager would you be? What 
would happen to your employees? 
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o Win/win 

This attitude is beneficial to both parties and when you are involved with a team, this is the 
attitude you should have.  When you work in a team, everyone is affected and everyone should 
feel like a winner. 

If you have a win-win attitude, you are going to be more happy in your personal and work life. 

 

Formative assessment 16 
 

3.8  Seek first to understand, then to be understood 
Habit number 5.  How well do you listen to other people?  Your supervisor, 
your colleagues, your facilitator, your husband/wife, your children? 

The most important thing to bear in mind when you think about your 
listening skills is to always remember that you cannot hear what is being 
said when you yourself are talking.   

We have TWO ears and ONE mouth: use them in that order, in other 
words, listen more than you talk. 

The importance of listening skills should not be underestimated. The words that people use give 
us clues as to the concepts and criteria that are important to those people, and these can only 
be explored through listening. 

When others speak, we listen at one of five levels:  

 Ignoring 

 Pretend listening 

 Attentive listening 

 Empathetic listening / Active listening 

People who listen at the first four levels often pursue personal motives.  People who practice 
the fifth level of listening, empathic listening, try to discover what the other person really 
means and feels from his or her point of view. 

Ignoring:  Making no effort to listen. 

Pretend:  Making believe or giving the appearance you are listening. 

Selective:  Hearing only the parts of the conversation that interest you. 

Attentive Listening: Paying attention and focusing on what the speaker says and comparing that 
to your own experiences.  

 

Active Listening 

Is a skill and is as important as giving orders in obtaining results. 

 Give your full attention to what is being said. 

 Make sure that you really understand. 

 Listen between the lines. 

 Look for non-verbal clues. 

 Mentally summarise and evaluate objectively. 
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 Be empathetic. 

 

What makes a good listener?  

This is actually a question of feedback. Good listeners use a variety of non-verbal and minimal 
cues to keep the other person talking. These include the use of phrases such as: 

 “Yes” 

 “I understand” 

 “And then what” 

 “Tell me more” 

 “If I understand you correctly…” 

 

addition good listeners also use a lot of the following:  

 Use the 66:33 rule, that is, they listen for 66% of the time and only talk for 33% of the 
time 

 Use acknowledgement:  they give verbal recognition that they have heard what the talker 
has said 

 Show interest, that is, they use non-verbal means to show they are engaged 

 Ask more than they tell, that is, they use open questions to gain information without 
specifying the answer. 
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Section 4: Select and Utilise Resources 

Specific outcome 

Source, select and utilise the requisite resources for the successful achievement of planned 
objectives, drawing on the experience and guidance of senior management 

 

Assessment requirements 

 Show evidence of researching training and development options with respect to selecting 
optimal resources 

 

4.1  Knowledge Sources 
Knowledge can derive from many different formats (books and magazines (paper or online), 
news and message boards, knowledge databases, feedback, seminars and discussion... 

Some examples are listed below. 

 

Documentation and Training 

Most organisations have in-house training courses or are willing to arrange for a third party to 
provide training for their employees.  You have to be proactive in order to find out what training 
interventions are being planned by your organisation and how this will help you to further your 
knowledge and skills. 

The organisation will also have an operations manual that will detail exactly how your job should be 
done, what the standards of the job are and how you will be measured. 

Study the operations manual and make sure that you do not deviate from the procedures and 
systems that the organisation wants you to follow.  Remember, you are responsible for developing 
your career and making sure that you do your job to the best of your ability. 

 

Support systems in the workplace 

You already have a support system in the workplace – the other employees, your supervisor, your 
manager.  Approach them when you need help or when you are unsure of what to do. 

 

Knowledge Providers 

Find out where you can get the required qualifications, knowledge and skills that you need to 
do your job to the best of your ability and to manage your career.  If your organisation does not 
provide the training, find out how they can help you to study further in order to improve 
yourself. 

 

Feedback 
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Request feedback from your colleagues and management.  How else will you find out how you 
are doing and how you should proceed with your career plan? 

 

Libraries 

Libraries stock most of the magazines and newspapers read in their areas.  There are also 
encyclopaedias, text books on any subject, biographies and autobiographies and, of course books 
of fiction available in libraries. 

If you are unsure where to find a book about a specific subject, you can ask the librarian to 
assist you. 

Certain books can be taken out of the library, but the so-called reference books may only be 
used inside the library. 

Many bigger organisations have in-house libraries.  These libraries typically contain books about 
the industry in which the organisation operates, as well as operational procedures and training 
manuals.  

 

Internet 

You can also search the Internet for information.  The Internet is like a very large library.  
Where a library is filled with books containing information, the Internet is made up of web sites 
that are filled with information. 

Searching the Internet is a lot like using an Index book: you go online to a website such as Mweb 
or MSN and you will find a Search option somewhere on the first page, that is also called the 
Home page of the website.   

The Search option will give you space in which to enter a keyword or keywords, just like you 
would look in an Index.  You then click on a button and the computer searches for websites that 
contain information about the word you typed in. 

Because the Internet is a worldwide resource of information, there is an awful lot of information 
to be found out there, so you have to be very specific when you search for information on the 
Internet.  

If you, for example, enter dogs as your keyword, you will end up with a couple of million hits.  It 
is impossible for you to visit all those websites, so you have to narrow down your search, for 
example by typing in the specific breed of dog you want information on: golden retriever or 
whatever breed of dog you want information on.  This will give you less hits, hopefully only 
about twenty or thirty websites, which is much more manageable. 

Some websites you can use: 

www.howstuffworks.com 

www.answers.com 

 

Magazines and Newspapers 

Magazines and newspapers always contain a lot of information.  You will find information about 
developments in the business world such as labour unrest, technology as well as industry specific 
information.   

Most newspapers and magazines have sections about: business, sport, new developments, 
technology, books, music, art, general news and more. 

http://www.howstuffworks.com/
http://www.answers.com/


25 | P a g e  

 

You will also find industry specific magazines that are about computers and IT, language and 
culture, transport industry, training and education, mining, marketing and advertising, the HR 
industry, the retail industry, etc. 

Then there are magazines dedicated to geography, aviation, wildlife, animals, the Internet, 
computer games, sport, fashion, home improvements, gardening – in short for just about any 
subject you will find a magazine.  

 

Keeping Skills Up-to-Date 

Keep your knowledge of your industry, your organisation and your career requirements up to 
date  

 Training - attend courses 

 Gather information from seminars and industry events and industry magazines 

 Talk to others in the industry and join industry related groups 

 

Habit 6 Synergise 

Synergy means that the whole is greater than the sum of its parts.  What you can achieve in your 
team is usually more than when you each work individually on your own. 

We have shown you how much support, knowledge and assistance is available to you both in and 
outside the workplace.  When you manage your career, apply synergy – utilise the assistance that 
is available to you. 
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How I feel……… 

Section 4:  Minimise Obstacles 

Specific outcome 

Identify ways to minimise digressions or obstacles for the successful achievement of self-
development objectives, making contingency plans if required (e.g. delegate work 
responsibilities) 

 

Assessment requirements 

 Produce evidence of the process of self-evaluation and self-analysis and demonstrate the 
utilisation of the information in a self-development plan displaying realistic, challenging 
and measurable objectives, both in the short and long term 

 At regular intervals, produce evidence of ownership of career plan and of specific steps 
taken to implement and update the plan 

 

We make projections and predictions about the future and we plan accordingly.  However, 
things can and do go wrong.  It can happen that deadlines at work or illness and death at home 
can cause us to miss deadlines regarding our studies and training opportunities.  Or the work 
situation can change due to restructuring of the organisation or other changes in the workplace. 

It is important that you do not allow these obstacles or hindrances to take you off course.  You 
have to be aware that at times things will change for you and you must have a backup plan –  

 What will you do if the organisation is restructured in such a way that your chosen career 
path no longer exists? 

 What will you do if you miss a deadline for handing in assignments? 

 What will you do if the qualification you are studying for changes? 

 What will you do if pressure at work prevents you from attending 
classes? 

 What will you do if there is a sudden serious illness or accident 
involving your family and it causes you to miss deadlines? 

These are only a few of the things that can go wrong and you have to 
consider obstacles and hindrances and what you can do about 
them. 

 

Formative assessment 17 

 

4.1  Ways to Lessen Stress 

 

Express your feelings. 

Write yourself a letter describing how you feel about the situation.  This 
letter is only for your eyes so don’t hold back – write it all down until there 
is nothing left to say.  Put it aside and read it sometime later, analyse what 
you have written.  Draw up and implement an action plan to resolve or 
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lessen the situation. 

 

Identify your sources of stress and develop an approach to reduce them 
or get rid of them. 

e.g. If you never have time to complete tasks apply time management techniques.  Plan what 
you have to do and keep to the plan.  If you find yourself carrying the greater part of the 
workload, talk to your co-workers or your supervisors. 

 

Find someone you can trust and tell them how you feel. 

Do not bottle things up.  Just talking about things helps a great deal.  If you do not have a family 
member, friend or work associate you can talk to, find a professional helper to assist you.  This 
could be your minister or a social worker. 

It is not a sign of weakness but rather one of maturity, as you and your family can 
only benefit. 

 

Find ways of relieving stress. 

 e.g.Play sport 

 Go for a walk.  Develop a hobby, etc. 

 (Be kind to yourself – you deserve it) 

 Practice relaxation techniques 

 

Take charge of the situation by being proactive rather than avoiding 
the problem. 

Once you have an action plan you feel more in control and the stress level reduces.  Remember 
however, that to eat an elephant you eat it in chunks.  So don’t set unrealistic targets. 

 

Be kind to your body. 

Cigarettes, dagga, drugs, alcohol, caffeine and sugar may make 
you feel good in the short-term but we all know the long-term 
consequences.  Articles on weight, exercise and health are 
frequently featured in magazines and newspapers but most of 
the time we ignore them and ignore that we have a problem. 

It is a matter of personal choice but be prepared to accept the 
consequences without grumbling. 

 

 

Set smart objectives and goals. 

 Specific 

 Measurable 
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 Attainable 

 Realistic 

 Timeous 

NB: A journey of a thousand miles starts with but a single step. 

 

Take personal responsibility for the quality of your life. 

Life is a series of choices. 

Even doing nothing or avoiding facing up to problems is a personal choice.  Stop blaming others 
for what is happening to you or the situation you find yourself in – accept responsibility for your 
own life. 

 

4.2  Habit 6: Sharpen the saw 
When you work with any type of tool or even a knife in the kitchen, you will agree that it makes 
absolutely no sense to use the tool once it has become blunt.  The task will take longer to 
complete and, where precision is needed, the results will not be good. 

 Think about the habits that have been discussed : what do you feel is the saw that you 
have to keep sharpened? 

If we think of our example of the saw, you will know that the time you save by not sharpening 
the saw is quickly swallowed up by the extra time it takes to finish the task using the blunt saw.  
This is also true of you and your personal saw. 

 Think of four areas where you can “sharpen your saw.” 

It is also important to remember that you can sharpen the saw by doing small thing consistently 
(all the time). 

 How can you make these changes in your life? 

Sharpening the saw is the single most powerful investment that you will ever make in your 
life.  You are the instrument of your own performance and to be effective you have to 
understand and recognize the importance of taking time regularly to sharpen the saw in all 
four ways.  
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