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Learning Outcome 4 : Be able to address personal development needs

P1: explain the personal 
attributes valued by employers

P2: explain the principles of 
effective communication

P3: discuss potential barriers to 
effective communication

P4: demonstrate a range of 
effective interpersonal 
skills

P5: use IT to aid communications

P6: communicate technical 
information to a specified 
audience

D2: justify the use of the IT used 
to aid communication

D1: explain how some of the 
potential barriers can be reduced

M2: explain the choices of the IT 
used

M1: explain the different personal 
skills that employers may require for 
specific IT job roles

Pass Merit Distinction
Whole Unit Criteria check!

P7: produce a personal 
development plan

P8: follow a personal 
development plan

M3: identify primary areas for 
improvement and how these will 
be achieved
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Comment/Action

Comment on your teachers feedback here!

Teacher Feedback

Final Review

Your teacher will write their feedback here!

What went well?

Peer Review

Even better if…

Ask a friend to review your work here!

Grade

The Personal Development Plan!

Comment/Action
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Criteria

LO4: Be able to address personal development needs
P7 produce a personal development plan
P8 follow a personal development plan

M3 identify primary areas for improvement and how these will be 
achieved

Be able to address personal 
development needs

• Identification 
(e.g. self assessment, appraisal 
meeting notes, feedback, 
performance data)

• Recording needs 
(e.g. target setting, appraisal 
records, performance 
management reviews)

• Addressing needs 
(e.g. work shadowing, team 
meetings, training, conferences)

• Learning styles and characteristics 
(e.g. active or reflective, visual, 
auditory or physical)

• Preparing a well structured CV and 
application 

(e.g. focussed, accurate, 
relevant, proofed).

Centres may wish to consider this Learning Outcome when beginning 
to teach the unit. 
Learners should be taught how they can identify their development needs 
through role plays with a given scenario e.g. details of a company and 
what the company does and then look at various people in the company 
e.g. a new starter to various heads of department and try to develop what 
needs they may each have. 

They should be encouraged to find job advertisements for the roles 
that they would like to be in and identify the gaps in their knowledge 
or skills. From here they could carry out a group or one to one discussion 
of the steps, requirements and additional learning needed to achieve that 
role.

Learners can be taught about various learning styles and how these can 
impact on the workings of a group – they may wish to think about their 
own experiences.

For reinforcement learners can try the following http://
www.businessballs.com/vaklearningstylestest.htm

Learners must be shown how to write a standard business letter and 
the layout and formatting of a letter. 
They should be shown what information is included on a CV (and 
what CV stands for) and how it is laid out. 
The tutor may wish to show learners good and bad examples of both and 
get learners to critique them. Learners should then create their own CV 
and letter of application for a specific job they are interested in. It may be 
easier to engage learners, if this is related to the job role used in their 
personal development plan.

Assessment Criteria P7, P8, M3

Learners must put together a personal development plan and evidence it in an appropriate format. They 
should clearly identify their objectives and the steps to be taken to achieve as well as their own 
negotiated timescales. 

This must be followed over a period of at least three months so that progress can be monitored and 
reviewed. Evidence may include review meetings, assessment outcomes where the learner and tutor get 
together in order to evaluate progress within the plan.

For the Merit criteria M3, learners should review their personal development plan and update it by 
identifying primary areas for improvement and how they will address these improvements. Learners 
could include copies of job descriptions to support the decisions made and approach taken and identify where 
the improvements they have made or are making as part of their development plan could affect their 
application for the job/jobs.

You’ll cover t
his in 

another task 
where you 

apply for a j
ob and 

submit your o
wn CV.

What the Specification asks fo
r…



PLAN

P8: follow a personal 
development plan

M3: identify primary areas for improvement 
and how these will be achieved

P7: produce a personal 
development plan

Primary areas for development

Month 1

Date range: -
3 months!

Monthly targets/Actions…

Month 2

Month 3

Actions to take to improve these…

- Which personal attributes/skills would you like to develop over 3 months

- What can you do to help you improve these attributes/skills?

- Set weekly targets to help you develop your skills/attributes.

Week 9

Week 10

Week 11

Week 12

End of month reflection

Month 3

- Reflect on your progress towards personal development



Week 5

Week 6

Week 7

Week 8

End of month reflection

Month 2

- Reflect on your progress towards personal development
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Week 1

Week 2

Week 3

Week 4

End of month reflection

Month 1

- Reflect on your progress towards personal development


