
Unit of Competency CPCCBC4025 
Manage personal work priorities and professional development
Application
This unit specifies the skills and knowledge required to prepare for personal responsibilities in the workplace and provides opportunities for personal professional development.
The unit covers managing own work performance, setting and meeting own work priorities and developing and maintaining professional competence.
This unit of competency applies to builders, site managers and forepersons, estimators, managers and other construction industry personnel who are responsible for planning and meeting project targets and who wish to improve own personal workplace performance. 
This unit is suitable for people with specialised knowledge, completing routine and non-routine tasks and using their own judgement to deal with predictable and sometimes unpredictable problems.
[bookmark: _Hlk3283168]Completion of the general construction induction training program specified by the model Code of Practice for Construction Work is required for any person who is to carry out construction work.  Achievement of CPCCWHS1001 Prepare to work safely in the construction industry meets this requirement.
No licensing, legislative or certification requirements apply to this unit at the time of publication. 
[bookmark: _Hlk512512031]Prerequisite Unit
None
Elements and Performance Criteria
	1. Manage own work performance.
	1.1 	Identify personal qualities appropriate to the construction workplace 	environment and culture. 
1.2 	Create a personal work and professional development plan to show strategies 	and priorities linked to personal responsibilities and accountability. 
1.3 	Create and document strategies that will assist in maintaining stable and consistent work performance in pressure situations.
1.4 	Recognise difficult workplace situations and address promptly, sensitively and 	positively.
1.5 	Establish and meet work performance and presentation requirements.

	2. Set and meet own work priorities.
	2.1 	Assess competing demands for work requirements and set priorities to 	achieve individual, team and organisational work priorities. 
2.2 	Manage activities effectively to accomplish personal, team and organisational 	goals and objectives.
2.3 	Improve efficiency and effectiveness in managing work priorities and 	commitments by using technology.

	3. Develop and maintain professional competence.
	3.1 	Assess personal strengths and weaknesses against job requirements to 	determine personal development priorities and action where necessary.
3.2 	Seek feedback on performance to improve professional development.
3.3 	Identify opportunities to develop management skills and enhance 	performance relevant to the job role.
3.4 	Participate in professional networks and associations to enhance knowledge, 	skills and relationships.


Foundation skills
Foundation skills essential to performance are explicit in the performance criteria of this unit of competency.
Unit Mapping Information	
Supersedes and is equivalent to CPCCBC4025A Manage personal work priorities and professional development	 
Links
Companion Volume Implementation Guide: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=7e15fa6a-68b8-4097-b099-030a5569b1ad

 
Assessment Requirements for CPCCBC4025 
Manage personal work priorities and professional development
Performance Evidence
To demonstrate competency in this unit, a person must manage personal work priorities and recognise and manage workplace improvement opportunities.
In doing this, the candidate must:
· manage day to day responsibilities and work with others to coordinate and action tasks
· deal with difficult situations relevant to the work role
· manage conflict and change in construction work situations
· self-assess own strengths and weakness, seek feedback on performance on at least one occasion
· develop and implement a personal and professional development plan.          
Knowledge Evidence
To be competent in this unit, a person must demonstrate knowledge of:
· organisational policies and procedures and managerial guidelines
· relevant building and construction industry regulations, codes and standards
· principles and practices of management
· morals and values of the workplace
· [bookmark: _GoBack]work priorities:
· work in progress
· planning new work
· prioritising and scheduling
· dealing with conflicts
· supporting individual and team goals and targets
· determining work and personal needs
· personal and professional development:
· network and associations within the industry
· technologies to assist in time management
· visual management tools
· reassessing own performance
· elements of personal work and professional development plans:
· short, medium and long-term goals
· critical self-analysis 
· objectives
· outcomes
· timeframes
· measuring success
· resources and support needed to achieve goals
· process of self-analysis:
· identifying own strengths and weaknesses
· identifying opportunities
· identifying and minimising negative influences
· personal qualities: 
· appropriate personal presentation for the job role
· confidence
· fairness
· integrity
· patience
· perseverance
· truthfulness
· timeliness and punctuality
· digital tools and devices to communicate and collaborate effectively with others
· a range of digitally based technology and applications to develop professional development plans and compile and save information
· workplace procedures and workplace safety requirements.
Assessment Conditions
Assessors must satisfy the requirements for assessors listed in the Standards for Registered Training Organisations. 
Assessment must be conducted in the workplace or in a realistically simulated workplace environment. 
Candidates must have access to:
· organisational policies, procedures and other quality documentation to undertake the performance criteria and assessment requirements
· team members, colleagues or 
· digital devices, applications and software to access information and assist with the management of work priorities.
Links
Companion Volume Implementation Guide: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=7e15fa6a-68b8-4097-b099-030a5569b1ad
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