Understand how to reflect on own verbal and
written skills
Unit 17 – Adapt personal information for
employers
Instructions and answers for teachers
These instructions should accompany the OCR Lesson Element ‘Understand how to reflect on
own verbal and written skills’, which support OCR Awards and Certificates in Employability Skills
Unit 17 – Adapt personal information for employers.

Associated files
Lesson Element Activity – ‘Understand how to reflect on own verbal and written skills’
Expected duration
Task 1 – 45 minutes
Task 2 – 30 minutes
Task 3 – 45 minutes

Task 1 – Identifying verbal strengths and weaknesses
Learners could gather information from others before completing their self-evaluation to assist in the
justification of their rating.

Task 2 – Identifying written strengths and weaknesses
Learners could share their self-evaluation forms and ask for ideas on how to develop those areas
they have rated 1 or 2 before choosing two areas to focus on in an action plan.

Task 3 – Making an action plan
Discuss with learners before they start their Action Plan what are meant by SMART targets.
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SPECIFIC

M

MEASURABLE

What are your success criteria? If your goals are not
measurable, how will you know when you've achieved them?

A

ACHIEVABLE

Do you have the necessary resources to achieve them?

R

REALISTIC

Are they "do-able"? Are they achievable given the limited time
and resources you have?

T

TIME-BOUND

Have you set a deadline? Can you say what needs to be done,
by whom, and by what time?

Are they clearly identifiable or are they vague?

Below is an example of the type of Action Plan they may prepare:
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