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INTRODUCTION

Welcome to your Building the Mindset for Workplace Excellence Course Guidebook. This Guidebook is designed to challenge you to take 
some of your learning ‘off-line’ and think deeply about how you can apply the learning from the course into your current or future workplace.

You will be required to reflect on self-assessment quizzes, think about and develop various plans to guide your career direction and apply plenty 
of effort to get the best results.

You will be prompted to head to your Guidebook to complete various tasks within the course. By the completion of the course you will have 
developed various strategies and tools which you can put into action to assist your development as a young person in the workforce. 

Finally, the effort you put in will be recognised as evidence of your development and growth and this Guidebook can be presented to your 
teachers, mentor, colleagues or manager to demonstrate your competence and work ethic.

We trust you will enjoy the course. 

The LoE Team
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BUILDING THE MINDSET FOR WORKPLACE EXCELLENCE SUCCESS CRITERIA AND DEFINIT IONS

Building the Mindset for Workplace Excellence Success Criteria has been developed to provide teachers, students and workplace leaders with a 
guide on what the continuum of success looks like for this e-learning course. The course itself is designed to encourage students to develop 
knowledge and independence and apply this within their workplace environments. The Success Criteria is reflective of this methodology.

Critically, students can be in control of their learning by constantly reflecting on their growth against the developed criteria and seeking feedback 
or new opportunities to progress in areas of need or passion. Teachers or workplace leaders can support this process by facilitating discussion and 
providing feedback on observed behaviours or, relating their own workplace experiences to help provide context to students as they learn.

DEFINITIONS
The 4 C’s are a constant thread through all of Leaders of Evolution’s learning programs and provides a clear lens for students to recognise areas 
of learning and growth. Each e-learning course we design has the 4 C’s definition tailored to the intended learning outcomes for that course.

COMPETENCE CONFIDENCE

The ability to work hard, 
persevere and be an 

autonomous and 
independent worker. Those 

demonstrating good 
character will have a 

strong and consistent work 
ethic, display a positive 

attitude, respect their own 
and others time and be 

able to honestly reflect on 
their workplace 
performance.

The ability to recognise the 
key skills of being an 

autonomous and 
independent workplace 

learner and apply these skills 
within their working 

environment. Those displaying 
competence will be able to 
assess current strengths and 
areas of improvement, set 
appropriate goals, solve 
workplace problems and 

work independently.

The ability to be proactive 
in seeking feedback, 

assessing own 
performance and 

developing personal and 
career development plans. 

Those displaying 
confidence will be 

effective in identifying and 
solving problems, 

recognising their strengths 
and implementing plans to 

build their skill set.

CHARACTER

,

se 

rk 
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e 
on 

CONNECTEDNESS

The ability to identify 
professional networks and 

foster positive working 
relationships. Those who 

demonstrate 
connectedness will be 
able to develop and 

implement a networking 
strategy, recognise the 
skills of their co-workers 
and work with them to 

solve problems.
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4 C’S SELF-ASSESSMENT

Congratulations on completing the self-assessment for the 4 C’s. This 
provides you with some great information about yourself and some 
motivation to start working on areas of growth.

This task is broken up into First Assessment and Last Assessment. You will come 
back to this page at the end of the course when you have completed the 
self-assessment agself-assessment again.ain.

F I R S T  A S S E S S M E N T

Confidence

Competence

What do your results tell you about 
yourself and the 4 C’s?

Which ‘C’ would you like to work on first 
and why?

Which ‘C’ is going to be your biggest 
challenge to improve and why?

Connectedness

Character

S
C
O

R
E
S

L A S T  A S S E S S M E N T

Confidence

Competence

Connectedness

Character

S
C
O

R
E
S

How have your results changed? Why?

Describe your growth in one of the 4 C’s

Reflect on your biggest challenge in 
developing one of the 4 C’s
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GOAL 1

Monitor and Reflect 3

Monitor and Reflect 2

Monitor and Reflect 1

Plan for growth

Where do you sit on the continuum?

Which skill / behaviour?

Which 4 C?

Monitor and Reflect 4

GOAL 2

Monitor and Reflect 3

Monitor and Reflect 2

Monitor and Reflect 1

Plan for growth

Where do you sit on the continuum?

Which skill / behaviour?

Which 4 C?

Monitor and Reflect 4
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I can identify simple 
problems in the workplace 
when they arise 

I can solve simple 
problems in the workplace 
when told what to do

I can identify simple problems in 
the workplace and use my skills 
to solve them

I can anticipate simple problems in the 
workplace and put steps in place to limit 
their damage

I can identify some of the 
jobs I might like to do in my 
future career

I can identify some of the 
jobs I might look to do in 
my future career and 
recognise some of the skills 
I might need to develop to 
be effective at these

I can map out a simple plan to 
develop skills that will help me in 
my future career

I can identify a variety of jobs that suit my 
skill set and vision for work

I can identify skills required to be effective 
in these roles and tactics on how to 
develop these skills

C O M P E T E N C E
Pr

ob
le

m
So
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in

g

I can explain why goal 
setting in the workplace is 
important

I can listen to advice from 
co-workers on how to set 
appropriate goals

I can identify skills I would like to 
develop to be effective in the 
workplace  

I can develop a goal setting action plan

I can set and achieve appropriate goals 
within the workplaceG

oa
l

Se
tti

ng

I can recognise that being 
open to learning in the 
workplace is important

I can identify some 
methods to assist my 
learning in the workplace

I can identify informal and 
formal learning 
opportunities in and outside 
of the workplace 

I can harness my preferred 
learning styles to be an effective 
workplace learner

I can recognise and discuss my learning 
experiences in the workplace

I can explain my workplace learning 
strategies and how these have positively 
impacted my skill development

Le
ar

ni
ng

 S
tra

te
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C
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I can explain what jobs 
suit my skill set and 
personality

I can reflect on 
experiences at school 
and at work to develop 
professional 
self-awareness

I can explain my professional 
strengths and areas to review 
and how these align to my 
professional desires

I can seek feedback and use different 
forms of data to help me develop my 
professional strengths and areas I seek to 
improve

I can work on these areas to build my 
professional skill set in line with my vision 
for my future in the workforce

Se
lf-

aw
ar

en
es

s

Emerging Evolving ExcellingEmbedding
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I can recognise that being 
organised is important

I can manage my time 
well between work, 
school, family and social 
commitments

I can identify tactics in order to 
maximise my time and not feel 
under pressure with my 
commitments

I can identify how to maximise my time at 
work and achieve positive results

I can provide ideas on how I can be 
more efficient and effective in my job

I can use tools and technology to be 
more efficient in the workplace

I can explain what 
having an 
entrepreneurial mindset is

I can identify some of the 
skills someone with an 
entrepreneurial mindset has

I can self-reflect on my 
entrepreneurial mindset 
strengths and areas to review 

I can display the skills and behaviours of 
someone who has an entrepreneurial 
mindset 

En
tre

pr
en

eu
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t
Emerging Evolving ExcellingEmbedding

I can discuss how to solve 
a problem after it has 
happened 

I can tell a co-worker 
when I think I have 
observed a problem in 
the workplace

I can identify a problem in the 
workplace before it happens 
and explain this to a co-worker

I can identify tools and techniques to 
solve workplace problems and share 
these with my co-workers

I can independently solve problems and 
report my actions to a co-worker

I can think about the 
roles and jobs I would like 
to do in the future

I can discuss the roles and 
jobs I would like to do in 
the future with a teacher 
or careers counsellor

I can discuss my career 
development with my 
workplace manager and seek 
their feedback

I can develop a career development 
plan and identify resources and strategies 
to help me achieve my goals

C
ar
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r
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Emerging Evolving ExcellingEmbedding

C O N F I D E N C E
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I can explain why seeking 
feedback is important for 
my learning in the 
workplace

I can listen and learn when 
I am given feedback and 
advice from a co-worker 
or manager

I can put feedback into action 
and reflect on my success

I can ask my co-workers for ongoing 
feedback on my performance and put 
this into action

I can reflect on my performance and 
recognise my growth

I can recognise that I 
have areas of strength 
and areas I would like to 
improve in the workplace

I can explain my 
professional areas of 
strength and areas I wish to 
improve

I can link my strengths and 
areas to review to a career or 
personal development plan

I can recognise when I am showing signs 
of improvement

I can explain my development in the 
workplace to a co-worker or manager

St
re

ng
th

s a
nd

A
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 to
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w
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I can identify some 
professional skills that I am 
passionate about and 
would like to work on 

I can identify learning 
opportunities that will help 
me develop my 
professional skills

I can establish a personal 
development plan identifying 
skills, learning opportunities and 
measures of success

I can implement my personal 
development plan, reflect on my effort 
and recognise personal growth

Pe
rso

na
l

D
ev

el
op

m
en

t
Emerging Evolving ExcellingEmbedding

I can explain what Grit in 
the workplace means

I can explain why having 
Grit in the workplace is 
important

I can self-reflect on my personal 
levels of Grit and use this data 
to improve my performance

I can demonstrate the various traits of Grit 
in the workplace

I can identify what I am passionate about 
in the workplace and demonstrate 
perseverance to achieve my goals

G
rit

Emerging Evolving ExcellingEmbedding

C H A R A C T E R
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I can recognise what effort 
and work ethic looks like in 
the workplace

I can demonstrate a good 
work ethic sometimes

I can consistently demonstrate 
a good work ethic

I can monitor my effort levels in the 
workplace and make adjustments when 
required

I seek opportunities to complete new tasks 
after completing my prescribed tasks

I can explain what it 
means to be 
autonomous at work

I can identify some traits of 
an autonomous worker

I need very clear direction 
to understand the tasks I 
need to carry out at work

I can complete my set tasks in 
my job with little prompting or 
management

I can demonstrate some of the 
traits of the autonomous worker

I can independently identify the key tasks 
I need to complete at work

I can develop a simple plan and 
strategies to complete my work tasks

I can identify and discuss opportunities 
outside of my usual work tasks that might 
be valuable to work on

A
ut

on
om

y

I can be open minded to 
feedback in order to 
develop my skills and 
behaviours in the 
workplace 

I can take responsibility for 
my actions, output and 
outcomes in the workplace

I can honestly self-assess my 
workplace performance

I can identify opportunities for growth 
based on my own self-assessments and 
feedback from co-workersSe

lf-
aw
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s
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I can recognise that 
co-workers and managers 
will seek a positive attitude 
from their staff

I can identify the elements 
that demonstrate a 
positive attitude in the 
workplace

I can consistently demonstrate 
positive behaviours and attitude 
within the workplace

I seek feedback about my attitude and take 
this on board to improve my workplace 
performance

A
tti

tu
de

I can explain why using 
your time appropriately 
at work 

I am punctual and well 
organised

I respect my own time and the 
time of my co-workers by 
completing my tasks on time

I can make suggestions on how to use my 
time more effectively for the benefit of 
the business I work forTim

e
M

an
ag

em
en

t
Emerging Evolving ExcellingEmbedding
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I can explain what 
networking is

I can recognise how 
networking works and why 
it is important for career 
development

I can develop a networking 
map

I proactively seek networking 
opportunities

I understand my purpose for networking 
and can identify the appropriate people 
or organisations I can network with

I can recognise the 
importance of 
developing positive 
relationships at work

I can take steps to get to 
know co-workers and 
develop positive 
relationships

I can observe others in the 
workplace and recognise 
different skills my co-workers 
demonstrate

I can identify the co-workers with 
effective skill sets and use them as role 
models for my own development

C O N N E C T E D N E S S
N

et
w

or
kin

g

I can explain how working 
together with co-workers 
can be an effective 
strategy for solving 
workplace problems

I can identify the 
appropriate co-workers or 
managers to seek out if I 
need assistance with a 
problem

I feel confident in asking 
co-workers or managers for 
assistance in solving workplace 
problems 

I can contribute to a team that is 
working on solving a workplace problem

Pr
ob

le
m

So
lv

in
g

W
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Emerging Evolving ExcellingEmbedding
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SUPERPOWERS & KRYPTONITE

Now you have completed the quiz it is time to self-reflect more 
deeply. How do you interpret your responses? What does this 
mean in regards to honing in on the most appropriate areas for 
you to work on?

You should firstly think about your Superpowers. Too often we 
look at our Kryptonite and analyse our weaknesses without 
recognising our areas of strength. Your strengths will get you the 
best results in the shortest amount of time, so don’t forget to 
continue to practice and work on these continually.

So, here’s your tasks:

S U P E R P O W E R  1E X A M P L E

S U P E R P O W E R  3S U P E R P O W E R  2

LEARNING
I’m always curious and 
looking at how I can do tasks 
more effectively or efficiently

S U P E R P O W E R S
Choose your top 3 Superpowers and provide
evidence as to why they are a Superpower

SELF
KRYPTONITE

SUPERPOWERS
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K R Y P T O N I T E
Identify two Kryptonites that you think you could turn into a Superpower most quickly and explain whyIdentify two Kryptonites that you t er most quickly and explain whythink you could turn into a Superpowes that you t er most quic

VERBAL COMMUNICATION 
I’m a confident public speaker and if I 
work on my vocabulary and how I 
engage with people in the workplace I 
think this could very quickly become a 
Superpower

E X A M P L E K R Y P T O N I T E  1  K R Y P T O N I T E  2  

Name three jobs or professional sectors that your Superpowers would be useful inName three

1

ofessional sectors that your Superpowee jobs or pro

2

be useful iners would b

3
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SKILLS OF THE FUTURE: SELF-ASSESSMENT

How ready are you for the future workforce then? Developing awareness of not 
only the skills required to be successful in the future workforce but also how you 
stack up against them helps you develop your professional self-awareness.

After completing the quiz and reviewing your results, spend some time answering 
the below questions to wrap up this self-assessment.

S M A R T  D O E R

SMART
LEARNING

SMART
DOING

SMART
THINKING

SCORE: 

Please provide your 
reflections of what 
this score tells you:

S M A R T  L E A R N E R

SCORE: 

Please provide your 
reflections of what 
this score tells you:

S M A R T  T H I N K E R  

SCORE: 

Please provide your 
reflections of what 
this score tells you:

the below questions to wrap up this self-assessment.
T
G

E X A M P L E  -  S M A R T  D O E R

SCORE: 

This shows that I have some strengths when it comes to being a Smart 
Doer. I think that I can work independently and have good 
self-management skills. I don’t believe that I think like an entrepreneur 
though and I have never thought about being a business owner, 
maybe I can try to think more creatively to build on my Smart Doer skills.

64%
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THE BLIND SPOT

Hopefully the car analogy made sense when it comes to finding your blind spot. 
You just need to make sure that you are always looking at all the areas of your personal and professional development and not just 

focusing on the obvious things – this takes creative thinking by the way.

Here’s a few questions to get you thinking about your blind spot.Here’s a few questions to get you thinking about your blind spot.

2. Explain why you consider these areas to be in your blind spot

1. Explain where you believe your blind spot may be.  Consider the self-reflection quizzes you have completed in this lesson.

3.How could you find ways to improve these blind spots? Consider who could help and what activities you may focus on:
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NETWORK MAP

Johnny H.

WHO

Sports Coach Hospitality Provide me with some tips on working in hospitality Have a chat after training

RELATIONSHIP INDUSTRY HOW THEY COULD HELP HOW TO MAKE CONTACT

Designing a network map is important to help you understand who might be able and willing to 
help you find work or help you develop your skills in order to find work.

Starting conversations with these people is an opportunity for you to learn about their industry and 
get their feedback to assist you in establishing a plan of attack for your future.

Always remember – networking is not all about taking. When the time is right it is important that you 
give back also – maybe to the people that have helped you or maybe in the future when you can 
help another young person with their experiences.

There is an example below to get you thinking about how you can design your own network map. 
From there you can start filling in the blanks!
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A NETWORK VISION STATEMENT

Many organisations around the world have a vision statement to guide 
where they are going, so why not have one to guide your vision for 
workplace learning and career options?! There are examples in the 

course if you need some help.

YOU

JOB
1

JOB
3

JOB
4

JOB
2
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Superpower

SKILL
SUPERPOWER

OR KRYPTONITE? O P P O R T U N I T I E S

CONCLUSION – YOUR STRENGTHS AND SKILLS

Now you’ve completed the first lesson it’s time to 
analyse your vision statement and identify the skills that 
will help you get there. These skills may take years to 
develop, and in fact, most of the skills we develop for 
work we continue to work on for decades!

This is a pretty simple exercise. Simply identify the skills that 
will help you achieve your vision, analyse whether it is a 
superpower or kryptonite and explain the opportunities 
you have to work on this skill or put the skill into action.

Kryptonite

Superpower

Kryptonite

Superpower

Kryptonite

Superpower

Kryptonite

Superpower

Kryptonite
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LIFELONG LEARNER: SELF-ASSESSMENT

Starting to get the idea that learning is going to be important in the future workforce? If you are not invested in your learning you may find it 
challenging to get ahead when you begin your workplace career.

In the self-assessment you would have been provided with a score. These self-assessment quizzes are designed to make you think deeply and 
consider the results. The score doesn’t mean that you are ‘good’ or ‘bad’ at something but it provides data to help you make good decisions 
going forward. This is what this activity is all about.

Follow the instructions to complete the task.

L i f e l o n g  L e a r n e r  S c o r e :

What are your reflection of your score? What did the quiz help 
you understand about your ability to be a lifelong learner?

How will being a lifelong learner help you move 
ahead in your chosen career path? 
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70/20/10

10

Professional
Development
Events

Accredited
Courses

Workshops Training

70 20

Observation

Making
Decisions

Collaborative
Learning

C
oa

ch
in

g

Mentoring

Feedback

En
couragement

Recieving

Feedback Re
ad

in
g

Listening

W
or

k T
as

ks

The 70/20/10 theory is a simple way to look at learning at work. As you would have seen in the video, 
there are different forms of professional learning that fit into the different parts of the model.

In this activity you can reflect on a time you have learnt something at work or make up a scenario 
that might happen – up to you! There is an example in the course to get you started if you need a 

little motivation!

LEADERS OF EVOLUTION 17



WHAT DID YOU LEARN? 70, 20 OR 10? EXPLAIN WHY IT FITS IN THIS PART OF THE MODEL?

70

20

10

70

20

10

70

20

10
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Now you have completed the learning styles quiz, here’s a chance 
to reflect on your results

Where might you use your most preferred learning 
style in the workplace?

LEARNING STYLES – VARK

VARK

V I S
U A L AURA

L

K
IN

E
S T H

E T I C
R E A D / W

R I T
E

Kinesthetic:

Visual:

Read/Write:

Aural:

S
C

O
R

E
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DEVELOPING A LEARNING PLAN

How to be a better 
mechanic

Now you have worked your way through to the final topic of the lesson it is time to pull everything together into a learning plan. If you are able 
to identify the industries you are passionate about and the skills you need to learn you are well on your way to preparing yourself for success!

As you have seen in the video, there are a number of areas to address in your learning plan and you should look at identifying two areas you 
would like to learn more about. Once you have designed this it is important to put it into action too – the true learning will come when you apply 
your learning into the environment you have identified

Good luck!

WHAT DO YOU WANT 
TO LEARN?

This is the job 
I’d like to do

WHY IS THIS 
IMPORTANT?

Kinesthetic 
mainly

LEARNING STYLE WHO CAN HELP? INDUSTRY 70/20/10

Dad Automotive Mainly 70
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AUTONOMOUS AND INDEPENDENT: SELF-ASSESSMENT

The future workforce is going to require you to be an autonomous worker. That means you can confidently get on with your job without always 
being told what to do. If you rely on very direct instruction and lots of it, you will find it difficult to be a productive member of your team.

This is a skill that can be learned and if you are involved in a job you are passionate about you are more likely to move ahead with our tasks and 
activities autonomously and independently.

So, how did your score come out? The below is a quick reflective task to get you thinking about your data.

S c o r e :

What does your data tell you about your ability to work 
independently and autonomously?

What are the opportunities you see for yourself after 
gathering this information?
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THE MINDSET OF AN ENTREPRENEUR

Are you an entrepreneur in waiting? Remember, this doesn’t mean 
running a business necessarily – you can still work in a normal business 
environment and apply this type of mindset to your work. Just one 
question to consider for this self-assessment

GRIT IN THE WORKPLACE

You will need Grit throughout your professional career. Very 
rarely do things come easily and having the power of passion 
and perseverance will assist you in moving through challenging 
experiences.

Now you have completed the Grit Scale, you have the data 
and feedback to give you some understanding of your levels 
of Grit. This activity will challenge you to interpret this data and 
build an understanding of what it means for you.

A
ru
en
qu

GRIT IN THE WO

How can having the mindset of an entrepreneur help you 
get ahead in the careers you would like to explore?
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THE GRIT SCALE

What was your final Grit score: Where does this put you on the Grit Scale?

Explain your initial reaction to your 
score and where you sit on the 

comparison chart

Identify and explain where you 
could improve your levels of Grit

Identify and explain your 
Grit strengths. 

Eg. I need to stay focused on new projects for 
longer than a couple of weeks, too often I 
start working on something and then drop it 
and start something else. I will work on 
persevering for longer on new projects

Eg. Work ethic – I have a strong work ethic 
and always put in the time required to get a 
good result. I use this strength in all areas of my 
life I’m passionate abou,t like learning piano 
and studying at school
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PROBLEM SOLVING IN THE WORKPLACE

Autonomy, grit and independence are all key skills required to solve problems. Having the dedication and tenacity to work through difficult 
challenges at work will be critical for your future opportunities. 

Problems aren’t always problems in the way we have been trained to think about them either. It could be an exciting new initiative that the 
company is looking at launching or an opportunity to work closely with someone to improve their skills. Problems aren’t always like – ‘this is 
bad, we have to fix it!’

In the final activity for this lesson you will need to reflect on a problem (remember what you just read above) you have seen in the workplace 
and how you went about solving it. If you can’t think of one, just use your imagination and make it up!

Purpose MasteryAutonomy
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Describe the end result – were you successful? If so, why? If not, why not?

Describe what steps you took to solve the problem (minimum 3 steps) and what tools or resources (technical, human) did you use?

Explain what the problem was and why you thought that it was a problem

Explain what you did next – who did you talk to and problem solve with?

ok to solve the probDeDescribe what steepps you too or resources (techmum 3 steps) and wblem (minim what tools o an) did you use??hnical, huma

- 1 - - 2 - - 3 - - 4 - - 5 -
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GOALS AT WORK

SPECIFIC MEASURABLE ATTAINABLE RELEVANT TIMEFRAME

Goal setting can be within the workplace setting or we can use goals to set us up for a new job into the future. Goals are important because 
they provide us with direction as well as a set of activities to help us achieve them.

In this exercise you must set a workplace goal, or a goal that will help you find work in the future. You can select one (or all if you want!) of the 
models below to set your goal. Each model has an example to help guide your thinking.

Gain a new job in the 
hospitality industry

I will send out resumes to 10 
businesses, I will seek to get 
three interviews and I will 
have achieved success 
when I find a new job

I need to do some work on 
my resume and start 

networking as well. I will 
consult my network map to 
see who I can talk to. I can 

also do some volunteer 
work at different businesses

This goal is relevant for me 
because I want to be a chef 
and working in hospitality is a 

great stepping stone

My aim is to achieve this 
goal within the next three 

months

Is the goal 
something that 
you need to focus 

How will you 
do this?

Set some targets 
to help you 
celebrate success 

Your goal must 
be very clear 

on to be better at your job? 

When does the 
goal need to be 
achieved? 

b

S M A R T
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P R O C E S S  &  O U T C O M E

OUTCOME

Show initiative and drive so my 
managers know I can handle 
extra responsibility
Request a meeting with my 
manager to discuss my plan
Plan my talking points for the 
meeting as well as evidence of 
my performance
I may have to sacrifice personal 
time, time with friends or be willing 
to work shifts I'd prefer not to 

Increase my hours at the cafe 
over the school holidays

All tasks for this goal are up to 
me and I need to work on it 
independently
Mentor/Parent/Friend: I could 
also seek advice from someone 
I trust to ensure I'm checking my 
blind spot and have all the 
information I need to achieve 
my goal

Now: Demonstrate my work ethic 
and keep working hard on being an 
effective team member
4 weeks: Request a meeting outside 
of work hours
5 - 6 weeks: Work on my meeting 
plan and talking points including 
talking to trusted mentors
6 weeks: Have the meeting
10 weeks (holidays): Be available for 
extra shifts to achieve my goal

What is the end 
result of the 
process?

PROCESS

What steps must 
we put in place 
to achieve the 
outcome?

ROLES & RESPONSIBILITIES

Who does 
what?

TIMEFRAME

When?

LEADERS OF EVOLUTION 27



G R O W

Currently I most often have a negative viewpoint of my chances of gaining work and don't put myself out there for any jobs because I think I won't get them.

RE
A

LI
TY

C
HE

C
KI

N
G

 What evidence is there of the current level of performance?

C
H

Contact people on my network map for advice. Apply for 3 jobs per month - all in different sectors (hospitality, automotive, retail). Research Growth Mindset 
online or in Ted talks. Look into what courses are free or not too expensive to develop more skills. Complete one course every three months. Find a part time 

volunteer role whilst I look for a full time job

O
PT

IO
N

S

How will the goal be achieved?

Me - All of the options as I have laid out above
Mentor - Meet with me once every two weeks for 30 minutes to keep me accountable to my goals and introduce me to their networks

W
A

Y
FO

RW
A

RD
 

Who has a role and what are their responsibilities?

G R O W
Y G

 WhWhatat eevividedencnce e isis ttheherere oof f ththe e cucurrrrenent t lelevevel l ofof ppererfoformrmanancece??

To develop a Growth Mindset and positive outlook on my current work opportunities. To eventually find a full time job

G
O

A
L

What is the intended long term outcome?
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T IME MANAGEMENT

Maybe you’re over everyone telling you to be organised or use your time wisely?! Fair enough, it can get a bit annoying I guess! Perhaps the 
most important thing to consider is to remember that time is probably the most important resource you have in your life.

Use it wisely and you will achieve your goals, have fun and do the things that are important to you – with as little stress as possible! If you waste 
your time you can expect the opposite to be true and as such, you need to be aware of how you use your time.

In this task you will investigate how you currently use your time at work. If you’re not working – no problem. Just think of a job you’d like to do 
one day and identify the various tasks required in that role.
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Finally, explain why you have put them in this order of priority

Set your phone to a 3 minute countdown. In 3 minutes write down all of the things that you do in your 
work - no matter how big or small (eg. answer phone calls, send emails, plan projects, lay bricks etc.)

Now put these in order of priority. What task would you tackle 1st, 2nd, 3rd etc.

1.

2.

3.

5.

6.

7.

4. 8.

1.

1.

3.
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PERSONAL DEVELOPMENT PLAN

Congratulations on getting to the final task for this course. This task is designed to 
challenge you to reflect on all of the learning and activities you have undertaken and 
put them into a personal development plan to guide your future endeavours.

Not only will this task be valuable to help you build your confidence and competence 
as a young person in the workforce but will also demonstrate evidence of your learning 
from within this course.

All the best with the plan and putting all of your learning into action for a successful 
future – the Leaders of Evolution team wish you well.

Introduction paragraph briefly explaining your Personal Development Plan (what you have chosen to focus on and why?)

C
c
p

N
a
f

A
f

Introduction paragraph briefly explaining

Balance

S O CIAL

W
O

RK

H
O

BB
IES

SPO
R

T

STUDY
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Explain why these goals are important to you

Choose one of your goals and use one of the goal setting models to demonstrate your plan to achieve this goal

3  M O N T H  G O A L 6  M O N T H  G O A L 1 2  M O N T H  G O A L
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Final Reflection – Discuss and explain some of your key areas of learning from the course. Consider things like what do you now 
know about learning and self-management and its importance in the future workforce? What did the self-reflection 
assessments teach you about yourself? How will the course shape your approach to your future in the workforce? How have 

you mapped your development against the 4 C’s Success Criteria?
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www.leadersofevolution.com info@leadersofevolution.com

This document has been prepared by Leaders of Evolution Pty Ltd and is not to be executed, reported or shared
without express consent and permission © Leaders of Evolution Pty Ltd.
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