














3.3   Achieving an Objective 
Choose one of the objectives described 
in 3.2 above and explain how this could 
be managed and achieved. 

You could undertake a SWOT analysis 
as part of this, which needs to discuss 
the strengths, weaknesses, potential 
opportunities and threats to the 
enterprise and its development. 

Include any issues that may restrict the 
enterprise in any way, both now and 
in the future, such as labour, climate, 
financial issues (availability of capital, 
profitability) etc.

This analysis may be summarised 
on one page but you must provide 
elaborating explanations and comments 
to show that you have a comprehensive 
understanding of the various issues.

Property Map 
You must supply a property map with 
this report. 

You can draw the map yourself, produce 
it using internet-based technology or 
base it on aerial photography. 

The map must include buildings, 
property boundaries, significant 
physical features and anything else 
directly relevant to operating the 
business. 

It must also show road access to the 
property and the location in relation the 
district and nearest business centre.  
You must also include a legend. 

Appendices 
Any supporting information for 
your report may be included in the 
Appendices. 





Section 3:  
Evidence Portfolio and 
Reflective Log 
In the first part of this section you 
should illustrate the nature of the work 
you have undertaken through the 
following:

• A brief description of the major 
activities or tasks that you have 
performed during your time at work

• Choose two significant activities 
or tasks that you have carried out, 
describe each activity or task and 
your contribution, provide relevant 





• Provide evidence of the personal 
attributes and employability skills 
acquired/developed during your 
employment referring to your two 
chosen activities or tasks previously 
described. 

The personal attributes and 
employability skills fit within six core 
competencies defined below:

• Communication – written, verbal, 
group discussion, oral presentation, 
ability to read, synthesise and, if 
necessary, disseminate information.

• Working with others – team 
working, planning a complex task 
with others, reviewing work with 
others, establishing and maintaining 
effective working relationships.

• Using and applying numbers – ability 
to collect and interpret data, perform 
calculations, interpret results and 
justify methods.

• Problem solving – explore a complex 
problem and produce options for 
solving it, plan and implement at 
least one option for solving the 
problem, review progress and revise 
approach, solve the problem.

• Using IT – plan and use different 
resources, explore, develop and 
exchange information, present the 
task using IT methods.

• Improving own learning and 
performance and professionalism 
– demonstrate time management, 
agree task targets and plan meeting 
targets, meet targets by planning 
and seeking feedback and support, 
review progress; work independently, 
demonstrate motivation, 
demonstrate reliability, demonstrate 
accuracy, demonstrate flexibility, 
show integrity, demonstrate self-
development.

In the second part of this section, you 
should reflect upon your workplace 
experience by answering the following 
questions:

• What did you learn from your 
employment and how useful was the 
employment to your future career 
plans?

• What was your personal contribution 
to the business?

•  How have the different activities 
and tasks undertaken contributed 
to your knowledge, skills, attitudes, 
and personal attributes? In relation 
to these what attributes and skills 
have you gained or developed and 
of these which do you perform well? 
What do you need to do to develop 
these further and develop new skills?

• What advice or suggestions would 
you give to this business? This may 
be something to change in terms of 
day to day operations, or a longer 
term strategic change. 

Appendices 
Include any supporting information 
for your report as a section of the 
appendices.
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