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	unit 104 (1GEN4)

	Work effectively as part of a hospitality team

	Successful assessment of the unit proves that the learner has achieved the national occupational standard to work effectively as part of a hospitality team
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Work effectively as part of a hospitality team


This unit is about making a useful contribution to the work of a team, ie the people you work with. ‘Team’ includes your line manager or supervisor as well as other people in your team working at the same level as yourself. The unit includes accurately following instructions; working on time; helping others when they need help; communicating with the people you work with; getting feedback on what you do well and where you could improve and continuing to learn and develop yourself.
This unit has six outcomes:
Outcome 1

Be able to plan and organise own work
Outcome 2

Be able to work effectively with team members
Outcome 3
Be able to develop own skills
Outcome 4
Know how to plan and organise own work
Outcome 5
Know how to work effectively with team members
Outcome 6
Know how to develop own skills
Work effectively as part of a hospitality team


Evidence
This space is to record the evidence you need to do to complete this unit. The criteria that you should be able to complete are within the learning outcomes.
	No.
	Method*
	Summary of evidence or 
portfolio reference
	Assessor initials

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Photocopy if required
*Assessment method key: O Observation; PD Professional discussion; Q Questioning; WP Work product; WT Witness testimony; Oth Other
	What you must do


	You must show that you can perform consistently to the same standard. This will be assessed by your assessor using various methods which might include observation of your performance, witness testimony or questioning.

	Be able to plan and organise own work (OUTCOME 1)

	Shaded numbers must be observed

	1

	2

	3

	4


	1
	Make sure the requirements of the work are understood
	(
	(
	(
	(

	2

	Ask questions if the requirements of the work are not clear
	(
	(
	(
	(

	3

	Accurately follow instructions
	(
	(
	(
	(

	4

	Plan work and prioritise tasks in order of importance
	(
	(
	(
	(

	5

	Keep everything needed for the work organised and available
	(
	(
	(
	(

	6
	Keep work areas clean and tidy

	(
	(
	(
	(

	7
	Keep waste to a minimum

	(
	(
	(
	(

	8
	Ask for help from the relevant person if it is needed

	(
	(
	(
	(

	9
	Provide work on time and as agreed

	(
	(
	(
	(

	Be able to develop own skills 

(Outcome 3)

	Shaded numbers must be observed

	1

	2

	3

	4


	17
	Seek feedback on own work and deal with this feedback positively

	(
	(
	(
	(

	18
	Identify with the relevant person aspects of own work which are up to standard and areas that could be improved

	(
	(
	(
	(

	19
	Agree what has to be done to improve their work

	(
	(
	(
	(

	20
	Agree a learning plan with the relevant person

	(
	(
	(
	(

	21
	Seek opportunities to review and develop learning plan

	(
	(
	(
	(


	
	
	Be able to work effectively with team members (OUTCOME 2)
Shaded numbers must be observed

1

2

3

4

10
Give team members help when they ask for it

(
(
(
(
11
Ensure the help given to team members is within the limits of own job role

(
(
(
(
12
Ensure the help given to team members does not prevent own work being completed on time

(
(
(
(
13
Pass on important information to team members as soon as possible
(
(
(
(
14
Maintain good working relationships with team members
(
(
(
(
15

Report any problems with working relationships to the relevant person

16

Communicate clearly and effectively with team members

 


	What you must know

	Evidence for this section can be collected in a variety of ways. Your assessor will discuss with you how to collect and record this information.


	Know how to plan and organise own work (Outcome 4)
	Ref.

	K1. 
	State why it is essential to understand the requirements of the work
	

	K2. 
	List the benefits of planning and organising work
	

	K3. 
	Describe how to make the most efficient use of time and avoid things that may cause unnecessary disruptions
	

	K4. 
	List the benefits of keeping everything needed for own work organised and available
	

	K5. 
	State why it is important to keep work areas clean and tidy
	

	K6. 
	State why it is important to keep waste to a minimum
	

	K7. 
	State when to ask for help and who can be asked
	


	Know how to work effectively with team members (Outcome 5)
	Ref.

	K9. 
	State the importance of effective teamwork
	

	K10. 
	State the people in own team and explain how they fit into the organisation
	

	K11. 
	List the responsibilities of the team and why it is important to the organisation as a whole
	

	K12. 
	Describe how to maintain good working relationships with team members
	

	K13. 
	State how to determine if helping a team member will prevent own work from being completed on time
	

	K14. 
	State the limits of own job role and what can and cannot be done when helping team members
	

	K15. 
	State why essential information needs to be passed on to a team member as soon as possible
	

	K16. 
	List the types of behaviour that help teams to work effectively and behaviours that do not
	

	K17. 
	State why problems with working relationships should be reported to the relevant person
	

	K18. 
	Describe how to communicate clearly and why it is important to do so
	


	Know how to develop own skills (Outcome 6)
	Ref.

	K19. K
	State the importance of improving own knowledge and skills
	

	K20. 
	Describe how to get feedback from team members and how this is helpful
	

	K21. K
	Describe how a learning plan can improve own work
	

	K22. K
	State why it is important to regularly review own learning plan
	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



