

              
Procedure

1. 
Present activity 

Key points to highlight

(1) focus
learning through thinking about what makes people good at their jobs

(2) activity

group (can be done 1:1)

(3) method

discussion, some note taking

(4) outcomes 
completed professional profile report form

skills development around role-understanding 

Reading and Writing skills, Literacy curriculum references:

Rt/L2 5 Read critically to evaluate information

Wt/L2 2 Judge how much to write and level of detail

Wt/L2 5 Use formal language appropriate to purpose and audience

Wt/L2 6 Use objective writing with supporting evidence 

2. 
Form discussion groups of 2-4 participants

3. 
Present concept of professional profile: what makes a person good at their job 

4. 
Present rationale for recording info: 

Key points to highlight

(1) opportunity to put something into exactly the right words

(2) ensures information is not forgotten

(3) allows information to be sent to other people (as appropriate)

5.
Present form

Key points to highlight

(1) definition of ‘professional profile’ at top of form

(2) form will help structure group discussion, practise formal writing (including correct vocabulary for workplace forms)

(3) what participants write will not be shown to anyone else without permission

6.
Hand out form (one per group or one per participant)

7.
Concept check ‘professional profile’ 

Key points to highlight

(1) ‘professional profile’ is a way of analysing what makes someone good at their job

(2) focuses on behaviour you can see

(3) judge behaviour by how people respond

8. 
Go through form (as per below).  NB You may want to have a job description available

Role  the name of the role (e.g. Senior Porter) under consideration

Department  the role’s department (e.g. Portering)

Report date  today’s date


Recorded by  who is scribing the report

Overall objective  the essential function of the role

Responsible to  who the role reports to

Responsible for  who reports to the role / what functions the role is responsible for

Necessary qualities  essential person spec: the qualities someone in the role must have

Desirable qualities  the qualities it would be nice if someone in the role had

Forgivable weaknesses  the sort of shortcomings you might expect from someone who had the necessary/desirable qualities for the role 

How the ideal person behaves in this role to their customers, colleagues, staff, managers  the behaviour that characterises someone carrying out the role successfully (give specific examples)

What proves they are ideal in the role  the effect of someone fulfilling the role

Three most important skills to identify the qualities essential to this role

Ask for comments, questions

Ensure at least one member of each group is happy to scribe

9. 
Set task and time limit (e.g. 20 mins): each group to identify and analyse a role


If possible, supply job description of role being analysed

Monitor and support groups (e.g. language input) during task

10.
Plenary

At end of time limit, each group to feed back on process (discussion, report writing)

Identify and discuss learning points for participants, organisation

Identify and discuss possible action points for participants, organisation from activity

11. 
Skills focus: e.g. reporting (written or oral)

Key points to highlight 


(1) reports should use formal language (precise and accurate)


(2) stick to things that can be evidenced


(3) be brief and to-the-point

12.
Extension 1: Participants discuss what support (eg training, mentoring) the organisation might usefully provide for the role.  Give examples of how support would encourage appropriate behaviour

Extension 2: Participants discuss how the organisation could make better use of the role. 
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