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Personal Effectiveness 5N1390

Appendix A: Material to support delivery (these resources will be hosted in the ETBI Digital Library and will be updated on an ongoing basis)

	MIMLOs 
	Module Content  
Topics/ units of learning 
	Suggested resources 

	1
	 Personal effectiveness


Skills/ qualities audit

Features of different organisational structures
 
	Articles 
· Master Personal Effectiveness: 7 Key Skills | DCM Learning
· What is Personal Effectiveness? | Virtual College
· 13 Powerful Strategies for Personal Effectiveness – One Education
· What is Personal Effectiveness? Key Skills Explained

 Books: 
· Douglas, Arlene. (2012) Business Administration 4th edition. Dublin: Gill and MacMillian
· Doughlas, A. and O’Neil, S. (2014) Work Experience Level 5, 4thedition. Dublin: Gill and MacMillian

[bookmark: _MON_1799505406]Online Quiz: Careersportal.ie


	2
	 The Spoken Word - Groups and meetings 
Tuckman’s stages of group development
 
 
	Articles: 
· Forming Storming Norming Performing | Tuckman's stages of group development explained [with diagram] — BiteSize Learning    
· Effective Teamwork in the workplace
Book: 
· Harvey, Nicholas (2022) Effective Communication 5th edition. Dublin: Boru Press 

ETBI Library: Resources on group and teamwork 
Handout:  Belbin's team roles in a nutshell
Website: Belbin’s team roles
YouTube video: Belbin’s Team roles explained


	3
	 The Spoken Word - Groups and meetings
 
 
	Book: 
· ETBI Library 
· Harvey, Nicholas. (2022) Effective Communication 5th edition. Dublin: Boru Press

	4
	Critical thinking
Steps in problem solving 

Video analysis methods


	Article: 
· What Are Critical Thinking Skills and Why Are They Important? | Coursera
· What is Problem Solving? Steps, Process & Techniques | ASQ
· What is Problem Solving? (Steps, Techniques, Examples)

Videos: 
· https://www.bing.com/videos/search?q=steps+in+problem+solving+process&qpvt=steps+in+problem+solving+process&FORM=VDRE
[bookmark: _MON_1799505428]

	5
	Oral Presentation
	Book: 
· Harvey, Nicholas. (2022) Effective Communication 5th edition. Dublin: Boru Press.  


	6
	Reflective practice
	Articles:
· ReflectiveModelRolfe.pdf
· Succeeding in postgraduate study: Session 2: 4 Models of reflection – core concepts for reflective thinking | OpenLearn - Open University
· Kolb's Learning Styles & Experiential Learning Cycle
· Gibbs Reflective Cycle
· Schön’s Model of Reflection – StudyPrism   
Handout: UCD Reflective practice models
Worksheet: Kolb’s reflective learning model
Video: Gibbs Reflective Cycle approach
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