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	You must be able to: 

	1 Be able to recognise tasks that they need to complete at work.

	1.1 Identify the tasks they need to prioritise.
	
	
	

	1.2 Give a reason why these tasks are important to complete.
	
	
	

	2 Know how to prioritise tasks.

	2.1 Use an appropriate method to prioritise the tasks they have identified.
	
	
	

	2.2 List the tasks in order of priority.
	
	
	

	2.3 Give a reason for the order of priority.
	
	
	

	3 Be able complete straightforward work related tasks.

	3.1 Use the priority list to carry out the tasks.
	
	
	

	3.2 Identify whether the tasks have been completed successfully.
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