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Continuing Professional Education Component
Part 2: Work Experience Journal

Your Journal 
Introduction 

The journal is provided for you to record and reflect upon your experiences and achievements during your period of work experience.  It will be an ongoing record of the competencies as you develop them.  This journal is to be used alongside the work experience workbook.
As you check through your journal, you will be able to determine your need for further training and/or experiences. 

You are encouraged to discuss your journal with your supervisor, who may use the journal as a framework for providing you with feedback.

It is your responsibility to ensure that you maintain the journal.  The record will be invaluable when undertaking appraisal, preparing personal development plans, writing your resume or applying for jobs.

A printed version of your journal follows.

	1. Professional Skills in Practice

	1.1 
Problem Identification
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Identify and diagnose client’s needs and interests
	

	Identify client’s problems and goals both legal and non legal
	

	Supervisor’s comment (optional)
	


	1.2
Fact Analysis and Research 
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Identify and gather all relevant information
	

	Analyse and evaluate facts
	

	Identify legal issues
	

	Research legal issues using appropriate research techniques
	

	Supervisor’s comment (optional)
	


	1.3
Planning and Implementation
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Identify appropriate action plans and strategies
	

	Keep process open to new events, information and ideas
	

	Implement the plan
	

	Conduct the strategies and tasks necessary to achieve the client’s objectives
	


	1.4
Oral and Written Communication Skills
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Use a range of written communication skills including letters, reports, documents which are logical, clear, succinct and persuasive
	

	Use effective oral communication skills including interviewing, negotiating and advocacy
	


	2. Work Management and Business Skills

	2.1
Time Management
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Manage time, effort, resources, files, support staff, clients and competing priorities effectively
	

	Manage time, etc. which is cost effective and provides quality legal services
	


	2.2
Interpersonal Skills
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Consider and respect the views and actions of others in the workplace
	

	Develop a rapport with your workplace colleagues
	

	Work effectively as a team member
	

	Delegate where appropriate
	


	2.3
Work Management
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Demonstrate file keeping skills in accordance with best practice
	

	Use forms for taking instructions, where appropriate
	

	Confirm terms of engagement
	

	Maintain appropriate file notes


	

	Comply with time limits


	


	2.3
Work Management (continued)
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Maintain systems for review of time limits
	

	Keep checklists where appropriate
	

	Keep files in an orderly and systematic fashion
	

	Use appropriate file closing procedures
	

	Make appropriate use of information technology
	


	2.4
Communicating with Clients
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Demonstrate understanding of the need to communicate with clients
	

	Demonstrate appropriate client care in returning phone calls, keeping the client informed and handling complaints
	


	2.5
Financial Management
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Keep appropriate financial records of work done
	

	Keep an up-to-date record of time spent
	

	Work within a defined budget
	

	Demonstrate awareness of financial aspects
	


	3. Commitment to Professional Values

	3.1
Recognising and Resolving Conflicts of Interest and/or Duties
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Identify conflicts between duties/obligations to the client, the court, the public or other lawyers
	

	Take appropriate action to resolve conflicts
	


	3.2
Compliance with Ethical Standards, Rules of Professional Conduct and Other Regulatory Standards of the Legal Profession
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Observe the ethical standards, rules of professional conduct and other regulatory standards of the legal profession


	


	3.3
Commitment to Professional Development
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Demonstrate planning of professional development needs
	

	Demonstrate keeping up-to-date with developments in law and practice
	


	3.4
Awareness of Current Issues in the Profession
	Brief commentary of the skills/competencies gained, the work completed and the frequency with which the skills were practised or observed

	Demonstrate awareness of current issues in the profession
	

	Keep up-to-date with current issues
	

	Participate in discussions/activities concerning the future of the profession
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