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Part 1 - Preliminary questions for the third party

What is your relationship to the
learner?

How long have you worked with the
learner?

‘66‘04‘- 2015 -~ Cawvesrd]

——

How closely do you work with the_
learner in the area being assessed?

(s /’ec-—H :}

What is your technical experience
and/or gualification (s) in the area
being assessed? (Include any
assessment or training
qualifications.)

Bi=m e Ma /'Daz/b/

In your opinion, does the learner:

D o= el

> Perform tasks totheind Cernrre
- erform tasks to the industry .
standards? N c,\\ \ C)C \L’L\Q \ l‘fb'L@J
POMERSESRHISERIS A = asks q/u@—s“% S
» Implement safe working , . \/\ L
practices? g follocss oo,
> Solve problems on the job?
» Woaork well with others?
» Adapt to new tasks?
» Adapt to unusual or non-routine
situations?
(Please circle yes or no)
Do you understand which evidence/tasks the learner has @ No
provided/performed that you are required to comment on?
Has the assessor explained the purpose of the learner’s Yes @
assessment?
Are you aware that the learner will see a copy of this form? Yes No
Are you willing to be contacted should further verification of this @ No

statement be required?
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Part 2 — Main questions for the third party

Please indicate the type of evidence the learner has provided you with for each criteria:

> Direct - such as an observation of workplace performance by an assessor

>

Indirect — such as a portfolio of evidence

» Supplementary — such as supervisor reports.

Please indicate if your observations were real-time (in the workplace) or simulated (demonstrations
in a simulated environment).

Please provide your response, based on your observation (direct/indirect/supplementary) in the
area marked below - attach an additional sheet(s) if required. In responding, please make sure to
specify the manner of observation and address the following, to the extent appropriate:

>

>

>

>

»

What did the learner do?

When did s/he do it?

When or over what period of time did s/he do it?
How did s/he do it?

What was the outcome?

Remember, as a third party, your information should be purely factual and not represent your
opinion on the learner’'s competency.
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Tasks

Third party response based on observation
(direct/indirect/supplementary - please indicate)

1. Ensure that work goals, objectives or
Key Performance Indicators (KPls) are
understood, negotiated and agreed in
accordance with organisational
requirements.

The learner should:

» Organise and complete work tasks
to the required standard and
deadlines

% Look at their job description to be
clear on the relevant objectives and
KPls

> Discuss adjusting work goals with
their line manager if they are too
challenging or unrealistic to achieve.

Type of observation/evidence:

EOM O oceck ves
A Loeele|oy

I

e L= ety
v’»\ 6\/—€C)( 4*1/0./\321(_—Lv D C\) v

When did s/he do it? Over what period of time? & Cr\
(V‘WonH«\l\) g We el \j
O\/\C;\O v~ ‘\

How did s/he do it?

__)
FOHO\@@C‘ ‘l"(/\/(chEJB L—\)'{"L'\

oV ¢ *‘x &\ \{j(i‘l“.i Oy p/CCQ,C/\&_i/E:':b .

What was the outcome?f
K2 NACA

Other relevant comments/evidence:

2. Assess and prioritise workload to ensure
tasks are completed within identified
timeframes.

The learner should:

» Create a to-do list or a task list to
prioritise when tasks need to be
completed

‘/’,‘

Implement the Eisenhower’s
urgency/importance principle to
assess and prioritise workload

» Make sure tasks are completed in
the right timescales.

Type of observatlon/ewdence . b L o~
OC( N R = & fa) C Q/r\ e_,@_\"’ PN\ C

(\\. e vl A e ~\——1/CA&.,/'\ ‘F\ QUVWCD‘I; \‘f_:.- :

5 S—A N
What did theJearne do LC,‘C’/\& _C\ouj

(\/\C\ \CA%QUD ’_LL

VN \ Lo LTV ‘:)C:)‘/’\"QV\C LA

When did s/he do it? Over what period of time?

Ow‘\ﬂoicz-t:) i b

How did s/he do it? 4 |
M e Electvo i

Ay 8 o e

What was the olttome?
(V'\e,éi\”i c;\é.c«c:\ oS -

Other relevant comments/evidence:
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Type of observation/evidence:

effectively to manage and monitor
scheduling and completion of tasks.

The learner should:

» Use business technology efficiently
in the workplace to organise work
schedules

» Input activities to monitor and
manage scheduling

» Make decisions about the priority
order of tasks.

3. Identify factors affecting the N
achievement of work objectives and PL\QV'\Q @ \ lfﬁ S L’*)Ql =
incorporate contingencies into work
plans What did the Iearner do? L& b
' Dele tosiks WOINGn
The learner should: Ne e
» Plan workload ahead and look out
f N . When did s/he do it? Over what period of time?
or any potential problems i s /6_0(
O X =t =P ’
» Prepare for any factors that may
affect their ability to achieve work How did s/he do it? .
objectives ey loa (1? = l\fT O (J:\ v ‘zcy
b < _< ‘ 'e L
» Implement contingency plans at e 4« = <
work to minimise impact. What was the outcome? (f. .
Acle Lo wnwoeh deocllines |
Other relevant comments/evidence:
4. Use business technology efficiently and Type of observation/evidence: e OL«F{ (e

M~ B e

=229 MZB A sExcel

What did the learner do?
lv’\PQJ\)T‘ S / Ve ewl

(,\/\Q«’\caais , PO "\"O g /68(;\\0/

When did s/he do it? Over what period of time?

Des k\f—)

How did s/He doit . . _ ;
Mo , CTjQ"‘"“* ! /\\LL“L d

i t’_‘)u’

What was tﬁo\ : ob[t’ +o

ch»w\ b/ i ./\»(Z_;«/ v k VDY

Other relevant comments/evidence:
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Accurately monitor and adjust personal
work performance through self-
assessment to ensure achievement of
tasks and compliance with legislation
and work processes or KPis.

The learner should:

» Use self-assessment tools to

monitor personal work performance

» Keep track of your progress and
compliance with legislation, work

processes and KPls.

Use results of self-assessment to
plan, prioritise and make
adjustments.

Type of observation/evidence: =
Monte o edar =l To

o L=

What did the learner do?

-

Voo~ VV‘\C&V’\CT\%»QVVV QoF "\"—

When did s/he do it? Over what period of time?

DQ"B - eg.BLR\CJV’\\L))

How did s/he do it?

Ci~e@ct=z oPp«m »—"\‘\"vv\_Q,V'\‘\"
taslk. & 4o do et

What was the outcome?

ig\C;,L"\\c evea ( 4 R \Q =

Other relevant comments/evidence:

Ensure that feedback on performance is
actively sought and evaluated from
colleagues and clients in the context of
individual and group requirements.

The learner should:

» Seek feedback from various sources
and methods to monitor
performance

Use reflective behaviour strategies
to consider their performance

Evaluate feedback to determine
what action they need to take.

Type of observation/evidence: v i
Disc i =sDSioN i—f\ re@i@\ b le

chwﬂ O~ O o= E“[ <\ &Y

What did the learner do? ‘ ( (
e\ €C:}v(§w\\ C \tj

-\j,7€vfb<]\ (k_‘ {A V

When did s/he do it? Over whatj)eriod of time?

A=

ey e o

How dids/hedoit? _y -, \. (CB = =e

Spoke |

(C_ QC{(QQ C_,L& v’c’-’cl‘;\_ (e‘:;’k":b et

What was thgoutcome? \
C;ovm{of-\rcmb\ Gy L

(O v Ao <N CQ_ .

Other relevant comments/evidence:
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Routinely identify and report on
variations in the quality of and products
and services according to organisational
requirements.

The learner should:

>

>

Review the quality of products and
services provided in the job role

Check that their work meets the
organisation’s requirements and
standards and report the findings

Take the necessary action to
improve quality of products and
services,

Type of observation/evidence:

) *
Cll«xec,lz }% @”@‘6’;«/ QC)W&C - V‘/\C’jl'

What did the learner do? (
Tne inportancae @

(e Y -LL\@/ P u,_?,“\f—\

When did\sﬂ'{e do it? Over what period of time?
A= Vequiwve C‘k

How did s/he do it?
Cl~ec 2 O/‘c;b <2V

C O cq—lr‘-i T

e} @c\ 1 /"\%"}

What was the outcome? R |
Able 4o ?C/‘z q@ cx-/\& CEv e
g vecti .

Other relevant commetits/evidence:

Identify signs of stress and effects on
personal wellbeing.

The learner should:

>

>

Monitor behaviour at work to
identify signs of stress

Display awareness and
acknowledgement of stress

Use support mechanisms around

them to help counter and manage it.

Type of observation/evidence:
pef@//w\s 6@\? & o= <y ol el

What did the learner do?
é /L,‘C "é_c;x‘

LA ‘Z ”@»Q O

When did s/he do it? Over what period of time?

O/\a = )

How did s/he do it?

wore O el L0 6:\ \

being g aslb=s @/ 6u{..ﬁpc'_,~r‘+

What was The outcome?

Other relevant comments/evidence:
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VeSS D \LL‘\

skill gaps using self-assessment and
advice from colleagues and clients in
relation to role and organisational
requirements.

The learner should:

S

» Use self-assessment to assess own
abilities against the job
requirements and identify gaps in
knowledge and skills

» Ask colleagues and clients for their
feedback and advice on how they
have performed

» Implement plans for developing
their own knowledge and skills.

9. Identify sources of stress and access R‘Fffjcgbcsir\sa ﬁn?/ec\/:dence
appropriate supports and resolution
strategies. ’ OO \Q-‘ L\ CQ colanco .
What did the learner do?
The learner should: Al ee e s e~
> Raise awareness of stress and when neaecie
identify the different sources
Y When did s/he do it? Over what period of time?
» Use arange of coping strategies to )
manage it positively O‘”\C‘\C v "’“C"JS
; ; How did §/he do it?
» Implement long .term solutions to C oo €. J e (2 L,\OQ Py
deal with stress in the workplace.
{o DL\ i ’\“ LIS /\2 .
What was the outcome?
g AT X %Q"ib ,
k.\_J C‘:- C[Q - 4&\)
Other relevant comments/evudence:
) . Type of 0 servation/evidence:
10. Ide?tlf\(gerlszna| llearnlngtand oo 8. leinas B GPec J2 o —{—Q .
rofessional development needs an (e
P P Q)-clfes/\/\c\\ sFQ\fLCL\O\de/J (i Ao~

What did the learner do?
P <,h ca Jdea L~

cx\ \ \'0\26\/\0 \cﬁ e v =

o<t Erna | L

ETHEEEN

6{5@66,3@ l (:

|

When did s/he do it? Over what period of time?

O"\ C_'\C) Q r‘\C_‘:\ — L\} -

ow did s/he do it? %“C“J‘:) f'i\,fi-\
’/\%‘C‘)C//“ E( dp/e(.;iw/\
A~ h_g N s (O \t:tjf‘c e .
What was the outcome? |
B \C\,V 8 Ccm(\dﬁr\C,L

Other relevant comments/evidence:
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11. Identify, prioritise and plan
opportunities for undertaking personal
skill development activities in liaison
with work groups and relevant
personnel.

The learner should:

>

v

Produce a list of possible
development opportunities and put
them in order of priority

Liaise with the line manager and
anyone else involved to get input
and support

Implement and plan the
development activities.

Type of observation/evidence:

|\% e v '\'(O (O *
2 fapafes = ARSI

What dld the Iearner do?

QV\SL«DQ‘/\
co ‘C‘ gp

Brest Y

PR

When did s/he do it? Over what period of time?

OV\SO W Q\

How did s/he do it?

\’LJHQc\)QC.‘Jk \L\"\‘/_CD‘ <4

What was the outcome?

Bl V’\\c;) codacleca .

Other relevant comments/evidence:

12,

Access, complete and record
professional development opportunities
to facilitate continuous learning and
career development.

The learner should:

>

Access opportunities independently
or through the approval and support
of managers

Make arrangements to complete the
learning activities

Keep a record of any development
opportunities they have undertaken.

Type of observation/evidence:
Pezr.

What did the Iearner do?
Attt encl e

i 2 wcz& O\i‘bCu%‘é\Qv’\fi

o 4 pcrkt

~ v i~ NN C 0 Qe\j VLD TS i

0

When did s/he do it? Over what period of time?

"C) e VA \ b '

How did s/he do it?

Follotse paN &\«\/\/csw@

LP VDN C AN ’k“b

L,\D.('k"\/_\

What was the outcome?

E)DL;l \=h r\c) CO-/\C;C\@AC_Q_/ ,

Other relevant comments/evidence:

U<
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13.

Incorporate formal and informal
feedback into review of further learning
needs.

The learner should:

» Gather feedback about their
progress from people who have
been involved in providing or
supporting the learning

» Use the feedback to review progress
and inform plans for further learning
and development activities.

Type of observation/evidence:
Nz pev G2 =\
AT D v 2 v

) 5 ‘
What did the learner do? \ b e (i €

Pu'%l/\zcy\ p@wsc;:/\cu
Yo baui ol c:c\vw(:‘cicimc.@:_ :

When did s/he do it? Over what period of time?

O«f-\ g\c,, [ mc:j

How did s/he do it?
L idtem

ey <o ubof\Qez/“S, e D

b~

What was the outcome?

o P A Qonﬁ‘c)\ e Q.

b (es

j— .
Other relevant comments/evidence:

14.

Prepare a work plan according to
organisational requirements and work
objectives.

The learner should:

» Use organisational requirements
and objectives to produce a work
plan.

Type of observation/evidence: .
Cuv YT Ei\—Q Ao’ limt

= TR ""C‘) e CA T

What did the Iea{ner do? d
S ) {ecarn~ o7 i &N J‘._e 2A

Lollows policies o ErOCacidd
S v eE ExoE i €Ol .

v

When did s/he do it? Over what period of time?

Cv\go A msj

How did s/he do it? .
Pecavt 4 < \'?DCZ\ ""(:(D‘
e et oos ; avents o

e + < v\

What was the outedme?

Tezcrna worlke ackieva|

Other relevant comments/evidence:
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15. Use business technology to schedule,
prioritise and monitor completion of
tasks in a work plan.

The learner should:

> Use business technology to produce
work plan

» Use technology software to
schedule, prioritise and monitor
tasks.

MQ\A < M = V\/\Ow’\\

MB, Excal &l MHo @

Type of observation/evidence: *__Q/ [ OB

What did the learner do?
i /‘H—O

B U CC (\/\%“ Excal g Myor

i cx('\
< ly

When did s/he do it? Over what period of time?

How did s/he do it?

it ey v e

H f\%/ MC«\"‘ O N

ow\\o‘of’:, ofdefs 6@1\6‘“ edc .

What was the outcome?
M A QO‘C-PV\JC\/—Q_ ‘f’O

Other relevant com ments/ewdence.

16. Assess and prioritise own work load and
deal with contingencies.

The learner should:

» Use to-do and task lists to assess
and prioritise work load

» Prioritise and manage work load to
deal with contingencies.

Type ofobservahon/evndenc(;ll q
Gemma hhos

A el e S

]

x,oc_e_léb

\6*3 .

U <

Whatdldtheleir-rgcdéz\‘/,\, S — Mgfc%ie.

o s load beldre
CJ%\6~\/\V\C‘\ o\\-/L\Q./(“

When did s/he dd~it2)Over what period

Qo

of time?

Howdlds/hewc‘Z( G coarkloai!

C’DV’\Q@(\/\C\ mt/\\-\rO»/\f'\C)\ *\/e—q,

What Was the dttcome?
C,o.,«\p\e,%o DN

(SN YV

cemists oo LQ\f'\e_/'\

ke (oq:/(

Other relevant comments/evidence:

Co==

"e
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17,

Monitor and assess personal
performance against job role
requirements by seeking feedback from
colleagues and clients.

The learner should:

» Review job role requirements and
responsibilities

» Monitor and assess personal
performance against these
requirements

> Seek feedback on performance from

colleagues and clients.

Type of observation/evidence:

Accephamaa oA Lradbadle,

e,c;\‘cﬁcxck QG VTN

What did the Iearn;ar do?

ok e | \
Co oo Re v d exitevimal,
Steetolder= akout =<\

When did s/he do it? Over what period of time? ‘€1
f s vesp el

V/'\ .
Ov’\a@ { N

w did s/he do it? —
. o Lo, phone -
E e \ \ C OV M P! CACAJ("\ A v

What was the outcome?

i = o “Aecal
oo o‘?\L Iz oo led oL
Other relevant comments/evidence: | )

18.

Identify perscnal development needs
and access, complete and record skill
development and learning.

The learner should:

» Access skill development and
learning activities

» Complete and record details of any
activities taken.

Type of observation/evidence:

What did the learner do?

Qe-f;ecx\/ < {_ .
de o ve = aAveEC
dl g R I P ;\:2 :

T P e

When did s/he de-t? Over what period of tife?

€v€/u) cocsple o«p el

How did s/he do it? )
QVI/(; L €Y

LI c,o_gco/\é—éifi}

A =R IoNS

What was the cutcome?

2 \cxmﬁ 2SN \\?Sa )

Other relevant comments/evidence:
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19. Learning:
The learner should:

» Employs a range of approaches and
investigative techniques to source
the knowledge necessary to arrange
personal learning experiences.

Type of observation/evidence:
Ui l e, e+ ed ve=cw

QS

What did the Iearner do?
Dice sy (olecs 8 (amces

Or\\\”\Q

wl"/"“ CIO*L\BO/‘/*’@/‘ . Qe%eﬁvc.a[ﬂ\

When did s/he do it? Over what period of time?
A g} V’Z‘CU\/( ‘ f'e_C}l

How did s/he do it?

Aske= qp\%\—icmﬁ ; C,\Q/ige?:,

What was the odtcome?

O/‘\%,)\_)H"Cz\ (QCZ«\//\N/‘S.

Other relevant comments/evidence:

20. Reading:
The learner should:

» Interprets textual information to
determine organisation’s
procedures, own work performance
and objectives.

Type of observation/evidence:

Kead &l i terp fe/’\?> oo s

Olam=s &\ cow{CJ

What did the learner do?

When did s/he do it? Over what period of time?
A= vecp: e\

How did s/he do it?

lNcvreassi /'\3 -EV'D&Q\&‘L—J’{% btj
‘inl’@‘o/&’ﬂ ‘“"1% o‘\' L’“Cifo

What was the outcome‘?\_)

OV‘\%O N /-\g\ \€C‘£ Cat V‘\Q\

Other refevant comments/evndence

Qego\g p/‘C)C_O_cL_l\/‘e‘> (DO\RC,N‘“"'
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21. Writing:
The learner should:
» Prepare written reports and
workplace documents that

communicate information clearly
and effectively.

Type of observatmn/evudence
Prepaes %ﬁ A

“+o be c?,)zwe\/c:vk‘ec"

When did s/he do it? Over what period of time?

O/'q@\ V‘\CD\

Lo ;ai—e‘/m\ V’QPC'”J"“C\

Able -‘-O \/-GC,CD"‘-\C—\

ot

Other relevant comments/evidence:

? I
What did the learner,do® Q » /em,/,*«j

What was the outcome?
was me: Ve e_w\-t@/e_c:(

v

How did’s/he do\f‘r"’ g e e Yt c&cf‘lq

22. Oral communication:
The learner should:

» Clearly give and receive feedback
using specific and relevant language

» Use listening and questioning
techniques to confirm
understanding.

Type of observation/evidence:

e
fi AL e S 20 Vel VO S G §

CJPO_Léf PN ./\/\,Q.é’/-l"f“{—jé

What dld the Iearner do? .

. /.\_- o C:t‘L'C“O L
Achiwela o= E‘CR/C% NG

Y.\:‘fﬁg_\ﬂ&ﬂ_\on to <Aakelg

\elov

When did s/he do it? Over what period of time?

Q/\?\c:a‘nf\q

i it ~ -t
T e

=l e /.::,@ v Y —Le_

What was the outcome?
3
Ly ecezea) CCB*/‘(— dence &

|t i ey

Other relevant comments/evidence:
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23. Numeracy:
The learner should:

> Understand responsibilities and
scope of role and complies with
organisational policies, procedures
and protocols.

Type of observation/evidence:

Oncder=tea~a! | )

What did the learner do?

MHOB o5 pa busine=

E~ter=s bharmacthors (alo

2= feww

When did s/he do it? Over what period of time?*

OW\CjO‘f\C\

+e =

gv:dzd s/he do Tt: |t Q ) NPSN o-fC:AQMS,

M\,‘O‘é f@‘/‘\{) QCCQJ/CF‘Le .

Other relevant comments/evidence:

ZSales o a=ove ./\—Le_c»rf -l—‘j
What was the outcome? L)

24, Interact with others:
The learner should:

» Select the appropriate form,
channel and mode of
communication for a specific
purpose relevant to own role

» Foster and nurture a culture of

constructive and respectful
feedback

> Proactively collaborate with others
to achieve specific goals.

Type of observation/evidence:
Cinoses=
-_Q')/ C D™ eV N s r | C Y ‘\—\ R S

What did the learner do'-> N7 b‘
Acle 4o e s table
rmett-od 3 SO\ T

Wit vuarieact  =hao \(e\r\c\o\ =

P = res)ivrn

ou

When did s/he do it? Over what period of time?

Orger g

ng cchi\s/he do it? b - Celad oo k=

WO =CC

\fﬂo/\ S \ - O‘H"“p%/ CO’\‘\’CICIB

What was the outcome?

Z“,CF:@C;\—E\JQ oy CQ‘H

ST

Other relevant comments/evidence:
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25. Get the work done: G o o e |

The learner should: 4 C
. P« U0 v /
» Plan and organise work Lo “‘/L’\' - Ve .

commitments to ensure deadlines d - ob le e v \Crey

and objectives are met ‘ ' /
MO .l_c - 66\@ p@/—@fmcww( Q

» Use formal analytical thinking
techniques to recognise and

respond to routine problems a L~ v O‘Qf l B -\f‘j '4\—@
Q\\—’L’\Q;/i:) ) GDC),«VWQ

T —

» Use digital systems and tools to ‘ )
enter, store and monitor oS IS o\
information. C?«(_-L\ e \ e \6‘5 oc& 41@»«:“
Lo 2 Tolhe o

“Ct/ aso starmae ‘g‘
eeded . Gemnna

fe{:‘oom@{ wle YN \zee,\o
A’VQC,\Q Q(\ CQMM'; '\‘W\Q—V\J“i
for hermelO 8 dha

boasivrme=sTs |,

=
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Third party declaration

To the best of my knowledge and belief, and after making diligent enquiries where relevant, |
declare that | the contents of this Third Party Report are true, correct and complete and represent
my views. | have not colluded with the learner and have not discussed my responses to the Third
Party Report with the learner or anyone acting on behalf of the learner.

Third party’s name: QWQCQ MQ e ~\—t v\

Third party’s signature: % /]Hciff u/‘

Date: ;l{/ 3, 1<




Assessor’s third party checklist
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This should be used by the trainer/assessor to document that observations/demonstrations carried
out by the third party are satisfactory, as relevant to the performance criteria of this unit. Indicate in
the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations

or if reassessment is required.

Learner’s name

Assessor’s name

Unit of Competence
(Code and Title)

Date(s) of assessment

Have the third party observations been carried out correctly and successfully?

Yes No

(Please circle)

Has the third party covered all relevant criteria in their observations?

Yes No

{Please circle)

Comments

Provide your comments here:

The learner’s

Not yet satisfactor
performance was: 4 ¥

Satisfactory

If not yet satisfactory, date for reassessment:

Learner’s signature

Assessor’s signature
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Assessor Observations/Demonstrations

Assessor observation

Tasks Observer response based on observation
(direct/indirect/supplementary — please indicate)

1. Ensure that work goals, objectives or Type of observation/evidence:

Key Performance Indicators (KPIs) are
understood, negotiated and agreed in

. . i ?
accordance with organisational What did the learner do:
requirements.

The learner should:

- e - —
> Organise and complete work tasks When did s/he do it? Over what period of time?

to the required standard and
deadlines

» Look at their job description to be How did s/he do it?
clear on the relevant objectives and
KPls

Y/f

Discuss adjusting work goals with

ir li ; What was the out ?
their line manager if they are too at € outcome

challenging or unrealistic to achieve.

Other relevant comments/evidence:

2. Assess and prioritise workload to ensure Type of observation/evidence:

tasks are completed within identified
timeframes.

What did the learner do?
The learner should;

»> Create a to-do list or a task list to
prioritise when tasks need to be

- = - —
completed When did s/he do it? Over what period of time?

v

Implement the Eisenhower’s

urgency/importance principle to How did s/he do it?
assess and prioritise workload

» Make sure tasks are completed in

the right timescales. What was the outcome?

Other relevant comments/evidence:
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Identify factors affecting the
achievement of work objectives and
incorporate contingencies into work
plans.

The learner should:

»

Plan workload ahead and look out
for any potential problems

Prepare for any factors that may
affect their ability to achieve work
objectives

Implement contingency plans at
work to minimise impact.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

Use business technology efficiently and
effectively to manage and monitor
scheduling and completion of tasks.

The learner should:

» Use business technology efficiently

in the workplace to organise work
schedules

Input activities to monitor and
manage scheduling

Make decisions about the priority
order of tasks.

Type of ohservation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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Accurately monitor and adjust personal
work performance through self-
assessment to ensure achievement of
tasks and compliance with legislation
and work processes or KPls.

The learner should:

>

>

Use self-assessment tools to
monitor personal work performance

Keep track of your progress and
compliance with legislation, work
processes and KPls.

Use results of self-assessment to
plan, prioritise and make
adjustments.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

Ensure that feedback on performance is
actively sought and evaluated from
colleagues and clients in the context of
individual and group requirements.

The learner should:

>

\%

Seek feedback from various sources
and methods to monitor
performance

Use reflective behaviour strategies
to consider their performance

Evaluate feedback to determine
what action they need to take.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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Routinely identify and report on
variations in the quality of and products
and services according to organisational
requirements.

The learner should:

3

NS
>

Review the quality of products and
services provided in the job role

Check that their work meets the
organisation’s requirements and
standards and report the findings

Take the necessary action to
improve quality of products and
services.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

Identify signs of stress and effects on
personal wellbeing.

The learner should:

>

Y

Monitor behaviour at work to
identify signs of stress

Display awareness and
acknowledgement of stress

Use support mechanisms around

them to help counter and manage it.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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Type of observation/evidence:

professional development needs and
skill gaps using self-assessment and
advice from colleagues and clients in
relation to role and organisational
requirements.

The learner should:

» Use self-assessment to assess own
abilities against the job
requirements and identify gaps in
knowledge and skills

> Ask colleagues and clients for their
feedback and advice on how they
have performed

» Implement plans for developing
their own knowledge and skills.

9. Identify sources of stress and access
appropriate supports and resolution
strategies. -
What did the learner do?
The learner should:
> Raise awareness of stress and
identify the different sources
y When did s/he do it? Over what period of time?
» Use a range of coping strategies to
manage it positively
» Implement long-term solutions to How did s/he do it?
deal with stress in the workplace.
What was the outcome?
Other relevant comments/evidence:
10. Identify personal learning and Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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11. Identify, prioritise and plan
opportunities for undertaking personal
skill development activities in liaison
with work groups and relevant
personnel.

The learner should:

» Produce a list of possible
development opportunities and put
them in order of priority

» Liaise with the line manager and
anyone else involved to get input
and support

‘/7

implement and plan the
development activities.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

12. Access, complete and record
professional development opportunities
to facilitate continuous learning and
career development.

The learner should:

» Access opportunities independently
or through the approval and support
of managers

‘/—/

Make arrangements to complete the
learning activities

> Keep arecord of any development
opportunities they have undertaken.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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13. Incorporate formal and informal
feedback into review of further learning
needs.

The learner should:

> Gather feedback about their
progress from people who have
been involved in providing or
supporting the learning

> Use the feedback to review progress
and inform plans for further learning
and development activities.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

14. Prepare a work plan according to
organisational requirements and work
objectives.

The learner should:

> Use organisational requirements
and objectives to produce a work
plan.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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15. Use business technology to schedule,
prioritise and monitor completion of
tasks in a work plan.

The learner should:

» Use business technology to produce
work plan

» Use technology software to
schedule, prioritise and monitor
tasks.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

16. Assess and prioritise own work load and
deal with contingencies.

The learner should:

» Use to-do and task lists to assess
and prioritise work load

» Prioritise and manage work load to
deal with contingencies.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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17. Monitor and assess personal
performance against job role
requirements by seeking feedback from
colleagues and clients.

The learner should:

Type of observation/evidence:

What did the learner do?

» Review job role requirements and
J. s g When did s/he do it? Over what period of time?
responsibilities
» Monitor and assess personal
performance against these How did s/he do it?
requirements
» Seek feedback on performance from
colleagues and clients. What was the outcome?
Other relevant comments/evidence:
18. Identify personal development needs Type of observation/evidence:

and access, complete and record skill
development and learning.

The learner should:

»

>

Access skill development and
learning activities

Complete and record details of any
activities taken.

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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19. Learning:
The learner should:

» Employs a range of approaches and
investigative techniques to source
the knowledge necessary to arrange
personal learning experiences.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

20. Reading:
The learner should:

» Interprets textual information to
determine organisation’s
procedures, own work performance
and objectives.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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21. Writing:
The learner should:
»  Prepare written reports and
workplace documents that

communicate information clearly
and effectively.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

22. Oral communication:
The learner should:

» Clearly give and receive feedback
using specific and relevant language

> Use listening and questioning
techniques to confirm
understanding.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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23. Numeracy:

The learner should:

» Understand responsibilities and

scope of role and complies with
organisational policies, procedures
and protocols.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:

24. Interact with others:

The learner shouid:

P

Select the appropriate form,
channel and mode of

communication for a specific
purpose relevant to own role

Foster and nurture a culture of
constructive and respectful
feedback

Proactively collaborate with others
to achieve specific goals.

Type of observation/evidence:

What did the learner do?

When did s/he do it? Over what period of time?

How did s/he do it?

What was the outcome?

Other relevant comments/evidence:
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25, Get the work done:
The learner should:

» Plan and organise work
commitments to ensure deadlines
and objectives are met

» Use formal analytical thinking
techniques to recognise and
respond to routine problems

» Use digital systems and tools to
enter, store and monitor
information.
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Assessor’s checklist

This should be used by the trainer/assessor to document the learner’s performance during
ohservations/demonstrations, as relevant to the performance criteria of this unit. Indicate in the
table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if
reassessment is required.

Learner’'s name

Assessor’s name

Unit of Competence

(Code and Title)

Date(s) of assessment

Have all observations been performed fully and as required to assess the Yes No

competency of the learner? (Please circle)

Has sufficient knowledge been displayed by the learner during all observations? Yes No
(Please circle)

Comments

Provide your comments here:

The learner’s

Not yet satisfactor Satisfactor
performance was: y Y y

If not yet satisfactory, date for reassessment:

Learner’s signature

Assessor’s signature




