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Instruction Sheet for the Candidate 
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	21. Write frequently asked questions (FAQs)

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name______________________________________________________

Registration/Roll Number_______________________________________

	Guidance for Candidate 

	To meet this standard, you are required to complete the following within 02 Hrs. time frame (for practical demonstration & assessment):
· Gather data relevant to frequently asked questions on the selected topic 	
· Select frequently asked questions 	
· Document most appropriate answer to every question 	
· Review the questions and answers 	
· Finalize and publish the FAQs

	Time:  2 Hrs.
	During a practical assessment, under observation by an assessor, you are required to 

	Minimum Evidence Required
	1. Gather data relevant to frequently asked questions on the selected topic
· Search data on ‘how-to’ topic 
· Write the frequently asked questions appearing as the result of different search queries 
2. Select frequently asked questions 	
· Arrange the frequently asked questions in order of frequency of their appearance in search queries 
· Select the questions appearing as the response to search queries more frequently than others 
3. Document most appropriate answer to every question 	
· Write down the multiple answers of every questions in selected set of FAQs 
· Select the most appropriate answer  
· Record the selected answer 
4. Review the questions and answers 	
· Review the answer of every question for its clarity and correctness 
· Make necessary changes (if required) 
5. Finalize and publish the FAQs 	
· Support the answers with images, tables and other visual components 
· Publish the FAQ at appropriate platform



Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	21. Write frequently asked questions (FAQs)

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Gather data relevant to frequently asked questions on the selected topic 	
· Select frequently asked questions 	
· Document most appropriate answer to every question 	
· Review the questions and answers 	
· Finalize and publish the FAQs


I can……………….
	Performance Criteria
	Yes
	No
	Remarks

	1. Search data on ‘how-to’ topic 
	
	
	

	2. Write the frequently asked questions appearing as the result of different search queries 
	
	
	

	3. Arrange the frequently asked questions in order of frequency of their appearance in search queries 
	
	
	

	4. Select the questions appearing as the response to search queries more frequently than others 
	
	
	

	5. Write down the multiple answers of every questions in selected set of FAQs 
	
	
	

	6. Select the most appropriate answer  
	
	
	

	7. Record the selected answer 
	
	
	

	8. Review the answer of every question for its clarity and correctness 
	
	
	

	9. Make necessary changes (if required) 
	
	
	

	10. Support the answers with images, tables and other visual components 
	
	
	

	11. Publish the FAQ at appropriate platform
	
	
	


Candidate’s Signature__________________ Assessor’s Signature____________________

Date: _______________________________



Assessors Judgment Guide 
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	21. Write frequently asked questions (FAQs)

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name: ______________________________________________________________

Registration/Roll Number: ______________________ Signature: _______________

	Assessment Outcome
	

COMPETENT                                         NOT YET COMPETENT    

Name of the Assessor________________________________________________ 

Assessor’s code: ____________________________________________________

Signature: ________________________________





	Assessment Summary (to be filled by the assessor)

	Activity
	Method
	Result

	Nature of Activity 
	Written
	Oral
	Observation 
	Portfolio
	Role Play
	Competent
	Not Yet Competent

	Practical Skill Demonstration
	
	   
	
	
	
	
	

	Knowledge Assessment 
	
	
	
	
	
	
	

	Other Requirement
	
	
	
	
	
	
	


Observation Checklist
	Assessment Task

	· Gather data relevant to frequently asked questions on the selected topic 	
· Select frequently asked questions 	
· Document most appropriate answer to every question 	
· Review the questions and answers 	
· Finalize and publish the FAQs

	During the practical assessment, candidate demonstrated the following:
	Yes
	No
	Remarks

	1. 
	Search data on ‘how-to’ topic 
	
	
	

	2. 
	Write the frequently asked questions appearing as the result of different search queries 
	
	
	

	3. 
	Arrange the frequently asked questions in order of frequency of their appearance in search queries 
	
	
	

	4. 
	Select the questions appearing as the response to search queries more frequently than others 
	
	
	

	5. 
	Write down the multiple answers of every questions in selected set of FAQs 
	
	
	

	6. 
	Select the most appropriate answer  
	
	
	

	7. 
	Record the selected answer 
	
	
	

	8. 
	Review the answer of every question for its clarity and correctness 
	
	
	

	9. 
	Make necessary changes (if required) 
	
	
	

	10. 
	Support the answers with images, tables and other visual components 
	
	
	

	11. 
	Publish the FAQ at appropriate platform
	
	
	

	Competent 
	Not Yet Competent 



Knowledge Assessment
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	21. Write frequently asked questions (FAQs)

	Purpose of Assessment
	Formative Assessment

	Candidate Details 
	Name: ______________________________________________________________

Registration/Roll Number: _________________   Candidate Signature: ___________

	Assessment Outcome
	

COMPETENT                                        NOT YET COMPETENT    

Name of the Assessor: ________________________________________________ 

Assessor’s code: ____________________________________________________

Signature of the Assessor: _______________________



	Candidate’s response is not required to be identical, but similar concepts and/or keywords must be used. Oral questioning may be used to clarify candidate understanding of topic and its application.



	Questions (Candidate confidently answered questions correctly and demonstrated understanding of the topics and their application)
	Satisfactory
	Not Satisfactory

	1. 
	Why is it important to gather data relevant to frequently asked questions (FAQs) before creating them?
	
	

	2. 
	
	
	

	3. 
	How do frequently asked questions benefit users and website visitors?
	
	

	4. 
	
	
	

	5. 
	When selecting frequently asked questions, what criteria should be considered?
	
	

	a. 
	
	
	

	6. 
	How should answers in FAQs be structured to enhance readability?
	
	

	7. 
	
	
	

	8. 
	How can FAQs be organized to enhance user experience?
	
	

	9. 
	
	
	






	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________





















	Answer Key

	1. 
	Gathering relevant data ensures that the FAQs address common concerns and provide accurate, helpful information.

	2. 
	FAQs provide quick access to answers for common queries, saving users time and enhancing their overall experience.

	3. 
	Choose questions that are relevant, representative of common concerns, and align with the needs of the target audience.

	4. 
	Answers should be clear, concise, and organized in a logical manner. Use bullet points or numbered lists for better readability.

	5. 
	Organize FAQs into categories or sections based on common themes. This makes it easier for users to find information relevant to their specific queries.




Assessment Tasks
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/ Junior Network Technician

	Competency Standard
	21. Write frequently asked questions (FAQs)

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	1. Conduct research to gather data on common queries related to the chosen topic. Utilize customer inquiries, online forums, surveys, and industry literature to identify frequently asked questions.
2. Document the most appropriate and accurate answers for each selected question. Ensure that the answers are clear, concise, and provide valuable information. Use bullet points or numbered lists for readability.
3. Check for clarity, accuracy, and consistency in both questions and answers. Ensure that the FAQs cover a diverse range of common inquiries and that the content aligns with the needs of the target audience.
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