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Instruction Sheet for the Candidate 

	Qualification
	 Machinist Level 2

	Competency Standard(s)
	0715MMT3401. Develop Basic Communication Skills

	Purpose of Assessment 
	Formative Assessment


	Candidate Details 
	
Name____________________________________________________

Registration/Roll Number_______________________________________________

	Guidance for Candidate 
	· Adopt effective listening skills
· Develop Nonverbal Skills Communication 
· Develop verbal communication Skills
· Develop Written Communication Skills
· Adopt Functional English
· Develop Basic IT Skills
Activity: Demonstrate effective communication by actively listening, responding, and expressing ideas. In addition, organize your work systematically, including creating and saving project files as instructed.

	Time: 4 hrs.
	During a practical assessment, under observation by an assessor, you are required to

· Maintain steady eye contact to show attentiveness.
· Summarize key points after listening to confirm understanding.
· Use open posture and natural gestures to show confidence.
· Recognize and respond to non-verbal signals from others.
· Explain ideas in a logical and organized way.
· Use industry-specific language that’s clear and easy to understand.
· Actively participate in discussions, contributing relevant ideas.
· Structure written information logically for easy understanding.
· Convey information clearly in basic spoken English.
· Create a folder named 'Project Files' on the desktop and save a Word document titled 'Report' in it.

	Minimum Evidence Required
	




Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	 Machinist Level 2

	Competency Standards
	0715MMT3401. Develop Basic Communication Skills

	Assessment Task
	1. Adopt effective listening skills
2. Develop Nonverbal Skills Communication 
3. Develop verbal communication Skills
4. Develop Written Communication Skills
5. Adopt Functional English
6. Develop Basic IT Skills
Activity: Demonstrate effective communication by actively listening, responding, and expressing ideas. In addition, organize your work systematically, including creating and saving project files as instructed.



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

	1. [bookmark: _Hlk51069468]Maintain steady eye contact to show attentiveness.
	[image: ]
	[image: ]

	2. Summarize key points after listening to confirm understanding.
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	3. Use open posture and natural gestures to show confidence.
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	[image: ]

	4. Recognize and respond to non-verbal signals from others.
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	5. Explain ideas in a logical and organized way.
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	6. Use industry-specific language that’s clear and easy to understand.
	[image: ]
	[image: ]

	7. Actively participate in discussions, contributing relevant ideas.
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	8. Structure written information logically for easy understanding.
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	9. Convey information clearly in basic spoken English.
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	10. Create a folder named 'Project Files' on the desktop and save a Word document titled 'Report' in it.
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Candidate’s Signature___________________ Assessor’s Signature_____________________
Date: ________________________________


Assessors Judgment Guide 
	Qualification
	Machinist Level 2

	Competency Standard(s)
	0715MMT3401. Develop Basic Communication Skills

	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 
	1. Adopt effective listening skills
2. Develop Nonverbal Skills Communication 
3. Develop verbal communication Skills
4. Develop Written Communication Skills
5. Adopt Functional English
6. Develop Basic IT Skills
Activity: Demonstrate effective communication by actively listening, responding, and expressing ideas. In addition, organize your work systematically, including creating and saving project files as instructed.

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

	1. 
	Maintain steady eye contact to show attentiveness.
	
	
	

	2. 
	Summarize key points after listening to confirm understanding.
	
	
	

	3. 
	Use open posture and natural gestures to show confidence.
	
	
	

	4. 
	Recognize and respond to non-verbal signals from others.
	
	
	

	5. 
	Explain ideas in a logical and organized way.
	
	
	

	6. 
	Use industry-specific language that’s clear and easy to understand.
	
	
	

	7. 
	Actively participate in discussions, contributing relevant ideas.
	
	
	

	8. 
	Structure written information logically for easy understanding.
	
	
	

	9. 
	Convey information clearly in basic spoken English.
	
	
	

	10. 
	Create a folder named 'Project Files' on the desktop and save a Word document titled 'Report' in it.
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	Machinist Level 2

	Competency Standard(s)
	0715MMT3401. Develop Basic Communication Skills

	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. 
	What shows attentiveness in a conversation?
	
	

	2. 
	
	
	

	3. 
	How can you confirm understanding after listening?
	
	

	
	
	
	

	4. 
	What body language shows confidence?
	
	

	5. 
	
	
	

	6. 
	What language should be used in professional discussions?
	
	

	7. 
	
	
	

	8. 
	Define software.
	
	

	9. 
	
	
	




	
Feedback to the Candidate

	

	

	

	

	

	

Candidate’s Signature___________________ Assessor’s Signature ____________
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