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Instruction Sheet for the Candidate 
	Qualification
	Solar PV System Technician

	Competency Standard
	0713E&E3402 Demonstrate Basic Communication Skills


	 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 04 Hrs. time frame (for practical demonstration & assessment):
· Work in Team
· Deal with Clients
· Demonstrate Basic IT
Activity:
· Perform team building activities
· Demonstrate how to deal with client
· Prepare format for Bill of Quantity by using MS office


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

	Minimum Evidence Required
	1. Work in Team	
· Treat team members with respect and maintain Positive relationships to achieve common organizational goals.
· Note the instruction.
· Comply with the Instructions.
· Identify interrelated work activities to avoid confusion
· Adopt communication skills appropriate to work activities and company procedures
· Identify problems and resolve them through discussion and mutual agreement
 2.  Deal with Clients 
· Collect Demand from clients using appropriate communication procedures
· Negotiate with client regarding wages, time, labor requirements. 
· Develop consensus with the Client.	
2. Demonstrate Basic IT
· Create files and folder in Microsoft Word
· Demonstrate major commands of operating system/windows
· Create document   
· Edit document    
· Create tables in Microsoft Word
· Insert header and footer, footnotes, and page number etc.
· Create table of contents 
· Print document         
· Use appropriate e-media internet for sending/receiving emails 
























Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	National Vocational Certificate Level 2 in Solar PV System Technician

	Competency Standard
	0713E&E3402 Demonstrate Basic Communication Skills


	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Work in Team
· Deal with Clients
· Demonstrate Basic IT
Activity:
· Perform team building activities
· Demonstrate how to deal with client
· Prepare format for Bill of Quantity by using MS office



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

	1. Treat team members with respect and maintain positive relationship to achieve common organizational goals.
	
	

	2. Identify interrelated work activities to avoid 
	
	

	3. Adopt communication skills appropriate to work activities and company procedure 
	
	

	4. Identify problem and resolve them through discussion and mutual agreement
	
	

	5. Collect demand form clients using appropriate communication procedure 
	
	

	6. Negotiate with client regarding wages, time, labor requirement 
	
	

	7. Develop consensus with the client 
	
	

	8. Create files and folder in Microsoft word 
	
	

	9. Demonstrate major commands of operating system / windows
	
	

	10. Create document as per given task
	
	

	11. Create tables in Microsoft word 
	
	

	12. Insert header and footer, footnotes and page number etc
	
	

	13. Create table of contents 
	
	

	14. Print document as per given task
	
	

	15. Use appropriate e-media internet for sending / receiving Documents
	
	


 Candidate’s Signature__________________ Assessor’s Signature____________________
 Date: _____________________________
Assessors Judgment Guide
	Qualification
	Solar PV System Technician

	Competency Standard
	0713E&E3402 Demonstrate Basic Communication Skills


	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

	· Work in Team
· Deal with Clients
· Demonstrate Basic IT
Activity:
· Perform team building activities
· Demonstrate how to deal with client
· Prepare format for Bill of Quantity by using MS office


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

	1. 
	Treat the team members with respect and maintain positive relationship to achieve common organizational goals.
	
	
	

	2. 
	Identify interrelated work activities to avoid 
	
	
	

	3. 
	Adopt communication skills appropriate to work activities and company procedure 
	
	
	

	4. 
	Identify problem and resolve them through discussion and mutual agreement
	
	
	

	5. 
	Collect demand form clients using appropriate communication procedure 
	
	
	

	6. 
	Negotiate with client regarding wages, time, labor requirement 
	
	
	

	7. 
	Develop consensus with the client 
	
	
	

	8. 
	Create files and folder in Microsoft word 
	
	
	

	9. 
	Demonstrate major commands of operating system / windows
	
	
	

	10. 
	Create document as per given task
	
	
	

	11. 
	Create tables in Microsoft word 
	
	
	

	12. 
	Insert header and footer, footnotes and page number etc
	
	
	

	13. 
	Create table of contents 
	
	
	

	14. 
	Print document  of given task
	
	
	

	15. 
	Use appropriate e-media internet for sending / receiving Documents
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	Solar PV System Technician

	Competency Standard
	0713E&E3402 Demonstrate Basic Communication Skills


	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. 
	What is teamwork?
	
	

	2. 
	


	
	

	3. 
	How do you resolve conflicts in team?
	
	

	4. 
	


	
	

	5. 
	Who is a client?
	
	

	6. 
	



	
	

	7. 
	What is customer service?
	
	

	8. 
	



	
	

	9. 
	What is email?
	
	

	10. 
	


	
	

	Feedback to the Candidate

	


	


	


	


	


	




Candidate’s Signature__________________                            Assessor’s Signature _________________
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