Unit number – Interpersonal and Written Communication 1

LEVEL 1 – Communicate Simple Information in a Familiar Context.

Unit Overview

Have the ability to communicate verbally and in written format, using language and terminology appropriate to the audience. 
How can I demonstrate knowledge?

	A competent person will
	Possible sources of evidence

	· Know simple uses of interpersonal and written communication techniques.

· Verbal: e.g. intonation; tone and feedback (sometimes known as verbal attends), and non-verbal techniques (e.g. smiling while talking on the phone, body language);

Attentive listening (i.e. difference between hearing and listening);

Positive and negative language. 

· Written:

Grammar;

Spelling.


	Knowledge of how to establish rapport with individuals, how to compose written material and how to interact successful with individuals and groups. This can be shown through the content of your work-produced evidence, as well as by personal statement and/or answers to questions. 

Records of professional discussion with your assessor may also be provided. 




How can I satisfy the skills and techniques?

	A competent person can
	Possible sources of evidence

	· Communicate interpersonally on a familiar subject in a familiar work situation:

· Following organisational guidelines and procedures

· Communicate in writing on familiar subjects using specified formats:

· Following organisational guidelines and procedures

· Identifying and conveying key messages in writing (e.g. letters, fax, email, database notes)

· Using correct grammar and spelling.


	Workplace expert witness testimony by someone who has knowledge of your work activities. 

Assessor observation of you carrying out customer care procedures. 

Documentary evidence recording actions taken.


Evidence Requirements 

To demonstrate your competence you will be required to complete at least 2 straightforward tasks covering the listed skills, related Interpersonal and Written Communication.

1

