Intermediate 1 Command Words Workshop – Task 4

This workshop will focus on the following aspects:

Focus 1:  Assessment of “Identify”

Focus 2:  Assessment of “Suggest”

Focus 3:  Assessment of “Describe”

Questions used for the above words have been taken from the 2009 Intermediate Diet

	Identify
	A brief sketch of content.  More than naming but not a detailed description.

Candidates will not be expected to develop their answers eg no credit will be given for examples.

One mark awarded per point.  Marks indicate the number of different points expected.

	Suggest
	More than naming/give ideas/propose/put forward recommend/advise on a course of action.

One mark per suggestion at Intermediate 1 level



	Describe
	A statement which shows understanding of a statement or concept.  

One mark per description at Intermediate 1 level

No marks for simply naming/identifying.


Instructions for markers:


· Markers are instructed to mark a    1    beside the text which they consider worthy of a point.

· Markers should add up marks awarded and put total in the box at the front of the Task worksheet

· With description questions, markers are instructed to look for 1 point for each description AT INTERMEDIATE 1 LEVEL ONLY.

Focus 1 – “Identify”

· Read through the question

· Read through the 2 candidates’ scripts

· Mark the 2 candidates’ scripts – use annotation suggested

· Discuss both marking instructions and marks allocated with your group


Marking instructions

	· Name/address of employer

· Job title/what the job is

· Type of contract

· Date when employment began

· Hours of work

· Rate of pay

· Holiday entitlement

· Sickness benefit

· Pension scheme information

· Disciplinary rules/grievance procedure

· Period of notice – employer and employee

Any one piece of information one mark




Candidate 1



Candidate 2




Focus 2 – “Suggest”

· Read through the question

· Read through the 2 candidates’ scripts

· Mark the 2 candidates’ scripts – use annotation suggested

· Discuss both marking instructions and marks allocated with your group

Marking instructions

	(a) 
You have received a letter which contains a cheque. 1 mark

· Enter the details into the remittance book

· Any mention of passing cheque to the Finance Department

(b) 
On checking an envelope you find an enclosure is missing. 1 mark

· Refer the letter to your supervisor

· Indicate on the letter that the enclosure is missing

· Contact the person it was from

(c) 
A catalogue received has to be seen by several employees. 1 mark

· Attach a routing slip/circulation slip to the catalogue

· Any reference to e-mailing a catalogue as an attachment


Candidate 1

Candidate 2


Focus 3 – “Describe”

· Read through the question

· Read through the 2 candidates’ scripts

· Mark the 2 candidates’ scripts – use annotation suggested

· Discuss both marking instructions and marks allocated with your group


Marking instructions

	· Specific details about a job are included in a job description including duties and responsibilities

· Person specification will take the roles and responsibilities and highlight the skills, qualifications, experience and personal qualities that candidates should have.

One mark each description – 2 marks

To be awarded the mark mention must be made of the document

Must be a description – no one word answers


Candidate 1


Candidate 2


End of Int 1 command workshop tasks



















Both a Job Description and Person Specification will be produced for any vacant positions.





Describe the information contained in each of these documents





A Job Description contains information on what the job is about and what position of working.  A Person Specification contains what skills or grades the person requires for the job. 	   2





Both a Job Description and Person Specification will be produced for any vacant positions.





Describe the information contained in each of these documents





A Job Description will contain the duties of the job and the Person Specification will contain the skills and qualities the person has applying for the job.	   2





As administrative Assistant you are often required to work in the Mail Room.


Suggest a solution to the following.





(a)   You have received a letter which contains a cheque.





       See who the cheque is for then put it back in the 


    envelope and put it in the section they are in.


          1





(b)   On checking an envelope you find an enclosure is missing.





       Try making sure to find any other possible 


    Information and contact the person who sent it.


           1





(c)   A catalogue received has to be seen by several employees.





        Send an e-mail to the employee’s who wish to see 


    the catalogue and give them the catalogue.


  1





As administrative Assistant you are often required to work in the Mail Room.


Suggest a solution to the following.





(a)   You have received a letter which contains a cheque.





        You should send the cheque to the Finance Department





        	  1





(b)   On checking an envelope you find an enclosure is missing.





        You should try and find out who sent the letter and


    tell them that something is missing. 	  1





(c)   A catalogue received has to be seen by several employees.





        Send it round the office with a note attached to it telling


     the people on the list to pass it to the next person.	1





Identify 2 pieces of information included in a Contract of Employment, apart from the employee’s personal details.





1           sickness benefits





2          holiday entitlement





2








Identify 2 pieces of information included in a Contract of Employment, apart from the employee’s personal details.





1           job position





2          working days or weeks





2








As Administrative Assistant you are often required to work in the Mail Room.


Suggest a solution to the following.





(a)   You have received a letter which contains a cheque.





        	





        	  1





(b)   On checking an envelope you find an enclosure is missing.





        	





         	  1





(c)   A catalogue received has to be seen by several employees.





        	





        	  1





Both a Job Description and Person Specification will be produced for any vacant positions.





Describe the information contained in each of these documents


2





Identify 2 pieces of information included in a Contract of Employment, apart from the employee’s personal details.





1 	





2 	


2
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