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For the Tutor
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TUTOR GUIDELINES

This sheet is for tutor reference only and should not be distributed to candidates.

Time Allowed: 2 hours, including 10 minutes reading and preparation time.

Please ensure you are familiar with all the details contained within the Guidelines to
Candidates.

1 This practical assessment has a scenario, setting the context in which tasks are to be
achieved, followed by four work-related tasks.

2 Candidates must place their name, Centre number and task number at the top right-hand
corner of each answer sheet.

3 Before the assessment begins candidates should be provided with planning paper and
either plain white paper or templates for retrieval. Where templates are supplied candidates
must be provided with the relevant information for retrieval.

4 Ensure that candidates have several black or blue pens or biros available (not red or pale
blue), together with a soft rubber, pencil, pair of compasses and ruler, before entering the
examination room.
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and preparation time

INSTRUCTIONS TO CANDIDATES

Read the Guidelines to Candidates carefully before attempting any of the tasks.

Ensure that your name, Centre number and candidate number are written or typed at the top of
each separate piece of paper used.

You must attempt all tasks.

Hand in all your work at the end of the assessment.

If you use more than one sheet of paper, fasten the sheets together.

You may use calculators, calendars, pairs of compasses, rulers, English and mother-tongue
dictionaries, thesauruses, spell checkers and manufacturers’ manuals during the assessment.

This question paper consists of 3 printed pages.

www.xtremepapers.net

www.xtremepapers.net


COMMUNICATION AND TASK MANAGEMENT (ADVANCED)
PRACTICAL ASSESSMENT TASK SHEETS

5242/A  A2002

Page 2 of 3

GUIDELINES TO CANDIDATES

The following guidelines will help you to be successful in your assessment:

1 Use the 10-minute reading and preparation time to make your rough notes. Your tutor will
give you paper.

2 Read the scenario and task instructions carefully. Clearly identify what the tasks are asking
you to do. Decide the most appropriate way to present your answer – unless the task asks
you to use a particular method of presentation.

3 Use standard business conventions and layouts and insert today’s date on letters and
memorandums etc., unless the task asks you to do something different.

4 Your tutor will provide you with rough planning paper and either plain white paper or
templates for retrieval. If you are using a word processor, you will be provided with the
information you need to retrieve templates.

5 If you are using a word processor, save each task as a separate file. Your tutor will tell you
the printing arrangements.

6 You may use handwriting, a typewriter or a word processor to complete your tasks.

7 If handwriting is used, write clearly in black or blue ink. Do not use red ink. Pale blue ink
can be difficult to read. If your work is difficult to read, you will automatically lose marks.

8 If you use a typewriter, you may use the memory facility available but it must be cleared
before the assessment period starts.

9 Make sure that you write your name, Centre number and task number at the top right-hand
corner of every page before assembling your work in task order, together with the
Instruction Sheet and any Centre Guidelines.

10 If you do not finish a task, attach it to the back of your completed tasks and mark it
“INCOMPLETE TASK”.
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SCENARIO

As a senior administrator in a large Personnel Department, your duties include the preparation of
material for staff development programmes.  Your in-tray contains the following tasks:

TASK 1

The following material is needed for the next ‘Communication Workshop’. Please prepare:

1. a checklist containing 8 DOs and 8 DON'Ts, to be used by staff when composing letters
 

2. 7 guidelines to be used when writing letters to be sent overseas

3. a brief statement saying why slang should not be used when writing memos and e-mails.

TASK 2

Team leaders feel they could benefit from a workshop on techniques for handling difficult team
members.  Please give:

� 5 suggestions for handling aggressive behaviour
 

� 5 suggestions for handling negative behaviour.

TASK 3

Please provide a handout on how to improve sales technique.

� Give 3 main approaches to negotiation.

� Give the purpose of each approach.

 

 TASK 4
 

� Briefly comment on the reliability of non-verbal language.

� Give 2 occasions when you might use non-verbal language in a face-to-face situation.
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TUTOR GUIDELINES

This sheet is for tutor reference only and should not be distributed to candidates.

Time Allowed: 2 hours, including 10 minutes reading and preparation time.

Please ensure you are familiar with all the details contained within the Guidelines to
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1 This practical assessment has a scenario, setting the context in which tasks are to be
achieved, followed by three work-related tasks.

2 Candidates must place their name, Centre number and task number at the top right-hand
corner of each answer sheet.

3 Before the assessment begins candidates should be provided with planning paper and
either plain white paper or templates for retrieval. Where templates are supplied candidates
must be provided with the relevant information for retrieval.

4 Ensure that candidates have several black or blue pens or biros available (not red or pale
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GUIDELINES TO CANDIDATES

The following guidelines will help you to be successful in your assessment:

1 Use the 10-minute reading and preparation time to make your rough notes. Your tutor will
give you paper.

2 Read the scenario and task instructions carefully. Clearly identify what the tasks are asking
you to do. Decide the most appropriate way to present your answer – unless the task asks
you to use a particular method of presentation.

3 Use standard business conventions and layouts and insert today’s date on letters and
memorandums etc., unless the task asks you to do something different.

4 Your tutor will provide you with rough planning paper and either plain white paper or
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SCENARIO

As Personal Assistant to the Managing Director of a large sales organisation you have been asked
to provide potential reasons or solutions for the problem areas outlined below.  These will be
discussed at next week's Sales Team Meeting.

Prepare notes for the Managing Director to consider before the meeting.

TASK 1

(a) Your Managing Director complains that he is tired of hearing the whispered phrase:

    "My boss sets such unrealistic goals!"

� Give 3 statements which describe what the Sales Staff are really saying.

� Give one reason, for each statement, which explains why such a statement may be made.

(b) What is likely to happen if a team finds it difficult to achieve its primary goal?

(c) What is likely to be the result when the team's primary goal is broken down into smaller goals?

(d) Give 4 qualities required by team leaders and/or team members to ensure a team is
successful.

TASK 2

The Managing Director is concerned at the non-productive and chaotic way in which the Sales
Team works.

� List 6 points for controlling and solving problems when involved in a team task.

� Briefly describe how you would decide the best method to collect information about the
Sales Team’s working practices.

� List 4 types of charts which can be used for data display.

� Briefly explain what will determine the type of chart used.

� Give 3 advantages of using data display rather than tables of raw data.

TASK 3

The Sales Team is having problems effectively organising the project that the Managing Director
and Sales Manager have set.

� Give 2 main limitations of project planning.

� List 4 requirements of project planning.
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TUTOR GUIDELINES

This sheet is for tutor reference only and should not be distributed to candidates.

Time Allowed: 2 hours, including 10 minutes reading and preparation time.

Please ensure you are familiar with all the details contained within the Guidelines to
Candidates.

1 This practical assessment has a scenario, setting the context in which tasks are to be
achieved, followed by four work-related tasks.

2 Candidates must place their name, Centre number and task number at the top right-hand
corner of each answer sheet.

3 Before the assessment begins candidates should be provided with planning paper and
either plain white paper or templates for retrieval. Where templates are supplied candidates
must be provided with the relevant information for retrieval.

4 Ensure that candidates have several black or blue pens or biros available (not red or pale
blue), together with a soft rubber, pair of compasses, pencil, and ruler, before entering the
examination room.
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GUIDELINES TO CANDIDATES

The following guidelines will help you to be successful in your assessment:

1 Use the 10-minute reading and preparation time to make your rough notes. Your tutor will
give you paper.

2 Read the scenario and task instructions carefully. Clearly identify what the tasks are asking
you to do. Decide the most appropriate way to present your answer – unless the task asks
you to use a particular method of presentation.

3 Use standard business conventions and layouts and insert today’s date on letters and
memorandums etc., unless the task asks you to do something different.

4 Your tutor will provide you with rough planning paper and either plain white paper or
templates for retrieval. If you are using a word processor, you will be provided with the
information you need to retrieve templates.

5 If you are using a word processor, save each task as a separate file. Your tutor will tell you
the printing arrangements.

6 You may use handwriting, a typewriter or a word processor to complete your tasks.

7 If handwriting is used, write clearly in black or blue ink. Do not use red ink. Pale blue ink
can be difficult to read. If your work is difficult to read, you will automatically lose marks.

8 If you use a typewriter, you may use the memory facility available but it must be cleared
before the assessment period starts.

9 Make sure that you write your name, Centre number and task number at the top right-hand
corner of every page before assembling your work in task order, together with the
Instruction Sheet and any Centre Guidelines.

10 If you do not finish a task, attach it to the back of your completed tasks and mark it
“INCOMPLETE TASK”.
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SCENARIO

You are a senior administrator to the Head of Business Studies in a large college. Recently he has
developed strong links with local businesses that require in-house training sessions on a variety of
topics. He requires you to assist in the preparation of support material.

Today the following tasks are in your in-tray.

TASK 1

COMPANY A  has requested a short course on effective team building.

1. Produce a list giving 6 ways in which feedback can be given to teams.
 

2. How often should team members receive feedback? Explain your answer.

TASK 2

COMPANY B is seeking to improve the letter-writing skills of its staff.

1. Give 4 points illustrating what badly composed letters tell the receiver about the author and/or
the organisation.

 

2. Which 4 features of poorly composed memos can affect relationships between colleagues?

TASK 3

COMPANY C has requested a session on Agendas.

� Prepare an Agenda with 10 items, which could be discussed at the first team meeting of a
newly created team. (Your Agenda layout should follow good business practice.)

TASK 4

COMPANY D would like staff teams to make more use of Action Plans.

1. Describe the purpose of an Action Plan, and its main benefit.
 

2. Give 10 guidelines for the successful preparation of an Action Plan.
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