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Assignment 1: Photocopying Marks 
 
Any one of the following, or similar, methods, depending on the machine 
 
 Method 1 
Preparation: Place the original page on photocopier 6 
 Set the number of copies 3 
 Press start button 3 
 
Execution: Turn the original page on the photocopier 6 
 Remove the copies and put them in paper tray 10 
 Set the number of copies 3 
 Press start button 3 
 Remove the original page 4 
 Remove the copies 4 
 Alignment on both pages 6 
 
Presentation: Overall approach to task 5 
  53 
 Method 2 
Presentation: Place the original page on photocopier 6 
 Set number of copies 3 
 Press start button 3 
 
Execution: Remove original 3 
 Remove copy 3 
 Place 2 sheets of paper correct side up on feed tray 5 
 Select mode 1-sided to 2-sided 5 
 Select number of copies 3 
 Press start button 3 
 Remove the original pages 4 
 Remove the photocopies 4 
 Alignment on both sheets 6 
 
Presentation: Overall approach to task 5 
  53 
 
 Method 3 
Presentation: Place the original page on the photocopier 6 
 Set number of copies 3 
 Set mode 1-sided to 2-sided 6 
 
Execution: Press green button to scan 4 
 Turn original 6 
 Press green button to scan 4 
 Press scanning finished 5 
 Remove the original page 4 
 Remove the photocopies 4 
 Alignment on both sheets 6 
 
Presentation: Overall approach to task 5 
  53 



Assignment 2: Phone call Marks 
 
Preparation: Dial correct number 7 
 
Execution: Ask for Pat 7 
 Enquire about booking 5 employees on a health-and- 
 safety course 7 
 Record four pieces of information on memo (4 × 4) 16 
 Confirm the booking 6 
 
Presentation: Overall communication ability, manner and clarity 10 
  53 
 
Assignment 3:  Role play Marks 
 
Preparation: Greet the customer (4) and listen to the complaint (4) 8 
 Check the records (5) and offer an apology (5) 10 
 Suggest a solution (10) and assure the customer of 
 an improved service (10) (Deduct 3 for a prompt) 20 
 
Presentation: Overall communication ability and manner, tone 
 of voice, facial expression, stance, etc. 15 
  53 
 
Assignment 4: Mail order Marks 
 
Preparation: Find the two items required 6 
 
Execution: Name and address 4 
 Account number 3 
 Phone number 3 
 5 entries twice (10 × 2) 20 
 Total figure (€668.78) 3 
 Name on credit card 3 
 Expiry date 3 
 
Presentation: General approach to task 5 
  53 
 
Assignment 5: Filing Marks 
 
Preparation: Check document and state what method, 
 for example, alphabetical, numerical, etc. 10 
 
Execution: Select correct name 10 
 Write (any) name (6) and attach to file (7) 13 
 File in correct place in cabinet 10 
 
Presentation: Overall approach to task  
 (Allow a maximum of 5 if the name is wrong) 10 
  53 



Assignment 6: Fax Marks 
 
Preparation: Heading: 5 pieces of information (5 × 3) 15 
 Message (3 + 4+ 2) 9 
 
Execution: Insert paper correctly in fax machine 10 
 (Deduct 4 for a wrong slot) 
 Dial the fax number (Deduct 4 for an error) 10 
 Send fax (prompt for outside line allowed) 4 
 
Presentation: General approach to task 5 
  53 
 
Assignment 7:  E-mail Marks 
 
Preparation: Open e-mail package 8 
 
Execution: Type e-mail address 8 
 Insert some reference 5 
 Two pieces of information (2 × 6) 12 
 An appropriate sentence 5 
 Send the e-mail 5 
 Close down the internet 5 
 
Presentation: Overall approach to task 5 
  53 
 
Assignment 8: Receipt Marks 
 
Preparation: Check that the calculator is switched on 2 
 
Execution: Calculate the total amount of cash (€1200) 15 
 (Deduct 5 for an incorrect sub-total or total) 
 Insert the date 5 
 Name of the person 7 
 The amount in words 7 
 The amount in figures (€1,200) 5 
 The signature 7 
 
Presentation: Overall approach to task 5 
  53 
 



Summary marking scheme Marks 
 

First question  53 
Second question  53 
Third question  53 
Extra mark for first question 1 
Maximum total  160 
 

Table 1.1 Marking out of 5, 10 or 15 (usually for general impression) 
 

Marking Out of 5 Out of 10 Out of 15 
Excellent 5 9 or 10 13 to 15 
Very good 4 7 or 8 10 to 12 
Good 3 5 or 6 7 to 9 
Fair 2 3 or 4 4 to 6 
Poor 1 1 or 2 1 to 3 
No merit 0 0 0 

 

Table 1.2 Conversions (a), credits to percentages and marks out of 53 
 

Credits  Percentages Marks awarded 
12 85-100 45-53 
11 78-84 41-44 
10 71-77 38-40 
9 64-70 34-37 
8 57-63 31-33 
7 50-56 27-30 
6 43-49 23-26 
5 36-42 19-22 
4 29-35 15-18 
3 22-28 12-14 
2 15-21   8-11 
1 8-14   4-7 
0 0-7   0-3 

 

Table 1.3 Conversions (b), marks out of 53 to percentages and credits 
 

Marks awarded Percentages Credits  
45-53 85-100 12 
41-44 78-84 11 
38-40 71-77 10 
34-37 64-70 9 
31-33 57-63 8 
27-30 50-56 7 
23-26 43-49 6 
19-22 36-42 5 
15-18 29-35 4 
12-14 22-28 3 
  8-11 15-21 2 
  4-7 8-14 1 
  0-3 0-7 0 



Table 1.4 Conversions (c), credits to percentages and marks out of 160 
 

Credits  Percentages Marks awarded 
12 85-100 136-160 
11 78-84 125-135 
10 71-77 113-124 
9 64-70 102-112 
8 57-63 91-101 
7 50-56 80-90 
6 43-49 68-79 
5 36-42 57-67 
4 29-35 46-56 
3 22-28 35-45 
2 15-21 24-34 
1 8-14 12-23 
0 0-7   0-11 

 
Table 1.5 Conversions (d), marks to percentages and credits 
 

Marks awarded Percentages Credits 
136-160 85-100 12 
125-135 78-84 11 
113-124 71-77 10 
102-112 64-70 9 
91-101 57-63 8 
80-90 50-56 7 
68-79 43-49 6 
57-67 36-42 5 
46-56 29-35 4 
35-45 22-28 3 
24-34 15-21 2 
12-23 8-14 1 
  0-11 0-7 0 

 
Note: Exact marks are in bold print. Other values are approximate (plus or minus). 
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles false
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.7
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /AgencyFB-Bold
    /AgencyFB-Reg
    /AharoniBold
    /AngsanaNew
    /AngsanaNew-Bold
    /AngsanaNew-BoldItalic
    /AngsanaNew-Italic
    /AngsanaUPC
    /AngsanaUPC-Bold
    /AngsanaUPC-BoldItalic
    /AngsanaUPC-Italic
    /Arial-Black
    /Arial-BoldItalicMT
    /Arial-BoldMT
    /Arial-ItalicMT
    /ArialMT
    /ArialNarrow
    /ArialNarrow-Bold
    /ArialNarrow-BoldItalic
    /ArialNarrow-Italic
    /ArialRoundedMTBold
    /Batang
    /BatangChe
    /BlackadderITC-Regular
    /BodoniMT
    /BodoniMTBlack
    /BodoniMTBlack-Italic
    /BodoniMT-Bold
    /BodoniMT-BoldItalic
    /BodoniMTCondensed
    /BodoniMTCondensed-Bold
    /BodoniMTCondensed-BoldItalic
    /BodoniMTCondensed-Italic
    /BodoniMT-Italic
    /BookAntiqua
    /BookAntiqua-Bold
    /BookAntiqua-BoldItalic
    /BookAntiqua-Italic
    /BookmanOldStyle
    /BookmanOldStyle-Bold
    /BookmanOldStyle-BoldItalic
    /BookmanOldStyle-Italic
    /BookshelfSymbolSeven
    /BradleyHandITC
    /BrowalliaNew
    /BrowalliaNew-Bold
    /BrowalliaNew-BoldItalic
    /BrowalliaNew-Italic
    /BrowalliaUPC
    /BrowalliaUPC-Bold
    /BrowalliaUPC-BoldItalic
    /BrowalliaUPC-Italic
    /Calibri
    /Calibri-Bold
    /Calibri-BoldItalic
    /Calibri-Italic
    /CalisMTBol
    /CalistoMT
    /CalistoMT-BoldItalic
    /CalistoMT-Italic
    /Cambria
    /Cambria-Bold
    /Cambria-BoldItalic
    /Cambria-Italic
    /CambriaMath
    /Candara
    /Candara-Bold
    /Candara-BoldItalic
    /Candara-Italic
    /Castellar
    /CenturyGothic
    /CenturyGothic-Bold
    /CenturyGothic-BoldItalic
    /CenturyGothic-Italic
    /CenturySchoolbook
    /CenturySchoolbook-Bold
    /CenturySchoolbook-BoldItalic
    /CenturySchoolbook-Italic
    /ComicSansMS
    /ComicSansMS-Bold
    /Consolas
    /Consolas-Bold
    /Consolas-BoldItalic
    /Consolas-Italic
    /Constantia
    /Constantia-Bold
    /Constantia-BoldItalic
    /Constantia-Italic
    /CopperplateGothic-Bold
    /CopperplateGothic-Light
    /Corbel
    /Corbel-Bold
    /Corbel-BoldItalic
    /Corbel-Italic
    /CordiaNew
    /CordiaNew-Bold
    /CordiaNew-BoldItalic
    /CordiaNew-Italic
    /CordiaUPC
    /CordiaUPC-Bold
    /CordiaUPC-BoldItalic
    /CordiaUPC-Italic
    /CourierNewPS-BoldItalicMT
    /CourierNewPS-BoldMT
    /CourierNewPS-ItalicMT
    /CourierNewPSMT
    /CurlzMT
    /David-Bold
    /David-Reg
    /DavidTransparent
    /DilleniaUPC
    /DilleniaUPCBold
    /DilleniaUPCBoldItalic
    /DilleniaUPCItalic
    /Dotum
    /DotumChe
    /EdwardianScriptITC
    /Elephant-Italic
    /Elephant-Regular
    /EngraversMT
    /ErasITC-Bold
    /ErasITC-Demi
    /ErasITC-Light
    /ErasITC-Medium
    /EstrangeloEdessa
    /EucrosiaUPC
    /EucrosiaUPCBold
    /EucrosiaUPCBoldItalic
    /EucrosiaUPCItalic
    /FelixTitlingMT
    /FixedMiriamTransparent
    /ForteMT
    /FranklinGothic-Book
    /FranklinGothic-BookItalic
    /FranklinGothic-Demi
    /FranklinGothic-DemiCond
    /FranklinGothic-DemiItalic
    /FranklinGothic-Heavy
    /FranklinGothic-HeavyItalic
    /FranklinGothic-Medium
    /FranklinGothic-MediumCond
    /FranklinGothic-MediumItalic
    /FrankRuehl
    /FreesiaUPC
    /FreesiaUPCBold
    /FreesiaUPCBoldItalic
    /FreesiaUPCItalic
    /FrenchScriptMT
    /Garamond
    /Garamond-Bold
    /Garamond-Italic
    /Gautami
    /Georgia
    /Georgia-Bold
    /Georgia-BoldItalic
    /Georgia-Italic
    /Gigi-Regular
    /GillSansMT
    /GillSansMT-Bold
    /GillSansMT-BoldItalic
    /GillSansMT-Condensed
    /GillSansMT-ExtraCondensedBold
    /GillSansMT-Italic
    /GillSans-UltraBold
    /GillSans-UltraBoldCondensed
    /GloucesterMT-ExtraCondensed
    /GoudyOldStyleT-Bold
    /GoudyOldStyleT-Italic
    /GoudyOldStyleT-Regular
    /GoudyStout
    /Gulim
    /GulimChe
    /Gungsuh
    /GungsuhChe
    /Haettenschweiler
    /Impact
    /ImprintMT-Shadow
    /IrisUPC
    /IrisUPCBold
    /IrisUPCBoldItalic
    /IrisUPCItalic
    /JasmineUPC
    /JasmineUPC-Bold
    /JasmineUPC-BoldItalic
    /JasmineUPC-Italic
    /Kartika
    /KodchiangUPC
    /KodchiangUPC-Bold
    /KodchiangUPC-BoldItalic
    /KodchiangUPC-Italic
    /Latha
    /LevenimMT
    /LevenimMTBold
    /LilyUPC
    /LilyUPCBold
    /LilyUPCBoldItalic
    /LilyUPCItalic
    /LucidaConsole
    /LucidaSans
    /LucidaSans-Demi
    /LucidaSans-DemiItalic
    /LucidaSans-Italic
    /LucidaSans-Typewriter
    /LucidaSans-TypewriterBold
    /LucidaSans-TypewriterBoldOblique
    /LucidaSans-TypewriterOblique
    /LucidaSansUnicode
    /MaiandraGD-Regular
    /Mangal-Regular
    /MicrosoftSansSerif
    /MingLiU
    /Miriam
    /MiriamFixed
    /MiriamTransparent
    /MonotypeCorsiva
    /MS-Gothic
    /MS-Mincho
    /MSOutlook
    /MS-PGothic
    /MS-PMincho
    /MSReferenceSansSerif
    /MSReferenceSpecialty
    /MS-UIGothic
    /MVBoli
    /Narkisim
    /NSimSun
    /OCRAExtended
    /PalaceScriptMT
    /PalatinoLinotype-Bold
    /PalatinoLinotype-BoldItalic
    /PalatinoLinotype-Italic
    /PalatinoLinotype-Roman
    /Papyrus-Regular
    /Perpetua
    /Perpetua-Bold
    /Perpetua-BoldItalic
    /Perpetua-Italic
    /PerpetuaTitlingMT-Bold
    /PerpetuaTitlingMT-Light
    /PMingLiU
    /Pristina-Regular
    /Raavi
    /RageItalic
    /Rockwell
    /Rockwell-Bold
    /Rockwell-BoldItalic
    /Rockwell-Condensed
    /Rockwell-CondensedBold
    /Rockwell-ExtraBold
    /Rockwell-Italic
    /Rod
    /RodTransparent
    /ScriptMTBold
    /Shruti
    /SimHei
    /SimSun
    /SPIonic
    /Sylfaen
    /SymbolMT
    /Tahoma
    /Tahoma-Bold
    /TimesNewRomanPS-BoldItalicMT
    /TimesNewRomanPS-BoldMT
    /TimesNewRomanPS-ItalicMT
    /TimesNewRomanPSMT
    /Trebuchet-BoldItalic
    /TrebuchetMS
    /TrebuchetMS-Bold
    /TrebuchetMS-Italic
    /Tunga-Regular
    /TwCenMT-Bold
    /TwCenMT-BoldItalic
    /TwCenMT-Condensed
    /TwCenMT-CondensedBold
    /TwCenMT-CondensedExtraBold
    /TwCenMT-Italic
    /TwCenMT-Regular
    /Verdana
    /Verdana-Bold
    /Verdana-BoldItalic
    /Verdana-Italic
    /Vrinda
    /Webdings
    /Wingdings2
    /Wingdings3
    /Wingdings-Regular
    /ZWAdobeF
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /CreateJDFFile false
  /SyntheticBoldness 1.000000
  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU (Stephen Austin Distiller settings file V6)
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 822.047]
>> setpagedevice


