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CBT Sample assessment model answers

Business Communications and Personal Skills/Developing Lifelong Learning Skills (BPLS)

Sample assessment 1

Task 1 (7 marks)
[image: image2.png](@) Identify whether the following statements are true o false. (4 marks)

The mst appropriate complimentary closefor tisfte is yours fafly’ v
The amount must be witen in worcs rathr than £1,850. v

Aough Sandy il ign e e, hr name should be isa be pnd on e eter,

The contentof Sandys et i determin b Firt Place’ house s, v




[image: image3.png](b) Show which ONE method of communication would be the most appropriate in each of the situations.
‘below by clicking on the left-hand box and then on the appropriate right hand box. You can remove a

line by clicking onit.
Situation Method of communication
You wish to send a private and sensitive message Emai
t0 3 customer. ma
You wish to inform a colleague that there s a client Lt
‘waiting for him in the reception area. ter
You wish to provide your manager with the minutes
of a previous meeting in time for tomorrow's follow- Phone call

up meeting.

3 marks)




Task 2 (8 marks)
[image: image4.png](a) Identify whether each of the following actions would be appropriate or inappropriate for you to take at
the meeting.

‘Suggestthatthe minutes from the previous meeting be read out

Inappropriat

‘Send a textto your manager, discreely pointing outthat he has not
remembered the decisions correctly.

Ensure that you make eye contact with Dan Fleetwood attimes during
the meeting.

‘Attemptto clariy decisions made atthe previous meting.

(4 marks)




Task 2, continued 
[image: image5.png](b) Identify the FOUR statements that are true i the st below.

Two is 3 suficient number of people to hold a meeting

An agendais only required when a mesting is attended by people who work
outside of the organisation

A department meeting is lways formal

You should be prepared to contribute to discussions in a meefing even if everyone
else presentis more senior than you

‘The minutes of a meeting should state who atiended the mesting

“Tapping your fingers gently on the table is a good way to indicate that a meeting
has overrun.

Itis notimportant to listen during a meeting if minutes are being recorded, as you
can read the minutes afterwards,

You should always leave your mobile phone at your desk when attending a mesting

You should smile and nod constantly throughout a meeting

An agendais not always required for an informal mesting

(4 marks)




Task 3 (8 marks)
[image: image6.png](a) Complete the statements below. (4 marks)

0 orderwould normally e paced by e angsentiotne
[ cepariment 2

‘The customers records would show the [delivery adaress JJgl] to Which the goods should have been sent.

The [oank statement Rl Would show if payment has been received.

(b) Identify whether each of the following statements is true or faise. (4 marks)

Ifthe customer raises her voice because she is angry, you should raise your
voice as well

You should call the customer by her first name from the start ofthe conversation.

SIS

fthe goods were not delivered when they should have been, you should admit
the mistake.

You should make a note of the customer's complaint.

SIS





Task 4 (8 marks)
[image: image7.png](a) Identify which personal skillis being shown in each of the following behaviours.
Select each answer by clicking on the left hand box and then the appropriate right-hand box.

You can remove aline by clicking onit.

Behaviour skl
When a new supplier is more formal than
lexisting suppliers, Susan adapts her approach Commitment
and style to match
Courtesy
|Sardar is always polite to customers who wish
to retum goods, even when he is busy.
Flexibility
Si time each d take
imon arrives on time each day and takes Perseverance

pride in his work

3 marks}




Task 4, continued 
[image: image8.png](b) Identify THREE actions that would be appropriate for you to take. (3 marks)

Tell Greg that he should enroll on a course in English language.

Tell Greg its notyour ob to help him

Putyour work aside and rewite the letter for Greg.

Explainto Greg that you have other commitments atthe moment.

‘Suggestto Gregthat he takes the letter home and asks his family orfriends for
help with it

‘Catch up with your own work,prioritising urgent and important tasks.

Inform your manager politely that you won't have time to atiend the meetings.

Offerto review the letter later.





Task 4, continued 
[image: image9.png](€) Select ONE option below to identify which skill(s)is Lauren showing in this situation. (1 mark)

Perseverance

Courtesy

Organisation of time

Al of the above.

You politly explainto Lauren that your current workdoad does not allow for this 30-minute tmeslot each day.
However, you explain that you are able to reschedule Some of your tasks so that you can spend an hour with
her on Fridays. During this hour, you would be able to help her with any tasks which she has been unable to
complte on her own.

(d) Select ONE option below to identify which skill(s) you are showing in this situation. (1 mark)

Flexibiliy

Courtesy

Organisation of time

Al of the above.





Task 5 (12 marks)
[image: image10.png](a) Identify whether each of the following statements are true or false. 6 marks)

‘Angelo should allow the new customer 60 days credit.

Angelo should politely ask his supenvisorto authorise 60 ays creditfor the new
customer.

Angelo should explain the organisation’s credit policy to Jack.

Angelo should priortise Jack's demand because Jack can sometimes be diffcult
to deal with.

‘Angelo’s reply should be confident without being aggressive.

Angelo should suggest to management thatthe organisation's credit policy is
changed.

(b) Complete the following sentence by selecting the correct option from the drop-down list. (1 mark)

By dealing appropriately with Jacks email, Angelo has [used personal skKils effecively.




Task 5, continued 
[image: image11.png]{c) Identify when you should take the actions below by clicking on the left-hand box and then on the
‘appropriate right-hand box. You can remove a line by clicking on it

Action

Demand that you are paid an additional
bonus for attending the workshop as it is

ater working hours

Ensure that you understand how to
operate the audiovisual equipment.

Before the
workshop

Check that your own office space
‘complies vith the new regulations

During the
workshop

Ensure that you do not miss any of the
details of the new regulations while you

are operating the equipment

After the
workshop

‘Send an email to everyone attending the
workshop pointing out that workshops

‘should be held in working hours.

Never

(5 marks)




Task 6 (7 marks)
[image: image12.png]Complete the following sentences. (7 marks)

Utsula has dentie natone of hr weaknesses s  ack f
Ursuls's 3imto gain a management postion's 3
Communicaion silsare one of rsuia's

113 0315 measurabl, there nescs 1 be
Aweakness s sometning rat

113 50315 tme-ooun s mesns
ASUART goal mustse




Task 7 (8 marks)
[image: image13.png](a) Identify the order in which Freddie should complete his tasks by dragging each task into the

‘appropriate order in the table.

Freddie’s list oftasks:

6 marks)

Plan the research

Identify ypes of accounting packages available

2.

4| Recordihe advantages, disadvantages and prces of
each package

4 || Make notes on content and design of presentation siides

5 Create the presentation slides

Practise the presentation





Task 7, continued

[image: image14.png](b) Select TWO appropriate actions Freddie should take from the list below. (2 marks)

Cancel the project

Askfor help when needed

Atiemptto hide the mistake

Discard some of the tasks

v o s st aesme e misae




Task 8 (12 marks)
[image: image15.png](a) Show the most appropriate learning method for each activity in the table below by dragging the most

‘appropriate learning method nextto the activity.

Muttiple people working towards a
‘common goal

[Working as partofa
team

Finding available accounting software

[Independent research

Practising double entry bookkeeping

[Repetion

Working on new tasks under guidance

[Working with a mentor

Learning abouttaxation law

[Formal study

Practising interview skills

[Role play

Resolving accounting errors

[Solving problems

Work shadowing

[Obsenvation ana
|asking questions

Learning methods:

8 marks)




Task 8, continued
[image: image16.png](b) Identify the preferred learning style in each of the examples below. (3 marks)
Jack ies 0 ask for an explanaton ofhow o operate machiner. v
Jasper likes to complete quizzes and crosswords.

Mohammedikes to practise double entry bookkeeping by completing examples.

H
ﬁa
7l B

Jack enjoys studying as part of a group.

() Select TWO advantages of studying with others in a group. (1 mark)

You have others to discuss ideas with.

You can do each other's homeworkif ou are having dificulties.

You can rely on others to complete 3 group assignment

Youfeel supported.





Task 9 (12 marks)
[image: image17.png](a) Indicate whether each of the sources below is appropriate or inappropriate for this purpose. (3 marks)

Inappr

Companies House

Business advisor

Blog

(b) Select the TWO statements below that indicate a piece of information you have used is valid. (2 marks)

‘The source s trying to sell you ts products.

You are familiar with the source and who is responsible for the information.

You have checked the accuracy of the information by looking at another independent source.

[P

You have checked the accuracy of the information by looking at another source by the same author.





Task 9, continued

[image: image18.png]{c) Show the most appropriate source to find each piece of information below. Select each answer by
clicking on the left-hand box and then on the appropriate right-hand box. You can remove a line by

clicking on it.

Information Required

National Insurance contributions

The registered address of a
‘company

Source

Early developments in accounting

Trade Publications

Companies House

Information about a specific
industry

HMRC

Encyclopasdia

(4 marks)




[image: image19.png](d) Identify THREE advantages of taking notes.

Itkeeps you occupied in class.

Itassists leamning by providing a future reference source.

Itrequires very it effort

taids understanding through the use of your own words.

It demands greater concentration than listening and so improves leaming.

Itreduces the amount of information to be leat.

[SPS

(3 marks)





Task 10 (8 marks)
[image: image20.png](a) From the supervisor's feedback and Anya's reflections on previous exhibitions, identify Anya's.
strengths or weaknesses.

(4 marks)

Enthusiasm

Planning

Using feedbackfrom others

Record-keeping

[SHS ST





Task 10, continued

[image: image21.png](b) Select FOUR actions Anya should take to ensure her trip to attend the exhibition in Paris goes as.
planned. (4 marks)

Complete all ofthe tasks on the to-do list regardless of any changes to plans.

Ensure she has enough time to complete the tasks on the to-do list.

Worry about the demonstration being a ailure.

Wiake alist ofresources she needs to take to Paris.

Seek guidance from a colleague who has successfully planned an exhibition in the past.

Practise the demonstration.

[SESES]

Wait until nearer the time to make plans in order to make the planning process easier

Requesta colleague accompanies herto help record the names of delegates needing further information





Task 11 (10 marks)
[image: image22.png](a) Identify TWO of Claire’s learning styles.

Working with others

Listening

Visual

Logical

Physical

(2 marks)




Task 11, continued

[image: image23.png](b) Identity areas in which Claire performed well and areas for improvement. Select each answer by
clicking on the left-hand box and then the appropriate right-hand box. You can remove aline by

clicking on it s e

Achieving outcomes

Business English
Areas performed well

Calculations

Areas for improvement
Referencing resources

Verbal presentation





Task 11, continued

[image: image24.png](e) Identify THREE reasons why feedback is helpful. (3 marks)

Ittells you how well your colleagues have performed.

It makes you aware of your sirengths and weaknesses

It always given face-{o-face.

Ithelps you to improve your future performance.

Itgives you detailed instructions on how to be successiul in assessments

Itonly points out what you have done correctly.

Itlinks performance with igentiied goals.
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