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CBT Sample assessment model answers

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

Sample assessment 2
Task 1 (7 marks)
[image: image2.png](a) Complete the draft reply. 3 marks)

e et s [T ST

There is a sizing guide on our website. | enclose a copy which | Nope you wil find useful. Our sizes have.
remained unchanged for many years. However, we do purchase from a number of suppliers and so there.
may be slightvariations in size.

o





[image: image3.png](b) Referto the drat letter you completed in (a) and select FOUR items that need to be included to
finalise the letter by dragging the appropriate items into the table below. (4 marks)

Missing
[

Reason for writing

Bellas name

Closing paragraph

‘Subjectline

‘Complimentary close ‘Salutation

Today's date

Opening paragraph






Task 2 (8 marks)
[image: image4.png](a) Show what kind of meeting is indicated in each situation described below by clicking on a left-hand
'box and then the appropriate right hand box. You can remove aline by clicking on it. The right-hand

boxes can be used more than once.

Situation

At 9am every Monday, all the staff of an

‘advertising company get together to
brainstorm ideas. Any employees may
take notes if they wish

Kind of meeting

Joe notices Wendy and Leling in the staff
canteen. He goes over to them to have a
chat about the organisation's new
‘customer vetting process

Planned and
formal

A meeting of the Accounts department is
‘scheduled for 3pm today. Vivien, one of
the Accounts Assistants, will be taking

the minutes

Unplanned and
formal

The staf of a large organisation have
formed an entertainment committee. The
frst meeting will be held at 10am
tomorrow and will be chaired by the
Finance Manager. An agenda has been
circulated.

Planned and
informal

Unplanned and
informal

(4 marks)




Task 2, continued 
[image: image5.png](b) Identify what type of meeting is indicated by each purpose below. (4 marks)

To review the performance of a
member of staff.

Toidentiy market changes and
‘opportunities to increase revenue.

To negotiate discounts for goods
purchased on credit

“To share information and motivate
employees





Task 3 (8 marks)
[image: image6.png](a) Complete the sentences below. (2 marks)

Yourline manager has asked you to review a [iard copy [l ofthe report
You should review the report and then store it [in alocked cabinet

(b) Identify whether the advantages shown below apply to the storage of documents in hard or soft copy. (3 marks)

Can be accessed without the need for an external device.

Reduces the need for physical storage space

Easierto amend and share with others.





Task 3, continued 
[image: image7.png]{c) Identify THREE actions which would be appropriate for James to take. (3 marks)

Terminate the call after ten minutes as there are other customers to deal with.

Note down allof the information that s relevant.

Read back the email address to Isaacto check itis correct

SIS

AskIsaacto send an email detailing his questions.

Ask the receptionistto put any future calls from Isaac through to the manager.

AskIsaacto phone back at lunchtime.

Thank Isaac for his feedback.





Task 4 (8 marks)
[image: image8.png](a) Identify which personal skill is being shown in each situation below by clicking on a left-hand box and

then the appropriate right-hand box. You can remove a line by clicking on it. (4 marks)
Situation Personal skill
Ariving promptly for work,
mestings and appointments Iniiative
Agresing to take on a colleague’s
responsibilties whilst she is on a "’93':5“"’" of
business trip me.
Soling a problem by researching
‘and applying a new technique Perseverance
Continuing vith a task sven
though problems keep occurting Flexibilty





[image: image9.png](b) Identify FOUR actions that demonstrate either commitment to the organisation or courtesy to

colleagues by dragging two appropriate actions into each colum i the table below. (¢ marks)
Commitment to the organisation y to colleague:
Offering o help trin a group ofnew | | [ Informing team members when you
employees willbe away fomthe office
Representing your employer ata | | [ Respecting the work areas of those
conference in your own time you work with






Task 5 (12 marks)
[image: image10.png](a) Identify the action that could be taken to deal with each of the following sources of conflict.

Lack of support [Frovide guidance and clarity v

Misunderstanding instructions |~ [Seek further explanation v

Lackof sensitiviy [Be tactiulin conversations with colleagues g

Refusal to work flexibly [Be willing to change work routines v





[image: image11.png](b) Identify whether each of the following actions would be appropriate or inappropriate for Jordan to

take.

Appre

(4 marks)

Inapp:

Tell Ryan to withdraw as a volunteer as he does not wish to work with him again.

Discuss the plans forthe forthcoming event with Ryan and suggest they work
together to make the event a success

Volunteer to take partin the event and forget about the past conflct with Ryan

SIS

Explain politely o the promotions manager why Ryan should not be accepted
as avolunteer.






Task 5, continued 
[image: image12.png]() Identify the FOUR most appropriate actions Eamon should take by dragging the relevant actions

into the table below.

Actions

Actions.

‘Ask the finance manager for
further guidance

‘Hand in his lefter of resignation

Requesttnata colleague
shares the new duties

[Research successful mentoring
techniques

Re-organise his work schedule
‘and prioritise his tasks

(4 marks)

Requesta transfer o another
department

Askfor a salary increase

Refuse to cary outthe new
duties





Task 6 (7 marks)
[image: image13.png](a) Identify where Kamil's performance indicates a strength or weakness.

Confidence in own abilties

Written communications

‘Spoken communications

Working with others

(4 marks)




[image: image14.png](b) Identify THREE SMART targets that are included in Kamil's plan. (3 marks)

JU—
[






Task 7 (8 marks)
[image: image15.png]{a) Complete your action plan by dragging the relevant items to the appropriate rows.

Htems:

1Hay

(4 marks)

[Veroal

[Researc goals

Objectives: To Improve || Written Communication Skills
Review date: 1June

Completion date: [313uly

Step 1 [Researchtopic

Step2: [wiite examples

Step

[Receive feedback

[wiite presentation

[Presentfeedback

[Finance department





[image: image16.png](b) Identify TWO other items you should consider and include in your action plan.

Delegation of esearch to a colleague

Overtime eamed

Potential problems

Resources needed

SIS

(4 marks)





Task 8 (12 marks)
[image: image17.png](@

Identify TWO ways of learning that would suit EACH student's learning style by dragging the
appropriate ways of learning into each column of the table below.

Danny Edwina Bal

Ramon

Learning style: Spatial Learning style: Verbal Learning style: Kinaesthetic Learning style: Social

Read books with ofs of Wake up hymes to help Attempt a task before Revise with a friend.
images and charts memorise facts. receiving instruction

Use colour to highiight Read aloud from Practice applying the. Take partin group

Key facts in text books learning materials. skills learnt. activties





[image: image18.png](b) Identify FOUR actions team members should take when working in a team. (4 marks)

Talk more than listen

Resist change

Disagree with team members when necessary

Worktowards shared goals

SIS

Remain silentin meetings

Leam from mistakes

Refrain from constructive crticism

Maintain a positive atttude






Task 9 (12 marks)
[image: image19.png](a) Identify whether the note-taking methods below are best used to capture information during a lecture.
or whilst reading a book, or whether they can be used in both of these situations. (4 marks)

Bulleted list

Margin notesfannotations

Mind map

Audio recording





[image: image20.png](b) Identify the most appropriate source for the information shown below.

Researching a range of products from a specific industry. [Trace publication

Researching student Ife atthe local college. [ocial networidBlog d

Receiving feedback from a tutor whilst completing a home study course.  [Wepinar

Obtaining current regulations relating to redundancy and ismissal. [Govemmentwebste

1l






Task 9, continued

[image: image21.png](c) Identify whether each instance below could indicate information is from a valid or invalid source by
clicking on a left-hand box and then the appropriate right-hand box. You can remove a line by clicking

onit.

Information has been
|confirmed by multiple:
independent sources

Information witten by
|an unidentified author

Information from a
reputable source
which includes
references to recent

updates

Invalid

Information has been

provided by someone
with the intention of
receiing a benefit

Valid

(4 marks)





Task 10 (8 marks)
[image: image22.png](a) Identify THREE obstacles to learning that Vandana has experienced by dragging the appropriate
obstacles to the table below. 3 marks)

Obstacles

Lack of confidence

Lackoftime

‘Absence through sickness Family commitments

Lack of information

Absence through holidays.





[image: image23.png](b) Identify TWO ways in which Vandana identified her strengths and weaknesses. (2 marks)

Through seff-reflection

By making a list of weaknesses

‘Through feedback from family members.

By comparing results with other students

‘Through feedback from tutor

During a performance appraisal mesting atwork






Task 10, continued

[image: image24.png](c) Show whether the statements below are true or false. (3 marks)

Vandana should include fime in her action planto
review her progress

Vandana should enrol on a course to improve her
wiiting skills

Vandana should review the timescales included in
her action plan to ensure they are realistic.





Task 11 (10 marks)
[image: image25.png](a) Complete the end-of-unit checklist from Felix's perspective. (6 marks)




[image: image26.png](a) Complete the end-of-unit checklist from Felix's perspective. (6 marks)

End-of-uni

Did you?

Create an action plan

Meetyour objective

Receive interim feedback

[SHS ST

Identy a study timetable
Meet deadines

Act on feedback received





[image: image27.png](b) Identify the skills that Felix needs to improve and those he uses well.

Numerical

Information Technology (T)

Time management

Research

(4 marks)
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