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FSKWTG09 
Write routine workplace texts

FSKRDG10
Read and respond to routine workplace information

FSKDIG03
Use digital technology for routine workplace tasks

Assessment Task 4





Student Name: 		________________________________________________________
Student Signature: 		________________________________________________________
			




	
In the following task, the student was assessed as;

☐ Satisfactory		☐ Not Yet Satisfactory

☐ Competent		☐ Not Yet Competent


Assessor Name: 		________________________________________________________
Assessor Signature: 	________________________________________________________

Date: 			________________________________________________________


Any Assessor Comment:





Recommended time allowance – 90 minutes
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Instructions to the student: 
You will need to use your reading skills to read the information provided and answer questions. Your trainer/assessor will give you the document you need to read.
Do not read the document straight away – you need to answer questions as you go. 
Talk to your trainer/assessor if you have any problems with this task.
Resources and equipment required to complete this task
Access to a computer
Access to a printer
Job advertisements gathered in Assessment Task 2 from the Careers and Employment Cluster Learner’s Workbook.
When and where should the task be completed?
Your assessor will advise you about the date and time of the task submission and completion. 
What needs to be submitted?
Completed Assessment Task 4.






















Part A
Artie McMahon is a sales representative. He was talking to a potential customer on the phone before the Christmas holidays. Artie has come back to work after the Christmas break and needs to follow up with the customer. The customer is interested in a product called the FX1234.
He has written the email below and asks you to proofread it before he sends it off.
Circle as many things as you could find that are wrong with Artie’s email. Look for the following things:
spelling errors
irrelevant or inappropriate information 
grammatical errors
presentation (ie paragraphs, fonts etc).


Hey Jeremy how are things? hope you’re Xmas and NY was good I had a massive bad hangover on new yr’s day I can’t believe I am back at work already   I had words to me boss about our talk and he said that willcost you $550 the product!! I rekon its to much so I am gonna try and get it cheaper for you. Ill have to wait for him to be in a good mood before I ask so it might take a while  
Thanks heaps will email you back soon
Artie


















Part B
Review Artie’s email to Jeremy and use an email program to rewrite it so it is more appropriate to send. Make sure you check the finished document for spelling and grammatical errors. Check that the font and presentation of the email is also suitable for work purposes. 



































Part C
A workplace incident report form has been provided on the next page. 
You are to imagine that you have been involved in the scenario described below. Fill out the incident report form based on the following information. Make sure you write neatly and complete all areas of the form. Check your work when you have finished and make sure it is clear and there are no spelling or grammatical errors.
It is 8 June 2014. It is 3.10 pm. You hear the fire alarm go off and you realise you have to evacuate your workplace. 
You are working with Fiona Kaufman. She is an administrative assistant. 
You tell Fiona that everyone must leave immediately. Your supervisor is already helping customers exit the building safely.
Fiona tells you she needs to go to the staff room and get her purse – she needs her phone and car keys. You tell her this is not acceptable and you have to leave now. She shoves you out of her way and hurries from out behind the customer service desk. She trips over a box of files that someone put down when the fire alarm sounded. 
Fiona falls and sprains her ankle. You call your supervisor for help and you both get Fiona out of the building.
Note: When filling out the form, make up the phone number, address and date of birth for Fiona. Use your own personal details when you get to section 3.
























	INCIDENT REPORT FORM

	Who was involved? 	 Employee	 Contractor 	 Other
What was the outcome? 	 Near miss	 Injury

	1. DETAILS OF INJURED PERSON

	Name: 	
Phone: (H)		(W)	
Address:	
Gender: 	 Male 	 Female	Date of birth:  	
Position:	

	2. DETAILS OF INCIDENT

	Date: 			Location:	
Time: 		
Describe what happened:


	3. DETAILS OF WITNESSES

	Name: 		
Phone: (H)		(W)	
Address:	

	4. DETAILS OF INJURY

	Type of injury:	
Cause of injury:	
Location on body (ie back, leg, arm, head):	

	5. HAZARDS

	Please identify any hazards that may have contributed to or caused this injury: 


	Signed:	
Date: 		





In this task you will need to complete a resume and a letter of application for a job.

	Writing a resume
1. Pick one of the job advertisements you found in Assessment Task 2 from the Careers and Employment Cluster Learner’s Workbook. You are to write a resume that you would send to a company advertising for that role. 
Make sure your resume will include everything you have done and all the skills you have already gained. Plan your resume by thinking about your strengths and interests, as well as your hobbies and anything else you have done. You can use the information from your template filled out in Assessment Task 2 from the Careers and Employment Cluster Learner’s Workbook about your skills and interests. 
Create a draft resume using Microsoft Word. Make sure you do the following:
Use appropriate grammar, spelling and punctuation
Consider who will be reading your resume – what type of business is it? Do they seem very professional or do you think they are somewhat relaxed?
Consider the appearance of the resume and how the information is presented
Check your draft for any errors
Consider the presentation of your resume – make sure the layout, fonts and colours are suitable and your resume looks professional. Make sure your information is in a logical order and is easy to read.
Sit down with your trainer/assessor and ask them for some feedback about your resume. Take on board their suggestions and make changes to your resume as required. 
Print out and submit a final version to your trainer/assessor for assessment.

















Writing an application letter
You now need to develop a letter of application that will get you to the interview. There is no point in making ourselves sound grander than we really are because whatever we claim in the letter, we will have to be able to match up to it in the interview and provide supporting evidence.
Draft a letter of application below. Add additional pages for your draft if needed. Make sure you consider spelling, grammar, punctuation and other writing conventions you have learned about so far during your course.
Get your trainer/assessor to review it with you and then complete a final version using Microsoft Word. Place the final version in the applicable section. .
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Assessment Checklist 
	Student name:
	

	Did the student:
	Completed successfully
	Comments

	
	Yes
	No
	


	Part A


	Identify errors in the drafted email, which may include (tick those as appropriate):
· Spelling errors
· Inappropriate information 
· Irrelevant information 
· Missing information
· Grammatical errors
· Presentation issues
· Other (detail in comments column)
	
	
	


	Part B


	Use an email application to rewrite the email, ensuring (tick as appropriate):
· Spelling errors are fixed
· Misinformation is fixed
· Irrelevant information is removed
· Inappropriate information is removed
· Presentation is suitable
· Email reads clearly
· Information is logical 
· Other (detail in comments column)
	
	
	


	Part C


	Read and understand what happens in the scenario?
	
	
	

	Use the information provided to complete the incident report form?
	
	
	

	Fill out all fields correctly?
	
	
	

	Write details of the incident clearly?
	
	
	

	Avoid spelling or grammatical errors?
	
	
	


	Part D


	Write a draft resume based on a job advertisement, including:
· Making sure there are no spelling or grammatical errors
· Demonstrating an understanding of the job being applied for
· Writing clearly and logically
· Planning the writing by thinking about their skills and knowledge that may be appropriate to the job
· Considering the audience 
· Considering presentation of the resume (ie professional, easy to read etc)
	
	
	

	Review the resume with the trainer/assessor and obtain feedback?
	
	
	

	Use feedback to improve resume and submit final draft?
	
	
	

	Draft a letter of application for the job advertisement, including:
· Making sure there are no spelling or grammatical errors
· Writing clearly and logically 
· Demonstrating knowledge of a range of writing conventions
· Considering presentation of the letter (ie professional, easy to read etc)
	
	
	


	Further comments:


	Task outcome:
	Satisfactory 
	Not Satisfactory  

	Trainer/assessor name:
	

	Trainer/assessor signature:
	

	Date:
	




Record of Assessment Outcomes
	Student name:

	Assessment Requirements
	Task Outcome

	
	Satisfactory (S)
Not satisfactory (NS)
	Date
	Initials

	1. Short answer questions
	
	
	

	2. Digital technology tasks
	
	
	

	3. Reading tasks
	
	
	

	4. Writing tasks 
	
	
	

	

Overall Assessment Outcome 
(C = Competent, NYC = Not Yet Competent)
	


	Assessor Name:

	Signature:
	Date:       /       /
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