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	Assessor
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	Date Issued
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	Submission Date
	25th October 2007

	Date Handed In
	

	Learning Outcomes

	1. 

	2. Know how to communicate using appropriate methods

	Key Skills (signposted in each unit within the specifications)

	
	Attempted
	Achieved

	C3.1a.
	Take part in a group discussion
	
	

	C3.1b
	Make a formal presentation of at least eight minutes using an image or other support material.
	
	

	C3.2
	Read and synthesise information from at least two documents about the same subject.

Each document must be a minimum of 1000 words long.
	
	

	C3.3
	Write two different types of documents, each one giving different information about complex subjects.

One document must be at least 1000

words long.
	
	

	Student Declaration

	“The attached assignment is my own work and all sources of information have been recognised.”

	Student Signature:

	Assignment Grade:
	
	Points
	

	Assessor Signature:

	Internal Verifier’s Signature:

	Date:



	Unit Title
	Unit 4: Effective People, Communication and Information

	Assignment Title/Reference
	Assignment One - Communication in a Global Marketplace

	Learner Name
	


	Assessment Criteria
	Achieved 
	Evidence

	P1
	
	
	

	P2
	
	
	

	P3
	Outline electronic and non-electronic methods for communicating business information using examples for different types of audience
	
	

	P4
	
	
	

	P5
	
	
	

	M1
	
	
	

	M2
	Justify the reasons for using different methods for communicating business information
	
	

	M3
	
	
	

	D1
	
	
	

	D2
	
	
	


	Assessor’s Signature
	…………………………
	Date
	…………………..


	Assessor’s General Comments:

	

	Learner’s Comments

	


	Learner’s Signature
	…………………………
	Date
	…………………..

	Assessor Signature
	…………………………
	Date
	…………………..

	IV  Signature
	…………………………
	Date
	…………………..


Assignment One

Communication in a Global Marketplace

Scenario

You are in your final year of your BTEC National Diploma Course and have been given an extended project with the working title of ‘Effective Communication in a Global Marketplace’.  The project requires you to carry out some research and present your findings in a formal setting.

Task One

a) Research various methods of communication media used within a global business of your choice.  Focus your attention on methods of communicating business information using electronic and non traditional media

b) Explore how the media you have identified are used to meet the needs of different types of audience in a global marketplace.  

c) Present your findings using both written and visual media in the form of a PowerPoint presentation.
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d) Justify the reasons for your chosen business organisation to be using different methods for communicating business information in a global market place.


	BTEC:
	National Cert/Dip in Business
	Level
	3

	Unit Title
	Unit 4: Effective People, Communication and Information

	Assignment Title/Reference
	Assignment 2 – Work Experience Summer Break

	Assessor Signature
	Karen Porter

	Date Issued
	5th November 2007

	Submission Date
	6th December 2007

	Date Handed In
	

	Learning Outcomes

	3. Understand the importance of employing suitable people

	Key Skills (signposted in each unit within the specifications)

	
	Attempted
	Achieved

	C3.1a.
	Take part in a group discussion
	
	

	C3.1b
	Make a formal presentation of at least eight minutes using an image or other support material.
	
	

	C3.2
	Read and synthesise information from at least two documents about the same subject.

Each document must be a minimum of 1000 words long.
	
	

	C3.3
	Write two different types of documents, each one giving different information about complex subjects.

One document must be at least 1000

words long.
	
	

	Student Declaration

	“The attached assignment is my own work and all sources of information have been recognised.”

	Student Signature:

	Assignment Grade:
	
	Points
	

	Assessor Signature:

	Internal Verifier’s Signature:

	Date:



	Unit Title
	Unit 4: Effective People, Communication and Information

	Assignment Title/Reference
	Work Experience – Summer Break

	Learner Name
	


	Assessment Criteria
	Achieved 
	Evidence

	P1
	Describe the recruitment and retention process and documentation in a selected organisation
	
	

	P2
	Describe the main employability, personal and communication skills required when applying for a specific job role
	
	

	P3
	
	
	

	P4
	
	
	

	P5
	
	
	

	M1
	Analyse the employability, communication and personal skills required when applying for a specific job role
	
	

	M2
	
	
	

	M3
	
	
	

	D1
	Evaluate the advantages to an organisation of employing suitable people to communicate information
	
	

	D2
	
	
	


	Assessor’s Signature
	…………………………
	Date
	…………………..


	Assessor’s General Comments:

	

	Learner’s Comments

	


	Learner’s Signature
	…………………………
	Date
	…………………..

	Assessor Signature
	…………………………
	Date
	…………………..

	IV  Signature
	…………………………
	Date
	…………………..


Assignment Two

Work Experience – Summer Break

Scenario

You are currently completing your first year of the BTEC National Diploma in Business.  Your course has a requirement that you complete a period of full time employment in industry during the summer break.

You are required to obtain your own position in an organisation of your choice.  The organisation must offer the opportunity to explore a variety of functions of business at first line management level during your period of employment.

Task One

a) Select an organisation of your choice and research the various stages of the recruitment and retention process.  Present your findings in the form of a flow chart

b) Describe the documentation used at each key stage of the process and provide examples of completed recruitment documentation to support your findings


Task Two

a) Select a job role within your chosen organisation you are interested in and obtain the job description and/or person specification.  Work through the rest of the assignment tasks and then complete the application form. 

b) Describe your skills and attributes and match them to the key competencies of the job description and/or person specification you have chosen


c) Identify the gaps and explain how you will address these in the future.  Analyse the employability, communication and personal skills required when applying for the job you have selected.  Present your findings in the form of a table, with additional paragraphs to support your analysis. 


d) Focus your attention on the key competencies of communication and handling information within your selected job role.  Evaluate the advantages to the organisation of employing people who have identified these skills as strengths during the recruitment and retention process
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