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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

1) A) Communication skills are critical to enable you to speak concisely with others either to discuss ideas, ask questions or listen to others. 

[bookmark: _GoBack]b) Communication is not the same as just talking as it involves both listening to the other person as well as speaking, its using your body language to convey certain silent communication, for example; to show you are listening carefully you could nod, and make eye contact, these are nonverbal communication skills which show the speaker you are listening. 

c) Giving feedback is vital to ensure good productivity. To offer feedback it allows the person receiving it to gain information in a positive way, even if the performance is negative it allows the recipient to use the information to improve their performance, without focusing on the negative aspects by explaining the change that is required and showing examples this will show the  person that its not personal but more on behaviors.
If feedback is giving correctly, the recipient will not feel defensive. 

2)  Feedback.
Thank you for your hard work during this busy time, it has been noted that you have been going above and beyond your workload in helping others who have been struggling; but due to this, it has been pointed out that your time management has been suffering. I must point out though your work is not suffering but the timeframe in which your work should be completed is.  I understand your willingness to help others and I have nothing but admiration for your support to your colleagues, but it may be an idea to improve your management by ensuring your work is completed before helping others. 
I have also heard from your manager that your punctuality is suffering, I do believe also that this is due to your willingness to help others and staying later to complete your workload.  This is creating a knock-on effect.  
I have organized a time management course for you to partake in to help with this issue, and I believe this will be very beneficial to yourself as well as the company. 

3) Interview questions enable the employer to get to know the prospective employee, here are a few questions I was asked during my recent interview;

A) Tell me about your self that others may be surprised to know– this question is an opportunity to find out something interesting about the candidate.
B) What are your thoughts on apprenticeships?  This was specific to the role I was applying for as an administrator to the apprenticeship scheme.
C) What would you do if you had a safeguarding issue come up? This again, was specific as to how I would personally deal with the situation.
D) What is your biggest success story and why? This can help put the candidate at ease and also throw up any potential red flags. 
E) What challenges have you faced and how did you overcome them? This shows experience in life and how they can deal with possible stressful situations.
F) Tell me about your hobbies? What you like to do to relax? This shows a bit more insight into the candidate, such as if they are social creatures this could be both useful and detrimental to the company.
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