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OCR Award and Certificate in Employability Skills
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 Unit 17 – Presenting personal information for the workplace
This form should only be used for candidates not using the Candidate Evidence Booklet or if supplementary tasks are to be inserted in to the Evidence booklet.
Level 2

Candidate’s name: 


	Assessment criteria
	Document/Page number
	Attached

(insert ()

	1.1
Identify personal information an individual would need in different workplace situations
	
	

	1.2
Explain why different types of personal information are needed for different workplace situations
	
	

	1.3
Explain the impact of not providing personal information for a workplace situation
	
	

	1.4
Explain different methods of presenting personal information in the workplace, to include:

· routine situations

· non-routine situations
	
	

	2.1
Explain how behaviours in the workplace can put personal information at risk
	
	

	3.1
Demonstrate the use of communication skills by providing accurate personal information in a routine telephone call, to include:

· listening carefully

· questioning for clarification

· speaking clearly and effectively (tone, inflection, accent, language)

· controlling the time and pace of the call

· summarising information 

· checking for accuracy
	
	

	3.2
Demonstrate the use of communication skills by providing accurate personal information in a non-routine telephone call, to include:

· listening carefully

· questioning for clarification

· speaking clearly and effectively (tone, inflection, accent, language)

· controlling the time and pace of the call

· summarising information

· checking for accuracy
	
	

	4.1
Complete an application form, for a specific job, to include:

· following instructions accurately

· all sections completed (according to guidance)

· fit for purpose

· accurate spelling, punctuation and grammar 
	
	

	4.2
Produce a covering document for an application for a specific job 
	
	

	4.3
Complete a form accurately with personal information, for a specific work situation, to include:

· following instructions 

· completing all sections (according to guidance)

· accurate spelling, punctuation and grammar
	
	

	4.4
Produce documents checking they are:

· legible

· logical

· in an appropriate format

· free from alterations or changes
	
	

	5.1
Produce a curriculum vitae (CV) for use in relation to a  specific job opportunity, to include:

· name

· contact details

· schools and colleges attended (including dates)

· referee (including full contact details)

· personal attributes

· skills and experience

· other relevant information 
	
	

	5.2
Produce a curriculum vitae (CV) for use in relation to a specific job opportunity, checking that it is:

· legible

· logical

· in an appropriate format

· checked and free from errors
	
	

	5.3
Produce a covering document  to accompany a CV for use in relation to employment opportunities, to include:

· correct style, language and grammar

· correct format and layout
	
	

	6.1
Collate evidence of personal achievements in relation to an employment-related situation
	
	

	6.2
Present evidence of own personal achievements in different formats, in relation to an employment-related situation
	
	

	6.3
Explain why presentation of personal information is important in employment-related situations
	
	

	7.1
Assess written and verbal skills when presenting personal information
	
	

	7.2
Describe ways to improve written and verbal skills for future presentation of own personal information
	
	

	7.3
Describe why it is important to improve written and verbal skills for the presentation of own personal information
	
	


The work you submit for assessment must be your own. 


You must not copy from someone else or allow someone else to copy from you.





I confirm that this is all my own work. 


Candidate’s signature............................................................      Date……………………………
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