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Unit 6: Verbal and Non-Verbal Communication in Business Contexts

Ofqual unit reference number M/502/5303

Please note:

This OCR Cambridge Technical model assignment may be used to provide evidence for the unit identified above.  Alternatively, centres may ‘tailor’ or modify the assignment within permitted parameters (see Information for Teachers). It is the centre’s responsibility to ensure that any modifications made to this assignment allow learners to meet all the assessment criteria and provide sufficient opportunity for learners to demonstrate achievement across the full range of grades. The assessment criteria themselves must not be changed.
The OCR entry codes and Ofqual numbers associated with these qualifications are:
	Qualification title
	Entry code
	Ofqual number

	OCR Level 2 Cambridge Technical Certificate in Business
	5320
	600/4218/7

	OCR Level 2 Cambridge Technical Extended Certificate in Business
	5322
	600/4223/0

	OCR Level 2 Cambridge Technical Diploma in Business
	5325
	600/4220/5


This OCR Cambridge Technical model assignment remains live for the life of these qualifications. 

ALL THESE MATERIALS MAY BE PHOTOCOPIED.  Any photocopying will be done under the terms of the Copyright Designs and Patents Act 1988 solely for the purposes of assessment. 
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LEARNER NAME: 

General information for learners
Q
Do I have to pass this assignment?

A  
Yes.  This unit contributes to the achievement of the full qualification.

Q
What help will I get?

A
Your tutor will support you when completing the OCR Cambridge Technical model assignment and will make sure that you know what resources/facilities you need and are allowed to use.

Q
What if I don’t understand something?

A
It is your responsibility to read the assignment carefully and make sure you understand what you need to do and what you should hand in.  If you are not sure, check with your tutor.

Q
Can I copy other people’s work?

A
No.  The work that you produce must be your own work and you will be asked to sign a declaration to say that the work is your own.  You should never copy the work of other learners or allow others to copy your work.  Any information that you use from other sources, e.g. books, newspapers, professional journals, the Internet, must be clearly identified and not presented as your own work.  

Q
Can I work in a group?

A
Yes.  However, if you work in a group at any stage you must still produce work that shows your individual contribution.

Q
How should I present my work?

A
You can present your work in a variety of ways, e.g. hand-written, word-processed, on video, digital media.  However, what you choose should be appropriate to the task(s).  For some work, e.g. presentations, coaching sessions, role-play, work experience, you will need to provide proof that you completed the task(s).  A witness statement or observation sheet could be used for this.  If you are unsure, check with your tutor.

Q
When I have finished, what do I need to hand in?

A
You need to hand in the work that you have completed for each task.  Do not include any draft work or handouts unless these are asked for.  When you hand in your work make sure that it is labelled, titled and in the correct order for assessing.

Q
How will my work be assessed?

A
Your work will be marked by an assessor in your centre.  The assessor will mark the work using the assessment and grading criteria.
Scenario
RIVERSIDE DANCE STUDIOS
You work as an administrator in the main office of Riverside Dance Studios, a local dance and exercise business.  You report directly to your Manager, Kieran Murray.

Recently a new administrative assistant has started working for the business.  Rachel Ferguson has just left school.  She is a fast and accurate keyboarder and has good administrative skills.  However, she is rather shy and finds it very difficult to talk to people.

The Studios’ building is divided into two large and one small hall on the first floor.  The ground floor is occupied by various offices including a reception desk and administration offices.

It will be necessary for Rachel to work on the reception desk from time to time.  She will need to speak to clients, suppliers and delivery personnel as well as instructors who are employed by Riverside Dance Studios. 

Tasks

Task 1: Demonstrate interpersonal interactions in a business context
Assessment Criterion P1
Kieran is keen to help Rachel gain confidence and self-esteem so that she will be more at ease when communicating with the people she will meet at work.  He has asked you to help Rachel understand the importance of body language and portraying a professional image as well as the correct style of greeting people.

You should make notes to help you prepare for the demonstration.

Your task is to:

· show Rachel how to greet a client, observing the client’s body language and, at the same time, ensuring your body language is appropriate.  During the demonstration, you will ensure that you portray a professional image.
Your evidence will be: 

· a completed Witness Statement.
Task 2: Explain, using examples, the purpose of verbal communication in four different business contexts
Assessment Criterion P2
Rachel will be dealing with staff, students and visitors to Reception, and will be making and receiving telephone calls.  Kieran has asked you to produce an information sheet to explain to Rachel why verbal communication is important in business and the types of situations in which it would be used.  
Your task is to:

· produce an information sheet, using examples to explain the purpose of verbal communication in four different business contexts.  For each example, you should explain why verbal communication would be used and the types of verbal communication that are available.

Your evidence will be:
· an information sheet. 
 Task 3: Demonstrate speaking and listening skills in a one-to-one business context
Assessment Criterion P3
Now that you have explained to Rachel about verbal communication, Kieran has asked you to enable her to see the theory put into practice.

You may make notes as you progress with your preparations. 
Your task is to:

· demonstrate speaking and listening skills in a one-to-one business context.
Your evidence will be:
· a completed Witness Statement.
Task 4: Demonstrate speaking and listening skills in a business group context
Assessment Criterion P4
Speaking to people in a group situation can be daunting for many people and Kieran feels that Rachel will benefit a great deal by watching a demonstration of speaking and listening to a group of business people.

Your task is to:

· demonstrate speaking and listening skills in a business group context.
Your evidence will be:
· a completed Witness Statement

Assessment Criterion M1
Your task is to:

· produce a report giving a critical analysis of your own strengths and weaknesses when speaking and listening in a one to one business context and in a business group context.
Your evidence will be:

· a report.
Assessment Criterion D1
Your task is to:

· produce a report which evaluates how your own speaking and listening skills within both one to one and business group contexts could be improved.  You should link this with the analysis you have already carried out of your strengths and weaknesses during your one-to-one and business group demonstrations..

Your evidence will be:

· a report.
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	For PASS task 1 (AC P1) have you:
	Completed (()

	demonstrated interpersonal interactions in a business context?
	

	Evidence provided (please ():
	Ref/Page no(s)

	· A Witness Statement completed by an appropriate person
· or other (please give details) ___________________________________
	

	· 
	

	· 
	


	For PASS task 2 (AC P2) have you:
	Completed (()

	explained, using examples, the purpose of verbal communication if four different business contexts?
	

	Evidence provided (please ():
	Ref/Page no(s)

	· An information sheet to include the types and purposes of verbal communication in business
· Examples of situations in business where verbal communication would be used

· or other (please give details) ___________________________________
	


(continued overleaf)

	For PASS task 3 (AC P3) have you:
	Completed (()

	demonstrated speaking and listening skills in a one-to-one business context?
	

	Evidence provided (please ():
	Ref/Page no(s)

	· A completed Witness Statement
· or other (please give details) ___________________________________
	

	· 
	

	· 
	


	For PASS task 4 (AC P4) have you:
	Completed (()

	demonstrated speaking and listening skills in a business group context?
	

	Evidence provided (please ():
	Ref/Page no(s)

	· A completed Witness Statement

· or other (please give details) ___________________________________
	

	· 
	


	For MERIT task 4 (AC M1) have you:
	Completed (()

	analysed your own strengths and weaknesses when speaking and listening in both one to one and business group contexts?
	

	Evidence provided (please ():
	Ref/Page no(s)

	· A report

· or other (please give details) ___________________________________
	

	· 
	


	For DISTINCTION task 4 (AC D2) have you:
	Completed (()

	evaluated how to improve your own speaking and listening skills in both one to one and business group contexts?
	

	Evidence provided (please ():
	Ref/Page no(s)

	· A report

· or other (please give details) ___________________________________
	

	· 
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