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WorkSkills sample assignments – user guidelines

· These assignments are meant only as guidance and you should tailor the delivery scenario to suit your context of delivery and the needs of your learners.  

· The evidence collection area is meant as a guidance template and you should amend this as required.  You may also want to choose a different method of assessment and evidence recording.  Please always refer to the delivery guidance in the WorkSkills specifications for further advice on delivery and assessment.
· Please ensure the final assignment used is internally verified
· The assignments have been left as word documents to allow you to amend and tailor.

	Level 1

	Unit  19

Building Working Relationships with Colleagues 
	Assignment Title: 


	
Assignment Issued: ………………………………………………………………………….     Hand in Date ………………………………………………………..


 
Learner’s Name: ……………………………………………………………………………...   Tutor Name: …………………………………………………………………………….

Internal verification date: ………………………………………………….   IV signature: …………………………………………………………………………………………..


	Learning Outcomes
The learner will:
	Assessment Criteria
The learner can:

	1 Understand why it is important to get on well with colleagues


	1.1 Describe different types of colleagues with whom an employee needs to interact

positively at work
1.2 Explain why an employee needs to get on well with each type of colleague



	2 Be able to work positively with employers and/or managers


	2.1 Complete a task as instructed by employers and/ or managers

2.2 Use appropriate language and tone when communicating with employers and/or managers

	3 Be able to work positively with peers in the workplace


	3.1 Use appropriate language and tone when communicating with peers

3.2 Contribute ideas and opinions in a way that peers find acceptable

3.3 Carry out their own role or task in line with the agreed or designated expectations of their peers

3.4 Seek and accept help, guidance and feedback from peers when appropriate




Scenario 1

You have got a part time job working one day a week in a library.  You are working in a team with other people. Your daily duties include:
· Tidying shelves

· Putting back returned books/CDs/DVDs 
· Checking borrowed books/CDs/DVDs in and out

· Monitoring the use of computers and internet

Scenario 2
You have a Saturday job working at your local Leisure centre.  The leisure centre is run by the local town council and has 20 employees and over 250 members.  Your role at the Leisure centre includes:

· Assisting with reception duties; including taking payments, dealing with membership enquiries, handing out towels, taking bookings for exercise classes.
· Keeping the reception are clean and tidy; making sure health leaflets and other information leaflets on the reception desk are stocked

· Customer service – dealing with any customer queries

· Changing money for lockers

Tutor Guidance - Alternatively, choose a scenario that is better suited to your delivery method. This unit could tie-in with wok placements or preparation for an assigned work placement. 
	Task 
	AC
	Tutor Guidance and Recommended Evidence

	One

1. Think of an example of a job scenario or workplace and a job role relevant to that workplace.  Use the table provided to write down your chosen job role.

You can use the scenarios provided or you may want to think about a current or previous job or work placement.  
2. Identify two types of colleagues that you would need to work with in the workplace/ job role that you have chosen.
3. Write down what your relationship is to those colleagues (e.g. supervisor, line manager etc).

	1.1


	Worksheet template has been provided


	Two

Produce a poster or a flyer which explains:

· Why it is important that you have good working relationships with your managers/supervisors?
· Why it is important that you have good working relationships with your peers?

· Why good working relationships are important to the company as a whole?
· The benefits of getting on with your colleagues?
· The negative affects of not getting on with your colleagues?

	1.2
	Poster of flyer on the importance of good working relationships.
You may want to encourage a group discussion about why it is important to build good working relationships before learners produce the poster

	Three
You will need to work in small groups for this task.  Your tutor will provide you with a workplace scenario which will involve you completing a given group task.  The brief will also list a number of job roles/titles and these will be matched to different responsibilities. 

a) In your group decide who should be assigned the role of team manager and explain why you chose that person.  Write your decision and explanation in the space provided. 
b) The group manager will assign each team member a job title and a role in completing the task.  These roles should be agreed by the whole group and you should express any concerns or preferences that you might have to  your manager in the appropriate way.

c) Make a note of each person’s job title and role in the worksheet provided. 
b) In your group complete the task.  You will need to show that you can work well with your colleagues.  Your tutor will observe you and will be looking for evidence that you:
· Completed the task as instructed

· Used appropriate language with other colleagues

· Contributed ideas to the group

· Completed their share of the work

· Sought advice or guidance where necessary
	2.2
2.1/3.3
2.2/3.1

	The tutor will need to provide each group with a brief.  This should include a workplace task and a list of relevant job titles.   At least one member of the group must be assigned the role of manager or supervisor. 
Tutor observation checklists/witness statements

Video evidence of the groups completing their tasks would also be a useful way of recording this evidence.



	Three 
a) Using the space provided complete an evaluation of how well you worked with your peers and your group supervisor by providing:

· ONE example of how you followed an instruction given by your manager

· TWO ideas or suggestions that you contributed to the group and how you communicated these to the group.

· ONE instance where you asked a colleague for help and advice and the reason why.
	2.1
3.2 

3.4 
	This information should be recorded in the Self Evaluation worksheet 



Evidence Collection
Task One – Job scenario and Colleague types 

	Job Scenario: 
	……………………………………………………………………………
	Job role/title: 
	…………………………………………………………………………………

	Identify two types of colleagues at your chosen place of work : 

	Colleague 1
	Colleague 2

	What is their job role?
	What is their job role?

	
	

	What is their relationship to you?
	What is their relationship to you?

	
	

	Why is it important to have a good relationship with this colleague?
	Why is it important to have a good relationship with this colleague?

	
	


Task Two (a) – Assigning roles and responsibilities in the workplace
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The rest of my group were assigned to the following job roles and responsibilities: 
	Learner Name
	Job Title
	Assigned Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Task Two (b) – Tutor Observation checklist
	Learner Name:
	
	Date: 
	

	I can verify that the learner :
	Y/N
	Additional Comments

	Completed the task as instructed
	
	

	Used appropriate language with other colleagues
	
	

	Contributed ideas to the group
	
	

	Completed their share of the work
	
	

	Sought advice or guidance where necessary
	
	

	Tutor Name: 
	
	Tutor Signature: 
	

	Lead IV Signature
	
	Date:
	


Task Three – Self Evaluation worksheet ‘Working positively with managers’ 
	One example of how I followed an instruction from my manager:


	

	Two ideas that I contributed to the group task were:


	
	

	An example of a time where I needed to ask a colleague for advice/guidance was:


	

	The reason I needed to ask for advice/guidance was:

	


The person we have chosen as group manager is: 





We chose this person because:  
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