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This paper consists of THREE (3) printed pages 

Assessor should check the observation checklist to ascertain that all 

pages are printed as indicated and that no questions 
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PRODUCT CHECKLIST 

CANDIDATE’S NAME & REGISTRATION NO.   

ASSESSOR’S NAME & REG. CODE  

UNIT(S) OF COMPETENCY  

VENUE OF ASSESSMENT  

DATE OF ASSESSMENT  

Items to be evaluated: 
Maximum marks 

to allocate 

Marks  

obtained 
Comments 

Simulates attributes of human resource 

officer 

 

 Good grooming 

 Greeting the interviewee 

 Well organized human resource 

office 

 Customer well received 

 Good work  etiquette  

Award 2 marks for each of the 

above  
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 Demonstrates how to handle 

interviewee professionally  

 Makes interviewee feel comfortable 

 Asks questions appropriately  

 Uses materials well  

 Maintains eye  contact 

Award 2 marks for each of the 

above  
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Shows how to control the interview 

conversation 

 

 

 

 

  


