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ASSESOR’S GUIDE
PRODUCT CHECKLIST
	Candidate’s name &reg. NO.
	
	
	

	ASSESSORS NAME AND REG. CODE
	
	
	

	UNIT OF COMPETENCY
	
	Supervise tour office operations
	

	 VENUE OF ASSESSMENT
	
	
	

	DATE OF ASSESSMENT
	
	
	

	Award marks appropriately.
 Give a brief comment on your observation
Item to be evaluated
	

	
	Marks available 
	Marks obtained
	Comment 

	Developing an organization structure based on the requirements of the organization 
· Draws an organizational structure

	10
	
	

	ALLOCATES DEPARTMENTS
· Human Resource 
· Front Office 
· Finance /Accounts 
· Operations/Logistics 
· Marketing/Sales

	
2
2
2
2
2
	
	

	ALLOCATES STAFF
Candidate to mention atleast one staff tittle in each department
· Human Resource 
· Front Office 
· Finance /Accounts 
· Operations/Logistics 
· Marketing/Sales

	


2
2
2
2
2
	
	

	Write a report 
 Title 
 Introduction 
 Body
· Department 
· Staff 
· Responsibilities 
 Conclussion/summary 
 Recommendations
	
1
1

3
3
3
2
2
	
	

	presentation of the report 
Dress code 
Neatnes 
Audibility 
Confidence/composure 
Official language 

	
1
1
1
1
1
	
	

	                                           TOTAL
	50
	
	


	
The candidate was found to be:                       Competent                   Not yet competent


       (Please tick as appropriate)
    (The candidate is competent if s/he gets 50% of the total items correct. 

	Feedback from candidate:


	Feedback to candidate:


	Candidate’s signature:
	Date:

	

	Assessor’s signature:
	Date:
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