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Qualification		: Level 6
Unit of Competency	: Demonstrate Employability Skills 

ASSESSOR’S GUIDE WRITTEN ASSESSMENT
INSTRUCTIONS TO ASSESSOR
i. The candidate has THREE (3) hours to attempt all the questions.
ii. Marks for each question are indicated in brackets ( )
iii. This paper consists of TWO (2)sections: A and B 
iv. The candidate is required to provide their responses in the answers booklet.









This paper consists of TEN (10) printed pages.
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SECTION A (40 MARKS)
Note to assessor: These are suggested answers to act as guidelines
1. Time management is the key to success in daily activities, mention three (3) common time wasters during working hours at the workplace are?                                                     (3 marks)
· Smartphones and other digital devices
· Noisy offices and chatty co-workers
· Workplace clutter and disarray
· Procrastination and a lack of motivation
· Unnecessary meetings
· Lack of planning 
· Inability to say No
 (Award 3 x 1= 3 marks)
2. Employability skills can be divided into soft and hard skills. What is the difference between soft skills and hard skills?                                         		          		(2 marks)
· Hard skills are technical knowledge or training that you have gained through any life experience, including in your career or education.
· Soft skills are personal habits and traits that shape how you work, on your own and with others. Effective communication, for example, is a key soft skill many employers seek. Some others include dependability, effective teamwork and active listening.
(Award 2 x 1= 2 marks)
3. What three (3) critical work habits do you need to be a successful employee? (3 marks)
· Time management 
· Networking
· Self awareness 
· Documentation
· Stress management 
· Problem solving
· Self-management
· Willingness to work
(Award 3 x 1= 3 marks)
4. A colleague at work has complained to you that she has stress. What are three (3) sources of stress in a workplace? 								(3 marks)
· Long hours
· Heavy workload
· Changes within the organization
· Tight deadlines
· Changes to duties
· Job insecurity
· Lack of autonomy
· Boring work
· Insufficient skills for the job
· Over-supervision
· Inadequate working environment
· Lack of proper resources
(Award 3 x 1= 3 marks)
5. Define teamwork  								(2 marks)
Teamwork is the process of working collaboratively with a group of people in order to achieve a goal.  (Award 2 x 1= 2 marks)
6. What are four (4) main initiatives that a company can take to respond to HIV/AIDS at workplace? 								(4 marks)
· developing a HIV/AIDS policy for the company;
· providing HIV prevention education in the workplace;
· providing care and support in the workplace; 
· implementing fair employment practices;
· Community involvement.
(Award 4 x 1= 4 marks)
7. Management of a patient does not depend on an individual but on a team. Four (4) advantages of team work are? 							       (4 marks)
· Quick Solution
· Improve productivity
· Distribution of Work Load  
· Diversity of Ideas 
· Better Decision
· Motivation  
· Learning
(Award 4 x 1= 4 marks)
8. Workplace learning is important for advancement of knowledge. What do you understand by the following terms?   								    (2 marks)
a. coaching 
· To help a person change in the way they wish by helping them to go in the direction they want
(Award 1x 1= 1marks)
b. mentoring
The relationship between two people where the person with more experience, knowledge and skills pass to the mentee. (Award 1x 1= 1marks)
9. You have been invited to talk to a group of youth about time management. Write down four (4) time management techniques you will talk about.   		(4 marks)
· Make alternate plans
· Delegate some responsibilities
· Avoid procrastination
· Establish deadlines
· Stick to the deadlines
· Be time conscious 
· Prioritization of activities
· Time scheduling of activities
· Be focused
· Be structured
· Self-aware
(Award 4 x 1= 4 marks)
10. Your colleague is said to have low self-esteem. Which are four (4) signs you are likely to observe in him/her at work place                             			                     (4 marks)
· Negative self-perception
· Difficulties in making own choices
· feeling of helplessness,
· lack of motivation
· Fear of failure or embarrassment
· Not speaking up
· Negative self-talk and comparisons to others
· Depression
· Fear
(Award 4 x 1= 4 marks)
11. Communication is the key at workplace, what two (2) forms of communication can be used in work place?                                                                       (2 marks)
· Verbal 
· Non-verbal 
· Formal 
· Informal 
· Visual
(Award 2 x 1= 2marks)
12. You have been employed in one of very well-known company. What are four (4) the possible benefits of further training and career development?                                                  (4 marks)
· Reduces employee turnover by providing increased promotion opportunities.
· Improves employees’ morale and motivation.
· Reduces the cost of managerial recruitment.
· Ensures better utilization of employees’ skills 
· Provides increased work satisfaction to employees.
· Makes employees adaptable to the changing requirement of the organization.
· Enables growth in the job
· Encourages career mobility
· Net workings 
(Award 4 x 1= 4 marks)
13. Drug and substance abuse is an emerging issue of concern. Which three (3) drugs are commonly abused?            							(3 marks)
· Alcohol
· Tobacco
· Miraa
· Over-the-counter drugs
· Cocaine
· Bhang 
		(Award 3x 1= 3 marks)
SECTION B (50 MARKS)
Note to assessor: These are suggested answers to act as guidelines
Only Three questions attempted
14. For work to run smoothly at work place, there is need for team work among the staff who work in there. The process of team formation involves distinct stages that have been identified by various researchers. There are also some common problems that can be experienced in teams as the members work together. Such problems however, may be resolved to a great extent if the team leader understands problem solving strategies.
a) Describe the first five (5) steps of problem solving strategies. 	(10 marks)
· Identify the issues.  Be clear about what the problem is.
· Understand everyone's interests. The best solution is the one that satisfies everyone's interests.
·  List the possible solutions (options)
This is the time to do some brainstorming. There may be lots of room for creativity.
· Evaluate the options.
What are the pluses and minuses? Honestly!
· Select an option or options. What’s the best option, in the balance?
· Document the agreement(s).
	Writing it down will help you think through all the details and implications.
   (Award 5 x 2= 10 marks)
b) What are five (5) common problems that can be experienced in a team as members work together?								(10 marks)
· Absence of team identity. Members may not feel mutually accountable to one another for the team’s objectives. 
· Difficulty making decisions. Team members may be rigidly adhering to their positions during decision making or making repeated arguments rather than introducing new information.
· Poor communication. Team members may interrupt or talk over one another. There may be consistent silence from some members during meetings.
· Inability to resolve conflicts. Conflicts cannot be resolved when there are heightened tensions and team members make personal attacks or aggressive gestures.
· Lack of participation. Team members fail to complete assignments. There may be poor attendance at team meetings or low energy during meetings.
· Lack of creativity. The team is unable to generate fresh ideas and perspectives and doesn’t turn unexpected events into opportunities.
· Groupthink. The team is unwilling or unable to consider alternative ideas or approaches. There is a lack of critical thinking and debate over ideas. This often happens when the team overemphasizes team agreement and unity.
· Ineffective leadership. Leaders can fail teams by not defining a compelling vision for the team, not delegating, or not representing multiple constituencies.
 (Award 5 x 2= 10 marks)
15. You were recently got employed in one of the best company in your County. You realised that the hospital does not have a code of conduct. Knowing the important of having such a document in place. 
a) Advice the Human Resource practitioner five (5) benefits of having a code of conduct for the hospital staff.							(10 Marks)
· It provides a guideline for behavior and expectations within the workplace
· It ensures all employees are made aware of what is and isn’t tolerated at work
· It outlines a hospital’s values and principles
· It sets clear benchmarks as to how employee behavior and performance are measured
· It informs stakeholders, investors and potential employees of the company’s ethics and standards
  (Award 5 x 2= 10 marks)
b) Explain five (5) attributes that complement the Professional Growth of an employee. 											(10 Marks)
· Must be remarkably motivated and enthusiastic and also have a keen prefer to continually bring up to date knowledge and skills necessary for the job.
· Must certainly be a loyal worker who is hard working, reliable and trustworthy because it is a two way marriage between an employee and company.
· The ability to function individually and since part of the much larger organizations group.
· Needs to have a strong sense of commitments should capable to begin an opportunity and work through it until their finished.
· Should have an extremely strong travel and motivation to continually develop my professional abilities.
· Needs to have excellent interaction skills, the two verbal and written.
· Should have the ability to relate to all kinds of other people I work with.
· Should be versatile and versatile to meet changing conditions or perhaps situations.
· Should have to be able to learn quickly and my own common sense allows me react to the needs of new scenarios.
· Will need to use good sense and the ability to make decisions based on know-how and very good judgement.
· Must preserve a balanced frame of mind towards operate and house life, giving ideal consideration to things that matter at your home and at job.
· Has to be able to deal with pressure and organize their well, to ensure that work and job needs get correct attention and justice.
   (Award 5 x 2= 10 marks)
16. Interpersonal communication is the key in ensuring smooth flow of work in the workplace. However, there can be barriers to such communication.
a. Explain five (5) barriers to interpersonal communication. 		(10 marks)
· Language barrier: Where language is not understood or is foreign to the recipient 
· Poor listening: The effectiveness of communication will depend on the willingness of the recipient to listen keenly.
· Negative attitude: Attitude refers to feelings of the communicating parties towards each other. There should be mutual trust and respect between the parties concerned in order to avoid bias.
· Poor timing: for communication to be effective the message must be sent and received at an appropriate time.
· Wrong medium: the means of communication must be appropriate for the information being conveyed. 
· Emotional responses: such as those resulting from anger and excitement may lead to distortion of the message
· Unfamiliar non-verbal signals: non-verbal signals like gestures and facial expressions may be misinterpreted due to differences in culture, age group among others.
Noise or distracting sounds in the environment may hinders effective communication. 
  (Award 5 x 2= 10 marks)
b. Explain five (5) skills required for negotiation in business communication  (10 marks)
· Interpersonal Skills – Interpersonal skills involve proficiency in managing relationships and the ability to interact well with others. 
· Active Listening – Active listening is another negotiation skill in business communication.
· Emotional Control – Emotional control refers to the ability to control, redirect disruptive moods and emotions and express them appropriately. 
· Collaboration and team work – Collaboration and the ability to carry out effective teamwork is an important negotiation skill in business communication..
· Empathy – Empathy or the ability to share someone else’s feelings or experiences as if they were one’s own, is another negotiation skill
· Patience – Patience is another negotiation skill which is very important in business communication. A person who possesses patience is able to respond rather than react and is not impulsive in taking decisions. 
Confidence – Confidence in one’s own beliefs and opinions is important in negotiation in business communication.   
(Award 5 x 2= 10 marks)
17. Many of the principles of human rights are designed to protect you as a worker within the workplace.

a. Discuss   five (5) ways that human rights and fundamental freedoms apply in the workplace.	( 10 Marks)
· The right to be in a good working environment
· The right to fair remuneration and equal pay for equal work
· The right to organise and participate in collective bargaining
· The right to be protected from forced labour and trafficking.
· The right to freely choose and accept work 
                      (Award 5 x 2=  10 marks)
b. Describe five (5) on ways that an employee in an organization can use to avoid drug and substance abuse?    	 (10 Marks)
· Avoid peer pressure- don’t engage yourself with peers that abuse drugs.
· Use of proper ways to manage stress and life challenges such as seeking guidance and counselling.
· Keep yourself busy/engaged. You will have no idle time to think of drugs to make use of your time.
· Be staunch to your principles. Don’t allow other people challenge you by involving you in drugs and substance abuse.
· Make good use of resources that you have such as money; investing and savings to avoid drug abuse.
   (Award 5 x 2= 10 marks)
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