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Qualification		:  Level 4	
Unit of Competency	:   Demonstrate Employability Skills.

ASSESSOR’S GUIDE WRITTEN ASSESSMENT

INSTRUCTIONS TO ASSESSOR
i. The candidate has TWO (2) 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.









SECTION A: (10 Marks)
In this section, each correct answer is 1 mark.
1. Identify one benefits of having a positive self-image.
A. Poor social relationship
B. Denial 
C. Self-acceptance
D. Low self-esteem
2. Emotional intelligence is characterized by? 
A. Proficient in problem solving
B. Better interpersonal relationship
C. High abstract thinking capacity
D. Good sense of humour
3. What is the meaning of S in the SMART method of goal setting? 
A. Special
B. Smart
C. Specific
D. Speed
4. Stress is a normal reaction the body has when changes occurs, which one of the following is a symptom of stress? 
A. Increased concentration
B. Exhaustion
C. High immune system
D. Relaxed
5. Which of the following method is used to measure goals?  
A. Class
B. First
C. SMART
D. Rate 
6. Which one of the following is the ability to plan and control how you spend the hours of a day well and do all you wanted to do?  
A. Time management
B. Self-management
C. Goal management
D. Smart
7. Strength and weakness analysis starts with?	 
A. Knowing  others
B. Knowing yourself
C. understanding
D. Be relatively cheap
8. Issues related to health of an individual can lead to low self-esteem and cause ----------stress 
A. Financial
B.  Emotional
C. Mental
D.  Physical
9. Being ----------- means that you can identify your strengths and weaknesses  
A. Self-motivated
B. Knowing others
C. Self-aware
D. Self-regulated

10. Which one of the following is the correct definition of the term punctual?	
A.  Scheduling your time.
B. Acting or arriving at a place at an appointed time.
C. Requesting for permission when you are late.
D. Arriving at your appointment when you want.





SECTION B: (40 Marks)
Note to assessor: These are suggested answers to act as guidelines
11. In life personal vision and mission can set the direction of your long term and short term goals, state four (4) steps in creating personal vision and mission.  (4Marks)
· Identify your strength i.e. list down your skill and identify your marketable skill.
· Reflect on our values.
· Evaluate how your skills can solve real world issues
· Select your desired positions within your field.

12. Emotional intelligence has been claimed to be the key to success in life, describe three (3) dimensions of emotional intelligence. 								(3 Marks)
· Self-awareness- it’s the ability to identify and understand your own emotions and how they affects you
· Self –management-ability to manage emotions in a way that allows you to accomplish a task or reach a goal.
· Social-awareness – Ability to accurately perceive the feeling of others and understand how those feelings influence behaviour.

13. Accountability in the workplace fuels successful organization, list five (5) benefits an organization can enjoy when employees are accountable for their actions to deliver results as expected. (5 Mark)
· Less turnover
· Lower expenses
· More team members engagement
· Less supervision because each employees makes an effort to learn every detail of their duties and how to fulfil them successfully
· Better customer service.
14. The notion of taking accountability sounds more significant than having responsibility, differentiate between accountability and responsibility. 							(2 Marks)
· Responsibility – is essentially the duty to respond to and complete a task given while Accountability is the ability or duty to report or give an account of an event, task and experiences.

15. Everyone is in favor of high self –esteem but cultivating it can be surprisingly tough, state five (5) ways how one can improve their self-esteem.  							5Marks)
· Identify and challenge your negative beliefs.
· Identify the positive about yourself
· Build positive relationships and avoid negative one.
· Take on challenges
· Become more assertive and learn to say No.

16. Time is the most important resource for all of us, record four (4) factors in time management. (4 Marks)
· Organize
· Track
· Control
· Prioritize
17. When we are stressed our minds sometimes behaves in a way that hinder rather than help ,list five (5) ways that can be used to reduce stress in work place. 					(5 Marks)
· Encourage workplace wellness
· Set achievable goals
· Prioritize and organize
· Create quiet time
· Form positive relationship.
18. As human there is so much that we desires to accomplish in our personal and work life, highlight two (2) advantages of goal prioritization. 							(2 Marks)
· Goal prioritization leads to less stress and productivity
· Improves time management skills since its helps you divide the time among the goals

19. [bookmark: _GoBack] Punctuality displays an individual respect for time in work environment, highlight five (5) advantages of punctuality and time consciousness in work place. 					(5 Marks)
· More productivity
· Fewer reworking’s
· Less frictions and problems
· Great opportunities
· More free time because one is able to plan their day activities.
20. Emerging issues are impacting organizational life positively and negatively, Name five (5) emerging issues in an organization.	 (5 Marks)
· Globalization
· Workforce diversity
· Technology
· Innovation and change
· Social media
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