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              THE KENYA NATIONAL EXAMINATIONS COUNCIL

PRACTICAL ASSESSMENT

INSTRUCTIONS TO ASSESSOR 
1. Allocate thirty minutes for the candidate to prepare and two and a half hours for the candidate to perform the task 
2. You are required to mark the practical as the candidate performs the tasks.
3. You are required to take video clips at critical points.
4. Ensure the candidate has a name tag and registration code at the back and front.



PRODUCT CHECKLIST
	Candidate’s name & Reg. No.
	

	Assessors Name & 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 organization structure based on the requirements of the organization 
· Draws an organizational structure
· Allocates departments 
· Allocates staff
	10
	
	

	Indicating staff duties
· Clearly states the duties of each staff in the organizational structure drawn
	5
	
	

	Preparing office operations report 
· Title 
· Introduction 
· Staff required as identified by organizational structure
· Reccomendations to management

	
10
	
	

	                                           TOTAL
	25
	
	


	
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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