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SECTION A
Answer the following questions;

Question 1 (SO 1, AC 1; SO 2, AC 1)

Identify and describe key safety principles for general operation of office equipment.

      (8)

Question 2 (SO 1, AC 2, AC 3)
I. Explain the importance of all personnel understanding the function and use of each office equipment in an organisation.







     (8)

II. List examples of office consumables which may be replenished.



      (4)
Question 3 (SO 1, AC 4, AC 5)
I. Identify methods that an organisation can use to communicate with a service provider inorder to arrange office equipment repairs.







     (4)
II. List any 3 ways that an individual can use inorder to learn how to operate a new technology. (3)

Question 4 (SO 2, AC 1, AC 2)

I. Describe ways in which an individual can contribute to the overall effectiveness of his or her team at work.










        (5)
II. Identify and describe information contained in an organisation that might require confidentiality. 

        (8)

Question 5 (SO 2, AC 4)

I. List your daily tasks below. Do not place them in any particular order just list them below.      (10)
II. Now sort and prioritise these tasks according to type and deadlines.  Use the Urgency and importance zone classification
	Urgent but not important tasks

	Urgent and important tasks


	Not urgent and not important tasks

	Important and not urgent tasks 
 















(10)

Question 6 (SO 2, AC 5, AC 6, AC 7)
I. Identify and describe types of filing systems.






        (8)

II. Describe the process in which email messages are distributed in an organisation.                    (6)
III. List situations in which an employee can go unpunished for deviating from a set procedure.     (4)

SECTION B

Attempt the following tasks
TASK 1 – (SO 2, AC 6)

You are required to demonstrate how to operate photocopier. The following resources are required;

· Photocopier

· User manual

· Computer paper

The following must be demonstrated;

· Switching on

· Loading paper

· Loading the copier with documents to be copied

· Selection of number of copies

· Selection of colour of the output

· Reducing the size of the original image
NB: This must be done in the presence of the facilitator/assessor who must observe the activity and complete the attached observation checklist
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	EVALUATION CHECKLIST

DATE:

TIME: 

Task 1


	EVALUATION CRITERIONS
	MET REQUIREMENTS
	DID NOT MEET REQUIREMENTS
	COMMENTS OR ACTION REQUIRED

	TASK 1
	
	
	

	
	
	
	

	The learner was to switch on the copier?
	
	
	

	The learner able to load paper in the machine?
	
	
	

	The learner was able to load documents to be copied in the machine?
	
	
	

	The learner was demonstrate how to change the number of copies to make?
	
	
	

	The learner was able to change the colour of the output?
	
	
	

	The learner was able to demonstrate how to reduce and enlarge the original image 
	
	
	

	The learner was able to make the copies? 
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Total marks are 

Learner achieved ____________ marks.

Assessor Name: ____________ 

SECTION B: SUMMATIVE ASSESSMENT
Question 1 (SO 1, AC 2)
Identify the safety principles that your organisation or organisation of your choice respects when operating office equipment.









(8)

Question 2 (SO 1, AC 3)
List examples of consumable that must be replenished in your organisation


(4)
 Question 3 (SO 1, AC 4)
Draft a letter to a service provider requesting them to come to your office and repair one of your office equipments.











(6)

Question 4 (SO 2, AC 3)
Identify any position in an organisation and describe the extent of responsibility of the job holder.  Attach a copy of the job description.









(6)

Question 5 (SO 2, AC 6)

Describe the process that your organisation distributes fax messages and letters.


(8)

SECTION B 

Attempt the following tasks
TASK 1 (SO 1, AC 6)
In the presence of your mentor or supervisor, you are required to demonstrate how to operate a fax machine and a switchboard. The following is required;

· Fax machine

· Switchboard

· Fax paper
A. Operating a fax machine

Learner must demonstrate;

· How to receive a fax

· Sending a fax

· Loading paper
B. Operating a switchboard
Learner must demonstrate;
· How to answer ringing calls

· Call extensions

· Put callers on hold

· Transfer a call to an extension

· Start a conference call

· Place the phone on speaker
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	PART 1
	
	
	

	SENDING
	
	
	

	The learner was able to switch on the machine?
	
	
	

	The learner layup the documents to be faxed (face up)?
	
	
	

	The learner was able dial the fax number of the recipient?
	
	
	

	The learner was able to send the fax message?
	
	
	

	RECEIVING 
	
	
	

	The learner was able to check if the ink is enough?
	
	
	

	The learner was able to check if the machine has enough paper loaded? 
	
	
	

	The learner was able to wait for the handshake tone? 
	
	
	

	The learner was able to receive the fax message and the cover sheet?
	
	
	

	
	
	
	

	PART 2
	
	
	

	The learner was able to demonstrate how to answer ringing calls
	
	
	

	The learner was able to demonstrate how to call extensions 
	
	
	

	The learner was able to demonstrate how to place a caller on hold
	
	
	

	The learner was able to demonstrate how to transfer a call to an extension
	
	
	

	The learner was able to demonstrate how to start a conference call
	
	
	

	The learner was able to demonstrate how to place a caller on speaker phone
	
	
	

	General comments



	Name of facilitator/ assessor


	Date
	Signature


SETA





Register candidates on the Learner Record Database





ASSESSMENT INSTRUMENT








Approval & Certification obtained 





Completed Assessor Report / Moderator Report / Record of Learning 





All records & evidence filed





Action Plan Completed by Assessor





Assessment Results Moderated





Feedback Report Completed by Assessor & individual feedback given to the candidate





Appeal form completed by the candidate in the event of dispute





Record of Learning Updated





A detailed Assessor Report compiled & forwarded for Moderation





Portfolio of Evidence compiled as per the Assessment Plan








Certificate of Competencies issued to successful candidates





Observation conducted as per the Assessment Plan





Knowledge Questionnaire conducted as per the Assessment Plan





Assessment Plan agreed by candidate & completed by the assessor before the actual assessment





 FUNCTION IN A BUSINESS ENVIRONMENT


US 7785


NQF LEVEL: 3


CREDITS: 4


NOTIONAL HOURS: 40











Portfolio of Evidence submitted as per the Assessment Plan











ASSESSMENT





CAND


I


DATE



























2

