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	Learner Name
	[bookmark: Text21]     

	NSN
	[bookmark: Text22]     

	Subject
	Communication Skills
	Level
	1

	Standard No.
	1285
	Version
	7

	Standard Title
	Make enquiries and complete practical transactions

	
	

	Explanatory note/s
	[bookmark: _GoBack]1. People may be assessed against this unit standard in simulated conditions that relate closely to a situation relevant to the person being assessed, or using naturally occurring evidence.
2. By telephone refers to the use of communication devices where participants are reliant solely on verbal cues
3. The language used in enquiries and transactions must be spontaneous (not scripted).
4. For participants from the deaf community, New Zealand Sign Language (NZSL) may be used between signing individuals and a signing group in order to demonstrate the requirements for this unit standard.  A sign language interpreter must not be used in a group where all participants are using NZSL.
For mixed groups of hearing and deaf participants, an interpreter may be used to interpret spoken and signed language only when NZSL users are interacting with hearing participants.

	Outcome 1
	Make enquiries face-to-face and by telephone. To achieve the outcome, candidates must use both methods for each criteria.

	Performance
Criteria
	Descriptor

	NA
	A

	1.1

	Greeting is made in a manner appropriate to the situation and enquiry.
	[bookmark: Check6]|_|
	[bookmark: Check7]|_|

	1.2

	The enquiry is stated clearly in a manner appropriate to the situation.
	[bookmark: Check9]|_|
	[bookmark: Check10]|_|

	1.3

	Questions are asked to accomplish the purpose of the enquiry.
	[bookmark: Check12]|_|
	[bookmark: Check13]|_|

	1.4
	Language is used and interaction is conducted in a manner appropriate to the situation and relationship between the participants.
	|_|
	|_|

	
	
	
	

	Outcome 2
	Complete practical transactions face-to-face and by telephone. To achieve the outcome, candidates must use both methods for each criteria.

	Performance
Criteria
	Descriptor

	NA
	A

	2.1

	Greetings is made in a manner appropriate to the situation and transaction.
	|_|
	|_|

	2.2
	Language is appropriate to the situation and relationship between the participants.
	|_|
	|_|

	2.3
	Transaction is conducted and completed in a manner appropriate to the situation and relationship between the participants.
	|_|
	|_|

	
	
	
	

	Sufficiency statement:

	Achievement
	All of A must be ticked

	TICK OVERALL GRADE
	NA
	A

	
	[bookmark: Check3]|_|
	[bookmark: Check4]|_|
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QUALIFY FOR THE FUTURE WORLD
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