Educator and Tagging Information

	Learning Area:

Economic and Management Sciences

	Resource Name:
Economic and Management Sciences

	Assessment Exemplar Number:

9.83

	Item/s:

1

	Phase: 

Senior Phase 

	Grade:

9

	Tags:

Structured questions, e-mail, productivity, Formative Assessment

	Assessment Type:

Formative

	Assessment Form/s:

Structured questions

	Copyright for included material:

N/A

	Duration:
10 minutes 

	Learning Outcome(s) and Assessment Standard(s):

Learning Outcome 3: Managerial, consumer and financial knowledge and skills
The learner will be able to demonstrate knowledge and the ability to apply responsibly a range of managerial, consumer and financial skills.

Assessment Standard

We know this when the learner:

3.4: Uses keyboards skills and function keys in developing, storing, retrieving and editing business documentation.

	Learning Space:  

Assessment 

	Hyperlinks: 

To be completed later. 

	Rating:

Number of questions for exemplar:

One

	Easy questions:



	Medium questions:

Question 1

	Difficult questions:




Assessment Task
Be productive when using e-mail (Individual activity) (LO3 AS4) 

Read the information below about e-mails and unproductiveness and answer the questions that follow.

Studies have shown that up to five hours a day can be lost in receiving, reading and replying to e-mails. If many of these daily e-mail messages are not work-related, then the productivity of the employee is lost to the employer.
a) Name one way in which e-mail enhances productivity.



[1 mark]

b) Name one way in which e-mail contributes to unproductiveness.


[1 mark]

c) Why is e-mail necessary in business? 





[1 mark]

d) Why should an employer monitor the time employees spend writing and reading e-mails?
[1 mark]

Suggested Solutions (LO3 AS4)

	Question number
	Possible marks
	Solution



	1
	4
	a) E-mail saves time by putting you in contact with people that you work with so that you don’t have to send a letter or make a telephone call. E-mail is instant. 





[1 mark]

b) E-mails can distract your attention from your work. They interrupt the work you are busy doing.




[1 mark]

c) It is a quick and cheap way of sending documents and messages between the sender and recipient.



[1 mark]

d) E-mail can be used for private correspondence, thereby reducing the productivity of the individual. Employees also e-mail each other constantly with anecdotes, jokes and other private messages which distract fellow employees.




[1 mark]































