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Assessment Task 

Activity 1: Look through the job section of the newspaper and list jobs.  (Group activity)

Divide into workgroups for this activity.

Your teacher will provide you with copies of the job section of a newspaper.

· Look through the job section and make a list of the types of jobs that are advertised.

· What are the different fields that you found advertised?

· What type of information is provided to the job candidates reading the adverts?

· Keep notes of your findings.

Your teacher will assess your group work using the following checklist.

	
	Criteria:
	Yes
	No

	1
	Did the group work well together on the task?
	
	

	2
	Did they go through the job section together and compile a list?
	
	

	3
	Did each group member contribute to the research activity?
	
	

	4
	Did the group classify the jobs into different fields?
	
	

	5
	Did the learners summarise what type of information is provided in the advertisements to the job candidates?
	
	

	6
	Did the learners keep notes of their findings?
	
	

	7
	Did the group keep to the topic under discussion?
	
	

	8
	Did the group debate opinions politely?
	
	

	9
	Did they speak clearly, using good vocal variety?
	
	

	10
	Did they make eye contact when speaking?
	
	

	2 marks per ‘yes’ answer. 20 marks in total


Activity 2: Write a report on jobs advertised. (Individual activity)

Use your notes and list that you developed in Activity 1 to write a report on opportunities available in the workplace, based on the types of jobs that are advertised in the newspaper.

Use the following format to complete your report.

Report-writing format

Your report should contain the headings below in bold (if typed) and underlined (if handwritten). The section between the ‘Introduction’ and ‘Conclusion’ forms the main body of your report. 

Title

Title of your report

Summary

Summarise the main points, main conclusions and recommendations. Keep your summary short. (Although your summary appears below the title, you should write it last.)

Introduction

State the problem you are investigating, for example: ‘What opportunities are available in the workplace?’ State the purpose of your report. 

Problem and theory

Explain the problem you are investigating. Explain any theory that applies to the problem. Define your key concept, e.g. ‘workplace opportunities’ and ‘advertised jobs’.

Method and results

Explain the method(s) you are using to obtain your results. State what your results are. Include any tables, diagrams and graphs you may be using to record your results. 

Discussion

Assess your results. 

Conclusion

Summarise your results.

Your teacher will use the following rubric to assess your report writing.

	Criteria
	Marks

	Format of report

[Marks out of 5]
	The learner followed the format provided exactly. [5 marks]
	The learner mostly followed the format provided. [4 marks]
	The learner sometimes followed the format provided. [3 marks]
	The learner did not follow the format provided. [1-2 marks]
	

	Information on opportunities in the workplace contained in report [Marks out of 5]
	The learner included all the relevant points in the report. [5 marks]
	The learner included most of the relevant points in the report. [4 marks]
	The learner included few of the relevant points in the report. [3 marks]
	The learner left out most of the relevant points in the report. [1-2 marks]
	

	Language use in report 

[Marks out of 5]
	Excellent language usage with no mistakes. Own words used. [5 marks]
	Good language usage with only a few mistakes (fewer than five). Own words mostly used. [4 marks]
	Acceptable language usage with more than five mistakes. Some sentences are copied from the lesson. [3 marks]
	Little attempt to use correct language or no attempt to use own words. [1-2 marks]
	

	Total marks out of 15: 
	


Level 4: 11-15 marks (70–100%) – Outstanding

Level 3: 7-10 marks (50–69%) – Achieved

Level 2: 5-6 marks (35–49%) – Partially achieved

Level 1: 1–4 marks (1–34%) – Not achieved

Activity 3: Prepare a speech based on your report. (Individual activity)
Present your findings to your class in the form of a speech. 

Use your report from Activity 2 as a guideline for preparing your speech. 

Your speech should be about 5 – 7 minutes long. 

Try not to read your speech – rather deliver it using cue cards.

Your teacher will assess your presentation using the following rubric.

Rubric to assess prepared speech
	Criteria
	Level 4 
	Level 3


	Level 2
	Level 1

	Content

[10 marks]
	Excellent. Original and interesting content. Creative and captivating. Content well organised and  researched. [8 – 10]
	Informative and sufficient to achieve purpose. There is evidence of research. [5 – 7]
	Some information contained. A little research noted. [3, 4]
	Flow of ideas is difficult to follow. Little evidence of research. [1, 2]

	Register, tone and body language

[5 marks]
	Excellent voice control. Good use of pause. Unobtrusive use of notes. Makes eye contact with audience. [5]
	Good self-confidence. Some variation in tone of voice. Some attempt to make eye contact. [3, 4]
	More confidence needed. More variation in tone and pace needed. Little eye contact. [2]
	Not confident. Little variation in tone of voice. Depends too much on notes. Little or no eye contact. [1]

	Language and vocabulary

[5 marks]
	Wide range of vocabulary used. Very few language errors. [5]
	Vocabulary is sufficient for task. Some minor language errors. [3, 4]
	Vocabulary insufficient for purpose. Several language errors. [2]
	Limited vocabulary. A number of major language errors. [1]

	Fluency  [5 marks]
	Confident and effective. A skilful and fluent speaker.  Props used well. [5]
	One or two lapses in delivery, but otherwise fluent. Some props used.

[3, 4]
	Several lapses in delivery. Not confident enough.

[2]
	Cannot sustain ideas in a flowing way.  No props used.
[1]

	Total marks: 25


Activity 4: Research various short courses. (Individual activity)
Research some of the many short courses that are available.

You may conduct this research using the Internet, magazines or brochures, or by visiting various providers of short courses. You will be able to find many advertisements in newspapers and magazines where providers advertise the courses that they offer.

Collect as much information and brochures as you can and add this to your portfolio.

Assess yourself using the following checklist.

	Self-assessment checklist

	
	Criteria
	Yes
	No

	1
	I understood the requirements of the task.
	
	

	2
	I researched short courses available.
	
	

	3
	I used various mediums to complete my research.
	
	

	4
	I found relevant information.
	
	

	5
	I collected information, brochures and notes for my portfolio.
	
	

	6
	I found the task interesting.
	
	

	7
	I was able to identify courses that I would like to do one day.
	
	


Activity 5: Presentation on an institution offering short courses (Group activity)
For this activity you will again divide into workgroups. Work in groups of about 4 learners per group.

Assess the various pieces of information each of you collected about providers of short courses.

Select one of the providers and prepare a presentation in the form of a poster.

Present your facts about the provider and what courses it offers. 

How to prepare your poster:

· Draw or cut out pictures from pamphlets, newspapers and magazines.

· Make sure that your headings are larger than the rest of your writing.

· Plan your poster!  Make sure all the facts that belong together are under the same heading.

· Don’t ‘overcrowd’ your poster with information and pictures.  It must be clear to everyone what your poster is all about.

Your teacher can display the posters in your classroom.

Your teacher will assess your group work and poster using the following rubric.

	Analytical rubric for assessing a poster
Name:                                                                 Date:

Total marks out of a possible 20:

	CATEGORY
	5 marks
	3, 4 marks
	2  marks
	1 marks

	Content 
	The poster includes relevant information about a provider of short courses as well as extensive information about the courses offered.
	The poster includes some information about a provider of short courses as well as information about the courses it offers.
	The poster includes very little information about a provider and the courses it offers.
	Insufficient information shown.



	Labels
	All items of importance on the poster are clearly labelled.
	Many items of importance on the poster are clearly labelled.
	Some items of importance on the poster are clearly labelled with labels.
	Labels are too small to view OR no important items were labelled.

	Pictures – relevance
	All pictures are related to the topic and make it easier to understand.
	Most pictures are related to the topic and most make it easier to understand.
	Some pictures are related to the topic.
	Pictures do not relate to the topic.

	Attractiveness
	The poster is exceptionally attractive in terms of design, layout and neatness.
	The poster is attractive in terms of design, layout and neatness.
	The poster is acceptably attractive, though it may be a bit messy.
	The poster is distractingly messy or very poorly designed. 


Activity 6: Reading and group discussion (Group activity)
Read the following excerpts:

	School leavers
Census shows school leavers lack proper skills
03-DEC-08  By Gabi Khumalo
Despite improvements in literacy and educational levels, a large number of young people leave schools each year without the necessary skills to compete for gainful employment in the formal sector, according to Census 2001.

“Many of them come from poor households that have limited, if any, capacity to sustain them economically; consequently, unemployment has become a prominent feature among young people in our country, with associated social ills such as crime and substance abuse,” the Census found.

	http://edulibpretoria.wordpress.com
Educational Library Blog @ University of Pretoria

Majority of SA school leavers are functionally illiterate
Posted on 14 April, 2008 by Johann van Wyk 

[image: image1.png]


Only 1 out of 29 matriculants is functionally literate after matric, according to adv. Paul Hoffman SC, director of the Centre for Constitutional Rights of the FW de Klerk Foundation. [Hoffman describes functional literacy as the means to have the reading and writing skills necessary for everyday living and the workplace.] In an article on the transformation of basic education in South Africa, Hoffman refers to the alarming statistics on the functional literacy of black matriculants that went through the school system the past 12 years.

According to statistics from literacy consultants Hough& Horne in Johannesburg, only two thirds of the 1.56 million 6-year-olds that started in the school system 12 years ago obtained grade 10. Of these, 360 000 passed matric at the end of last year.

When these matriculants were tested for functional literacy in English (the language of choice for teaching), it was found that only 15 % of the black candidates were functionally literate.

This means that only 42 000 black school leavers have the potential to do skilled work. When one divides this by province, it means that “each province in 2007 delivered only 4600 functionally literate black matriculants,” Hoffman reiterated.

According to Hoffman, this means that only 1 out of 29 (3.5%) black children that enters the school system obtained a matric certificate that will enable him or her to enter the realms of trainability, skills acquisition, higher education and employability – this in an economy where a huge shortage of skills exists. He also points out that South African schools’ drop-out rate of 77% over 12 years of schooling is much higher than the UNESCO norm of 21 %. 


	http://www.africanews.com
SA school leavers cannot read

Results of a pilot national benchmark test showed that only seven per cent of first-year students had proficiency in mathematics, less than 25 percent are fully quantitatively literate and more than 50 per cent require assistance. The report said most of them do not have the literacy skills needed to succeed without putting enormous strain on universities to re-train primary and secondary level skills at tertiary level.

Professor Theuns Eloff, representing the vice-chancellors through Higher Education South Africa (HESA), told parliament that most could not read, write or comprehend.

Eloff added that the burden on universities was massive, especially in the area of mathematics and literacy. He noted that it was not likely to improve, because the quality of school leavers has been on the decline.

The South African government has pushed universities to increase enrolments, which have been growing at about five per cent a year, and to produce more science and engineering graduates. Africa’s economic powerhouse is in dire need of these and other critical skills, AfricaNews reporter said. 

Pressure has also been put on universities to take in more ‘black’ students, who now make up about 63 per cent of enrolments.

Universities have warned that without significant intervention by government to up the quality of primary and secondary education, increased intake at universities would account to nothing, as the current dropout rate was almost 50%. It was also costing more to educate at university level as only a third of students managed to complete their degree in under five years.


Divide into work groups of about 8 learners per group. Discuss the articles that you read above.

The writers in all three articles express concern about the lack of essential skills of school leavers, with the major concern being literacy. 

· Do you agree with the writers?

· What is meant by ‘functional literacy’?

· Do you think it is important for a country to pay attention to the literacy levels of its citizens?

· Whose responsibility is literacy? Is this a government problem, a schooling problem, a personal problem, or all three?

· Why is literacy important in terms of developing a career?

· Would you agree with the view that learning to read and write are the most important skills to learn?

· In a country with 13 official languages, why do you think that English is, according to the writer, ‘the language of choice for teaching’?

· How do you think the literacy problem can be addressed?

Write a summary of the conclusions reached during your group discussion.

Your teacher will assess your summary using the rubric below.

	Content
(10 marks)
	8–10
	5–7
	3 –4 
	1–2

	
	Excellent, detailed, and factually accurate. 

All discussion points covered in the summary.
	Content is informative and sufficient to achieve purpose.

Many of the discussion points are covered in the summary.
	Content is not totally adequate. Does not achieve purpose.

Some of the discussion points are covered in the summary.
	There is too little content. Content is inaccurate.

Very few of the discussion points are covered in the summary.

	Language and vocabulary
(5 marks)
	4, 5
	3
	2
	1

	
	Wide range of vocabulary used; fewer than three minor language errors.
	Vocabulary sufficient for task; fewer than five minor language errors.
	Vocabulary only fair. Ten or more language errors.
	Very limited vocabulary; students are unable to use the correct language structures.

	Style
(5 marks)
	4, 5
	3
	2
	1

	
	Student writes well and produces an excellent summary.
	Student’s summary and style of writing are adequate.
	Summary rambles and misses the point.
	Summary is incoherent and inadequate.


Activity 7: Reading and group discussion (Group activity)
Read the following article:

	Sunday Times – www.thetimes.co.za – Sunday, 30 August 2009

So, you want to be a chief executive?

By Margaret Harris

Experts offer tips – but no guarantees – on how to get to the top

The job of a chief executive of a company does not come quick or easy. In the case of big corporations, people are often groomed for many years to prepare them to assume the top post. In smaller organisations, the CEO may also fulfil a number of other roles. We may all like the sound of CEO after our name, but not everyone can, or should, become one.

We asked three experts for 10 tips on how to become a CEO.

Jonathan Cook, Senior Lecturer at the Gordon Institute of Business Science:

1. Think results. Be conscientious and passionate about performance.

2. Learn to think at a higher level. See the bigger picture and the connection between things.

3. Take responsibility for almost everything. You need to demonstrate that you have an inner locus of control and believe that you can make a difference and are not simply at the mercy of different forces.
4. Know yourself. First, in terms of your career progression, instead of having a set-in-stone plan, learn to take opportunities as they present themselves. Second, learn to treasure feedback — “listening to others is to managing as looking is to driving”.
5. Master yourself. The most effective CEOs have a steely self-discipline and can trust themselves; the essence of leadership is being able to cope in adversity.
6. Find a mentor.
7. Broaden your experience. First, take various jobs to get an idea of the different functions you would need to know about and understand as CEO. Second, travel; third, read; and fourth, do an MBA.
8. Nurture your network — not in the sense of using people to your advantage, but by being a contributor so you can draw on your network when you need to. People will rally around contributors.
9. Learn to let go. This includes delegating as well as deeply valuing the contribution of others. It is also about knowing when to move on.
10. Become a mentor. This is important on the way up and when you are CEO.
Ross Mengel, Managing Director of recruitment company DMA People: 

1. Qualifications. Obtain the right specialist and generalist qualifications relevant to your industry. For example, Anglo American CEO Cynthia Carroll has a BSc in geology and an MBA.

2. Track record. A solid record of achievement will give you credibility in your industry.

3. An overall understanding of the sector. Gain knowledge of the industry, the economic influences from both a macro- and microeconomic point of view, the key players, competitors, customers and business cycles that influence the sector. This will help you to be able to lead in both good and bad times.

4. Cross-functional experience. Gaining experience across more than one core function within an organisation, through practical experience and/or further studies, such as marketing and operations, or finance and logistics.

5. People management. Develop an ability to select and lead a team of specialists; you don’t need to be a specialist yourself, but you do need to be able to select, lead and motivate a team of specialists. 

6. Good communication skills and the ability to communicate to a range of people — from shareholders to workers. 

7. Leadership skills and the ability to influence others. These skills are usually innate, though they can be nurtured; however, even in natural leaders they need to be encouraged.

8. An ability to handle conflict.

9. Empathy — an ability to see issues from the perspective of others. 

10. The ability to make decisions for the benefit of the organisation even when these decisions are unpopular. 

Maha Deeb, CEO of niche executive search and selection consultancy MD Selection CC: 

1. Leadership ability such as vision, strong values, a higher purpose and focus.

2. Courage, humility and open engagement.

3. The ability to engender trust.

4. The ability to achieve willing followers.

5. The ability to create smart teams.

6. Intelligence.

7. Creativity.

8. Functional and industry knowledge.

9. Ability to manage your career and the decisions you have had to take in past positions.

10. Learning from past experience, whether good or, more importantly, bad.




As a group, discuss the article that you read above. Three experts have given their tips on how to get to the top. Some of their tips are the same, even if worded differently, and all of the tips are useful.

Discuss each one of the tips offered and decide what their relevance is in the business world.

Work together and combine the tips from these three experts into one set of tips that you can use and refer to. 

Your teacher will assess your group work using the following checklist.

	Checklist for observation of group discussion and summary of tips

Name:
      Date:

	
	Criteria: Does the learner:
	Yes
	No

	1
	Wait for a pause before s/he interrupts a speaker?
	
	

	2
	Interrupt a speaker politely?
	
	

	3
	Show evidence of having understood the topic discussed?
	
	

	4
	Keep to the topic under discussion?
	
	

	5
	Accept others’ points of view?
	
	

	6
	Give reasons to support alternative points of view?
	
	

	7
	Make points clearly, using appropriate vocal volume?
	
	

	8
	Make eye contact when speaking?
	
	

	9
	Use body language appropriately?
	
	

	10
	Make notes of important points?
	
	

	11
	Write a summary of the tips offered by the experts?
	
	

	12
	Cover all the important points in the summary?
	
	

	2 points per ‘yes’ answer: 24 marks available


Suggested Solutions
	Task number
	Possible marks
	Solution

	1
	20
	See checklist 1 in Appendix of Assessment Tools.

	2
	15
	See rubric 2 in Appendix of Assessment Tools.

	3
	25
	See rubric 3 in Appendix of Assessment Tools.

	4
	N/A
	See checklist 4 in Appendix of Assessment Tools.

	5
	20
	See rubric 5 in Appendix of Assessment Tools.

	6
	20
	See rubric 6 in Appendix of Assessment Tools.

	7
	24
	See checklist 7 in Appendix of Assessment Tools.


Appendix of assessment tools.

1. Checklist for assessing group work

	
	Criteria:
	Yes
	No

	1
	Did the group work well together on the task?
	
	

	2
	Did they go through the job section together and compile a list?
	
	

	3
	Did each group member contribute to the research activity?
	
	

	4
	Did the group classify the jobs into different fields?
	
	

	5
	Did the learners summarise what type of information is provided in the advertisements to the job candidates?
	
	

	6
	Did the learners keep notes of their findings?
	
	

	7
	Did the group keep to the topic under discussion?
	
	

	8
	Did the group debate opinions politely?
	
	

	9
	Did they speak clearly, using good vocal variety?
	
	

	10
	Did they make eye contact when speaking?
	
	

	2 marks per ‘yes’ answer. 20 marks in total


2. Report-writing rubric

	Criteria
	Marks

	Format of report

[Marks out of 5]
	The learner followed the format provided exactly. [5 marks]
	The learner mostly followed the format provided. [4 marks]
	The learner sometimes followed the format provided. [3 marks]
	The learner did not follow the format provided. [1-2 marks]
	

	Information on opportunities in the workplace contained in report [Marks out of 5]
	The learner included all the relevant points in the report. [5 marks]
	The learner included most of the relevant points in the report. [4 marks]
	The learner included few of the relevant points in the report. [3 marks]
	The learner left out most of the relevant points in the report. [1-2 marks]
	

	Language use in report 

[Marks out of 5]
	Excellent language usage with no mistakes. Own words used. [5 marks]
	Good language usage with only a few mistakes (fewer than five). Own words mostly used. [4 marks]
	Acceptable language usage with more than five mistakes. Some sentences are copied from the lesson. [3 marks]
	Little attempt to use correct language or no attempt to use own words. [1-2 marks]
	

	Total marks out of 15: 
	


Level 4: 11-15 marks (70–100%) – Outstanding

Level 3: 7-10 marks (50–69%) – Achieved

Level 2: 5-6 marks (35–49%) – Partially achieved

Level 1: 1–4 marks (1–34%) – Not achieved

3. Rubric to assess prepared speech

	Criteria
	Level 4 
	Level 3


	Level 2
	Level 1

	Content

[10 marks]
	Excellent. Original and interesting content. Creative and captivating. Content well organised and  researched. [8 – 10]
	Informative and sufficient to achieve purpose. There is evidence of research. [5 – 7]
	Some information contained. A little research noted. [3, 4]
	Flow of ideas is difficult to follow. Little evidence of research. [1, 2]

	Register, tone and body language

[5 marks]
	Excellent voice control. Good use of pause. Unobtrusive use of notes. Makes eye contact with audience. [5]
	Good self-confidence. Some variation in tone of voice. Some attempt to make eye contact. [3, 4]
	More confidence needed. More variation in tone and pace needed. Little eye contact. [2]
	Not confident. Little variation in tone of voice. Depends too much on notes. Little or no eye contact. [1]

	Language and vocabulary

[5 marks]
	Wide range of vocabulary used. Very few language errors. [5]
	Vocabulary is sufficient for task. Some minor language errors. [3, 4]
	Vocabulary insufficient for purpose. Several language errors. [2]
	Limited vocabulary. A number of major language errors. [1]

	Fluency  [5 marks]
	Confident and effective. A skilful and fluent speaker.  Props used well. [5]
	One or two lapses in delivery, but otherwise fluent. Some props used.

[3, 4]
	Several lapses in delivery. Not confident enough.

[2]
	Cannot sustain ideas in a flowing way.  No props used.
[1]

	Total marks: 25


4. Self-assessment checklist

	
	Criteria
	Yes
	No

	1
	I understood the requirements of the task.
	
	

	2
	I researched short courses available.
	
	

	3
	I used various mediums to complete my research.
	
	

	4
	I found relevant information.
	
	

	5
	I collected information, brochures and notes for my portfolio.
	
	

	6
	I found the task interesting.
	
	

	7
	I was able to identify courses that I would like to do one day.
	
	


5. Rubric to assess poster

	Analytical rubric for assessing a poster
Name:                                                                 Date:

Total marks out of a possible 20:

	CATEGORY
	5 marks
	3, 4 marks
	2  marks
	1 marks

	Content 
	The poster includes relevant information about a provider of short courses as well as extensive information about the courses offered.
	The poster includes some information about a provider of short courses as well as information about the courses it offers.
	The poster includes very little information about a provider and the courses it offers.
	Insufficient information shown.



	Labels
	All items of importance on the poster are clearly labelled.
	Many items of importance on the poster are clearly labelled.
	Some items of importance on the poster are clearly labelled with labels.
	Labels are too small to view OR no important items were labelled.

	Pictures – relevance
	All pictures are related to the topic and make it easier to understand.
	Most pictures are related to the topic and most make it easier to understand.
	Some pictures are related to the topic.
	Pictures do not relate to the topic.

	Attractiveness
	The poster is exceptionally attractive in terms of design, layout and neatness.
	The poster is attractive in terms of design, layout and neatness.
	The poster is acceptably attractive, though it may be a bit messy.
	The poster is distractingly messy or very poorly designed. 


6. Rubric to assess summary

	Content
(10 marks)
	8–10
	5–7
	3 –4 
	1–2

	
	Excellent, detailed, and factually accurate. 

All discussion points covered in the summary.
	Content is informative and sufficient to achieve purpose.

Many of the discussion points are covered in the summary.
	Content is not totally adequate. Does not achieve purpose.

Some of the discussion points are covered in the summary.
	There is too little content. Content is inaccurate.

Very few of the discussion points are covered in the summary.

	Language and vocabulary
(5 marks)
	4, 5
	3
	2
	1

	
	Wide range of vocabulary used; fewer than three minor language errors.
	Vocabulary sufficient for task; fewer than five minor language errors.
	Vocabulary only fair. Ten or more language errors.
	Very limited vocabulary; students are unable to use the correct language structures.

	Style
(5 marks)
	4, 5
	3
	2
	1

	
	Student writes well and produces an excellent summary.
	Student’s summary and style of writing are adequate.
	Summary rambles and misses the point.
	Summary is incoherent and inadequate.


7. Checklist to assess group work

	Checklist for observation of group discussion and summary of tips

Name:
      Date:

	
	Criteria: Does the learner:
	Yes
	No

	1
	Wait for a pause before s/he interrupts a speaker?
	
	

	2
	Interrupt a speaker politely?
	
	

	3
	Show evidence of having understood the topic discussed?
	
	

	4
	Keep to the topic under discussion?
	
	

	5
	Accept others’ points of view?
	
	

	6
	Give reasons to support alternative points of view?
	
	

	7
	Make points clearly, using appropriate vocal volume?
	
	

	8
	Make eye contact when speaking?
	
	

	9
	Use body language appropriately?
	
	

	10
	Make notes of important points?
	
	

	11
	Write a summary of the tips offered by the experts?
	
	

	12
	Cover all the important points in the summary?
	
	

	2 points per ‘yes’ answer: 24 marks available























