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BSB30120 Certificate III in Business

FNS30322 Certificate III in Accounts Administration

FNS40222 Certificate IV in Accounting and Bookkeeping






The training package for this qualification requires students to be assessed on various Foundation Skills including Oral Communication and Interacting with Others. For further information on this assessment requirement, refer to the following website:

https://www.asqa.gov.au/course-accreditation/users-guide-standards-vet-accredited-courses/standards/standard-106-foundation-skills

Students are required to complete this assessment prior to commencing their first unit of competency for the qualification

[bookmark: _Hlk132640823]

Assessment Instructions for the Candidate

Before commencing this assessment, you should complete the following activities (accessed via your student portal)

Work through the student resource ‘Introduction to Accounting’ 
This is available from the Welcome tile of your Foundation Skills page on the student platform.

Review the Communicating effectively for business guide at the following website: 
https://www.business.qld.gov.au/running-business/marketing-sales/sales/communicating-effectively


Review the following scenario, and role play and record the conversation for submission to your Assessor. During the conversation you should ask enough questions to obtain all the information required to complete the task you have been assigned as the Accounts Assistant for the business. 

Ensure you are familiar with and incorporate all the Assessment Criteria in your role play, as you will be assessed accordingly. 

It is highly recommended for you to do a practise run of your role play before commencing the recording.










	Student Name
	Click to type full name.
	Date of Assessment


	Click to enter a date.



Assessment Requirements 
The audio recording can be made on any digital device, i.e. smart phone, tablet or video recorder
The conversation should last between 10 to 15 minutes
You will require at least 2 other participants, to play the business owner and Accountant/ Office Manager. Each participant is required to submit a signed Participant Declaration form
You are required to play the role of the Accounts Assistant
Include an introduction to the role play, identifying the participants in the conversation, including the name of each person and the role they are playing
You must demonstrate all the Assessment Criteria to achieve a satisfactory result
Completed recording and participant declarations must be uploaded onto the Student Portal
Please note, you are not required to create any spreadsheets for this assessment


Scenario
Identify Spreadsheet Requirements 

You have been appointed as the Accounts Assistant for a small business. The business owner has requested you create and update some spreadsheets to assist with the accounts process. The spreadsheets required include:

Outstanding Customer Invoices
Outstanding Supplier Invoices

Before finalising the design of the spreadsheets, you have arranged a meeting with the business owner and his/her Accountant to discuss the following:
The information that is required for each spreadsheet (i.e. customer address, invoice numbers, totals, specific formulas etc.) 
Any design requirements (font size, colour, currency formatting, headings, charts etc.)
What approvals are required before the spreadsheets are given to staff to use

Please note: You do not have to create the actual spreadsheet for this Assessment.


Assessment Criteria 
Students are required to demonstrate all of the following skills in the recorded role play activity:
Uses a range of questioning techniques to confirm instructions and gain authorisation
Uses active listening techniques to elicit the opinions of others and confirm understanding of requirements
Encourages two-way communication and feedback
Uses clear, detailed and direct language which is culturally sensitive
Explains issues, presents information and confirms requirements using appropriate industry terminology
Uses a pace and tone of voice suitable for the audience?
Uses communication conventions and protocols to share information and seek advice



Definitions

	Questioning Techniques
	Closed questions: require a one-word or short answer such as ‘yes’, ‘no’, ‘yesterday’ or ‘Sydney’. Closed questions are used to clarify your understanding or receive a definitive answer.
Open questions: require a longer answer or explanation. They usually begin with ‘what’, ‘why’, ‘how’ or ‘explain’ or ‘describe’. Open questions are used to find out more detail, or the other person’s opinion or issues.
Probing Questions: used to follow up on a previous statement or to gain further information on a particular topic. For example; ‘You said earlier that …….. Why do you think this occurred?’

	Active Listening Techniques
	Involves listening to and understanding the information given, providing feedback and responding appropriately. Active listening can be demonstrated by:
Giving the person your full attention
Allowing the person adequate time to speak and not interrupting
Using verbal encouragers (uh-ha, mmm hmm, I see) to encourage the person to continue talking
Asking questions to clarify and confirm your understanding
Paraphrasing what the person has said to show your understanding
Summarising the key points of the conversation

	Communication Protocols and Conventions
	Includes interpersonal skills, open and closed questioning and active listening. 
Interpersonal skills include:
displaying empathy and understanding
using clear communication
displaying assertiveness
dealing with conflict positively
encouraging two-way communication
interacting with others respectfully and courteously





Participant’s Declaration

This section is to be completed by each of the participants in the assessment and uploaded onto the student portal

	Candidate (Student) Name:
	Click to type Student’s full name.
	Participant’s Name:
	Click to type Participant’s full name.
	Participant’s Email Address:
	Click to type email address.
	Participant’s Phone Number:
	Click to type phone number.
	Do you agree to be contacted if required?
	[bookmark: Check1]|_| Yes
	[bookmark: Check2]|_| No

	I, Click to type full name  make the following declaration:

	1. I participated in the oral communication assessment / role play activity
I personally observed the candidate / student throughout the activity
I understood what was required throughout the assessment activity

	Participant’s Signature:
	Click to enter text.
	Date:
	Click to enter a date.
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