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 QCF SV Selection Exercise
In this selection exercise you will undertake the role of an SV reviewing a sample of work from a centre. 

You are asked to consider the Assignment Brief and to answer the questions that follow.

Context
The centre is a small training agency that deals with young people who are not in employment or training. They work with small groups or individuals to help them gain employment, an apprenticeship or a place on a college course. The centre delivers courses to improve the learners’ employability and functional skills. This is the second year the centre has delivered the WorkSkills course; it does not offer any other BTEC courses.

This unit is delivered by all the tutors towards the end of the learner’s individual learning programme. 

The learner is Becki Smith who has been with the agency for six months since finishing full-time education in June. 

The Assessor is Carol Roberts who is an experienced NVQ Assessor but is fairly new to assessing and delivering BTEC WorkSkills.

The Internal Verifier is Dave Wilson who has helped coordinate the delivery of WorkSkills within the centre. 
Assignment Brief
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Candidate Name:

Assessor:

Submission Date:



This diary will record all your knowledge, understanding and skills that will help you search for a job once you’re ready to look for one.  You will start by looking at different places you can use to find out about possible jobs. You will then look at your skills, interests and achievements and link these to potential jobs. The last tasks will involve you in looking for potential jobs and communicating with possible employers.

Once you have completed all the tasks in this workbook, you will have completed another unit towards your qualification. In order to pass this unit, your work will show that you can do everything in the learning outcomes and assessment criteria listed below. 
	Learning Outcomes
	Assessment Criteria

	1. Understand how to use sources of information about jobs
	1.1 Explain the roles of different sources of

information about jobs

1.2 Select appropriate sources of information

about job vacancies for own purposes

1.3 Identify potential job roles from sources of information about jobs

	2. Understand how to relate own skills, interests and achievements to potential job roles.
	2.1 Explain how own skills relate to potential

job roles

2.2 Explain own interests in relation to

potential job roles

2.3 Explain how own achievements are relevant to potential job roles

	3. Be able to investigate job vacancies
	3.1 Carry out investigations to identify

potential job vacancies

3.2 Provide evidence of communication with

employers or the employer’s representative

to obtain further information about job vacancies


Your assessor will help you with each of the tasks so that you can develop your ability to search for potential job roles and complete this unit. You must complete all tasks and make notes on everything you do when searching for possible job roles. 
Remember: it is important that you try and meet the deadlines for each task. Managing your time is an important skill that future employers look for, so this is a chance for you to show that you have that skill. If you think you may not meet the deadline, talk this over with your assessor.
Task 1 – Deadline 
In your groups, research different sources of information about jobs. Include employment agencies, job centres, magazines, newspapers, public notice boards, journals and other publications. Also consider other sources such as word-of-mouth from family and friends and shop windows. When completing your research, make sure you identify the type of employment they provide information on and whether it is a public, private or voluntary job.
Complete the table below to explain what each information source does. 
	Findings
	Source 1
	Source 2
	Source 3

	Type of job they provide information on
	
	
	

	What service/information they provide
	
	
	

	How they support people looking for a job
	
	
	


Task 2 - Deadline
Now that you know about different places, you can find out about jobs. Select two information sources you could use to look for a potential job. Select a potential job role for each one. 
Source A 





Job Role
Source B 





Job Role

Task 3 – Deadline

On an individual basis, consider what you have got to offer a potential employer. Make a note of this information in the diagram below to explain how your skills, interests and qualifications relate to the job roles you have selected in task two. 
[image: image2.jpg]ALWAYS LEARNING PEARSON









SKILLS
          INTERESTS





ACHIEVEMENTS

Task 4 – Deadline
Now that you know where to look, and you know what you can offer employers, you are ready to search for possible jobs. Make a note of all the information sources you have used and include printouts or copies of adverts. Also make a note of all contact you have had with employers, colleges or careers advisors. 
	DATE
	SOURCE
	POTENTIAL JOB
	CONTACT 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Internal Verification of the Assignment Brief
INTERNAL VERIFICATION – ASSIGNMENT BRIEFS

	Award
	Workskills

	Unit
	Searching for a Job 

	Assessor
	Carol Roberts

	INTERNAL VERIFIER CHECKLIST
	Comments

	Are accurate programme details shown?
	Y/N*
	Please add this

	Are accurate unit details shown?
	Y/N*
	Yes 

	Are clear deadlines for assessment given?
	Y/N*
	Yes

	Is this assignment for whole or part of a unit?
	W/P
	All unit

	Are the Assessment and Grading Criteria to be addressed listed?
	Y/N*
	Yes

	Does each task show which criteria are being addressed?
	Y/N*
	Yes

	Are these criteria actually addressed by the tasks?
	Y/N*
	Yes

	Is it clear what evidence the learner needs to generate?
	Y/N*
	Yes

	Are the activities appropriate?
	Y/N*
	Yes

	Is there a scenario or vocational context?
	Y/N*
	Yes

	Is the language and presentation appropriate?
	Y/N*
	Yes

	Is the timescale for the assignment appropriate?
	Y/N*
	Yes

	Overall, is the assignment fit for purpose?
	Y/N*
	Yes

	*If ‘No’ is recorded and the Internal Verifier recommends remedial action before the brief is issued, the Assessor and the Internal Verifier should confirm that the action has been undertaken

	Internal Verifier
	Dave Wilson
	Date
	

	Lead Internal Verifier (if required)
	
	Date
	


	Action required:

	Add programme details

	Action taken:

	

	Assessor
	

	Signature
	
	Date
	

	Internal Verifier
	Dave Wilson

	Signature
	Dave Wilson
	Date
	


Internal Verification of the Assessment Decisions
INTERNAL VERIFICATION – ASSESSMENT DECISIONS
	Award
	Workskills
	Assessor
	Carol Roberts 

	Unit(s)
	Searching for a Job

	Assignment title
	Searching for a Job Handbook

	Learner’s name
	Becki Smith

	List which assessment and grading criteria the assessor has awarded
	Pass
	Merit
	Distinction

	
	Pass
	
	

	Do the assessment and grading criteria awarded match those targeted by the assignment brief?
	Y
	Details: assessment criteria are all those listed in the brief

	Has the work been assessed accurately?
	Y
	Details: All decisions are accurate


	Is the feedback to the learner:

· Constructive?

· Linked to relevant grading criteria?

· Identifying opportunities for improved performance?

· Agreeing actions?
	Y
	Details: good feedback 


	Does the grading decision need amending?
	N
	Details: 

	Remedial action taken
	Details: Not Needed

	Internal Verifier 
	Dave Wilson
	Date
	26th  May 

	Lead Internal Verifier 

(if required)
	
	Date
	

	Confirm Action completed
	
	Date
	

	Assessor signature
	
	Date
	

	Internal Verifier signature
	
	Date
	


	Ref
	Question
	Your Decision
	Comments (optional)

	1
	Is the Assignment Brief written in a way that is accessible to learners working at the level of this unit?
	Y  FORMCHECKBOX 

	N  FORMCHECKBOX 

	

	2
	Does Task 1 provide full and robust coverage of assessment criterion 1.1? 
	Y  FORMCHECKBOX 

	N  FORMCHECKBOX 

	

	3
	Which statement best describes the evidence requirement specified in the Assignment Brief?

A. The type of evidence required is not appropriate to all of the assessment  criteria covered by the Assignment Brief
B. The type of evidence required is an acceptable form for the assessment criteria covered

C. The type of evidence required is not clear for the assessment criteria covered by the Assignment Brief
	A  FORMCHECKBOX 

B  FORMCHECKBOX 

C  FORMCHECKBOX 


	

	4
	Are the five pieces of key administrative information present within the Assignment Brief?
	Y  FORMCHECKBOX 

	N  FORMCHECKBOX 

	

	5
	Does the documentation show that a timely approach is in place for the verification of assessment decisions?
	Y  FORMCHECKBOX 

	N  FORMCHECKBOX 

	

	6
	Does the feedback related to the internal verification of the Assignment Brief provide sufficient guidance to the Assessor?
	Y  FORMCHECKBOX 

	N  FORMCHECKBOX 

	



WHAT I CAN OFFER
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