UNIT 202 Communicate effectively in the workplace
NAME ___________________________________


	1
	Please describe how you respond to customers with different needs and attitudes
	

	2
	Please describe  POSITIVE behaviour in relation to equality and diversity in the workplace
	

	2
	Please describe NEGATIVE behaviour in relation to equality and diversity in the workplace
	

	3
	Please list the different forms of communication you use in the workplace
	

	3
	Using the different forms of communication above please state the different situations when you each should be used
	

	4
	Please describe how you would make sure that information given has been understood
	

	5
	Please explain how personal behaviour contributes to the positive image of the organisation
	

	6
	Please state the importance of communicating ALL information necessary to the relevant person
	

	7
	Please state the importance of responding positively to queries from customers and the public
	

	
	
	

	
	
	

	1
	Please state where you find up-to-date information that you need to carry out your own job role
	

	2
	Please identify and name the different ways in which information is recorded
	

	3
	Please describe the procedures you use for:
	Recording Information
Acknowledging Information

Responding to incoming information



	4
	Please describe what actions you take when you encounter problems passing on information
	

	5
	Please state how you report faults with communication equipment
	


SIGNED: .....................................................  DATE:  .........................................
ASSESSOR: .........................................  SIGNATURE:  .....................................

DATE:  .....................................................
C202 Outcome 1: Understand how to communicate with others in the workplace


Your Workplace








C202 Outcome 2: Understand how to record and pass on information


Your Workplace








