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Assessment 2:  Effective Communication 

Assessment Criteria

The following Assessment Criteria will be assessed in this assignment:
	Criteria No.
	Description

	P4
	communicate information effectively in written work

	P5
	communicate information effectively using verbal methods

	M1
	evaluate a written communication method and identify ways in which it could be improved

	D1
	justify their choice of a specific communication method and the reasons for not using a possible alternative


All Pass grade coursework to be submitted before:

3 May 2010
Task Introduction

In Unit 3: Engineering Project there is a requirement to produce a written report and to make a verbal presentation - refer to learning outcome 4 and grading criteria P8 and P9. 

http://www.edexcel.org.uk/VirtualContent/103787/U3_Engineering_Project.pdf 

The evidence generated for these two activities can be used as source material for the tasks that follow.

Engineers write reports about tasks that they have undertaken but it is not just the final report that is important - it is also necessary to have a full record of all the information used in its preparation. Data has to be collected, collated, edited and stored, so that it can be referred to at a later date. An engineering report may contain information obtained from a number of different sources and in varying formats, e.g. notes, word processed text, test results, email correspondence, transcripts of telephone calls and face-to-face discussions, drawings, diagrams and charts. 

Task 1 [P4]

Put together a portfolio which contains evidence to prove that you can do all of the following:

· research information and make notes about what you found out

· ask people questions and write a transcript of what they said

· assess a problem and present the steps to its solution as a flow diagram

· use a diary/logbook to plan and record progress when solving an engineering problem

· write a business letter to an engineering supplier requesting information about a product

· send and receive emails containing technical information

· write a technical report which has a style and format acceptable to industry

· use graphs, charts and diagrams to help get the message across in a technical report

· proof-read a technical report and make corrections where necessary
Task 2 [P5]

Put together a portfolio which contains evidence to prove that you can do all of the following:

· talk to an engineer and make a transcript of the conversation

· discuss a technical issue with a colleague

· argue a point verbally without upsetting anyone or causing tension

· listen to someone making a presentation about a technical subject and write up notes about what was said

· deliver a short presentation to a group using visual aids

· use body language to reinforce a point in a verbal presentation.

For all these activities you will need to obtain witness statements or observation records to support your evidence
Task 3 [M1]

In Task 1 you wrote a technical report which was based on your project. The way in which the report was put together should have been discussed with your teacher/tutor. If you kept a record of these discussions - particularly your strategies on how to improve the communication methods within it (e.g., the use of images, graphical techniques and style of writing), then you can use this as acceptable evidence. 

If the report is so good that there was or is no scope to improve it, then you will need to look at the written work of someone else where improvements are required in order to bring it up to industry standard. Appraise the work and identify how it could be enhanced.

The evidence to be presented for this task should be:

· A 500-word document outlining the strategy that you used to improve your communication method. Cut and paste into your text examples of ‘before and after’. 

Or

· A 500-word document outlining the strategy that could be used to improve the communication method used by the other person in presenting their work. Cut and paste samples of good practice into your text.

Task 4 [D1]

Grading criteria P8 and P9 in the Engineering Project unit require that you prepare a written report and make a verbal presentation. Using either of these as a data resource, think about your choice of communication methods and why you picked them. You will have used a range of techniques, e.g. drawings, graphics, writing, speaking, for this task, home in on just one of them and use it for further investigation.

Evidence to be presented:

· copies of notes of consultations you had with your teacher/tutor or other people about the chosen communication method

· copies of initial outlines and drafts relating to how you intended to communicate information

· a 500-word statement justifying why you chose one particular method of communication and the reasons for not using an alternative

· any further evidence that you can find, e.g. a witness statement relating to your decision making.

Guidance notes

The tasks in this assignment draw on evidence associated with your engineering project. It is important that you hold regular review meetings with your project supervisor and plan your work schedule so that you are not wasting valuable time by duplicating activities. When you make handwritten notes, be sure to keep them in a folder. Anything produced in an ‘e’ format should be saved using a properly designed file structure.

For task 1 you will need to complete this table:

	No.
	Task element
	Page/ref No.
	Learner sig.
	Tutor sig.
	Date

	1
	Research information and make notes
	
	
	
	

	2
	Ask people questions and write a transcript
	
	
	
	

	3
	Assess a problem and present the steps to its solution
	
	
	
	

	4
	Use a diary/logbook to plan and record progress
	
	
	
	

	5
	Write a business letter to an engineering supplier
	
	
	
	

	6
	Send and receive emails
	
	
	
	

	7
	Write a technical report
	
	
	
	

	8
	Use graphs, charts and diagrams
	
	
	
	

	9
	Proof-read a technical report
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