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Candidate Evidence Checklist


OCR Award and Certificate in Employability Skills
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Unit 3 – Preparing for and learning from a job interview
This form should only be used for candidates not using the Candidate Evidence Booklet or if supplementary tasks are to be inserted in to the Evidence booklet.
Entry Level 3

Candidate’s name: 


	Assessment criteria
	Document/Page number
	Attached

(insert ()

	1.1 Outline personal arrangements for an interview for a specific job, to include:

· job title

· name and address of organisation

· date and time

· name of interviewer 

· dress code

· travel method 

· journey start and end time
	
	

	2.1
Identify facts about the organisation offering a job interview, to include:

· its name

· its main purpose 

· the range of other

· jobs available
	
	

	2.2
Identify facts about a job offered for interview, to include:

· job title

· main job task

· place of work

· hours of work

· rate of pay
	
	

	2.3
State the main skills and personal attributes for a job offered for interview
	
	

	3.1
Identify questions that an individual may be asked at a job interview, to include:

· open questions

· closed questions
	
	

	3.2
Prepare answers to questions an individual may be asked at a job interview, to include:

· short answers

· an extended answer
	
	

	3.3
Identify questions to ask an interviewer at a job interview
	
	

	4.1
Demonstrate how an individual should behave at an interview, to include:

· making a positive first impression

· introducing self

· interacting with interviewer
	
	

	4.2
Demonstrate ways to

communicate, to include:
· answering open questions 

· answering closed questions

· asking a relevant question

· using non-verbal communication
	
	

	5.1
Outline what went well during a specific job interview
	
	

	5.2
Identify improvements for future interviews
	
	


The work you submit for assessment must be your own. 


You must not copy from someone else or allow someone else to copy from you.





I confirm that this is all my own work. 


Candidate’s signature............................................................      Date……………………………
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