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1. Question 

 

 
Discuss how visitors are received at your organisation, and according to the organisational 
standards. 
 

Answer 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 4 

 
 

 
2. Question 

 

 
Discuss the procedures for receiving and distributing documents and parcels delivered at 
reception. 
 

Answer 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 6 
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3. Question 

 

 
Discuss successful receptionist skills. 
 

Answer 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 5 

 
 

 
4. Question 

 

 
Name the professional requirements of a receptionist. 
 

Answer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 8 
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5. Question 

 

 
What is self-esteem and why is it important for you to have a positive self-esteem. 
 

Answer: 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 6 

 
 

 
6. Question 

 

 
What is required of you to improve your self-esteem and become self-empowered. 
 

Answer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 4 

 
 



 5 

 

 
7. Question 

 

 
What is required of you to improve your self-esteem and become self-empowered. 
 

Answer 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 4 

 
 

 
8. Question 

 

 
How should you proceed when you approach the visitor/customer? 
 

Answer 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 4 
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9. Question 

 

 
Why is it important to promote your company’s products and their features as a receptionist? 
 

Answer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 8 

 
 

 
10. Question 

 

 
Discuss the guidelines to improve customer service. 
 

Answer 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of 8 
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11. Question 

 

 
Discuss the importance of monitoring customer satisfaction. 
 

Answer 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of  

 
 
 

 
12. Question 

 

 
What are the customers requirements/needs and how can you make sure that you address such 
needs? 
 

Answer 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of  

 
 

 

 
13. Question 
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Discuss how you are able to monitor visitor satisfaction. 
 

Answer 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of  

 
 

 

 
14. Question 

 

 
Discuss when and how you are able to receive feedback from your customers 
 

Answer 

 

 

 

 

 

 

 

 

 

Assessor Mark Correct  Incorrect  

Moderator Mark Correct  Incorrect  

Allocated Mark  Out Of  

 
 

 

 
15. Question 

 

 
What steps can you take to improve the customer satisfaction at your organisation. 
 

Answer 
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