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Course Name 
Fundamentals - Communication 

 
Assignment Title 

SA -PQ 

 
Assignment Number  

2/2 

 
Total Pages Submitted 

 

 
Please complete the next section in your own handwriting and ensure that you declare your 

preparation and authentication for this assessment before you continue. 
 

Student Name   
  

Student Surname   
  

Student ID Number   
  

Contact Number   
  

 
Preparation and Authentication Confirmation  

  

I hereby declare that I have been prepared for all assessment activities.  I am aware of the 
requirements and time frames of this assessment and undertake to complete any remedial or 

additional work required for the assessment of the submitted course, where required.   
  

I hereby declare that the evidence presented in this portfolio is my own work, and that I have 
participated in preparing the evidence in the case of group work activities. Where applicable, I have 

recognized sources of information used in the preparation of this assessment.  
 

  
  
  

  

Student Signature  Submission Date  

 
  

  /  
  

  

Total Mark Achieved  Total Percentage Achieved  

 
 

 
  Competent            Not Yet Competent 
 

  
  

  

 
 

  

1st Attempt  2nd Attempt 3rd Attempt  

 
 

Summative Assessment  
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Exit Level 
Outcome 

 
Make appropriate use of Information and Communications Technology in an 
office setting. 

 

 
Course 
Name 
 

Read/view 
and 
respond to 
a range of 
text types  

 

 
Course 
Code 

119640 
 

 
NQF Level 

 
1 

 
Credits 

 
6 

 
Assessor 
Signature 
Stamp 

 
 
Submission 
Date 

 
 
Competent  

 

 
Not Yet 
Competent 
 

 

Assessor 
Feedback 

 
 
 
 
 

 
Assignment SG1-1:  Write a job application letter for applying for the advertised post of 

your own choice.  
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Total: _____/  

 

Discuss this with your Supervisor/Mentor. 

Supervisor/Mentor  

Date Evaluated  

Feedback 
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Exit Level 
Outcome 

 
Use fundamental skills in a business environment. 
 

 
Course 
Name 
 

Engage in a 
range of 
speaking/signing 
and listening 
interactions for a 
variety of 
purposes 
 

 
Course 
Code 

119635 
 
NQF Level 

 
1 

 
Credits 

 
6 

 
Assessor 
Signature 
Stamp 

 
 
Submission 
Date 

 
 
Competent  

 

 
Not Yet 
Competent 
 

 

Assessor 
Feedback 

 
 
 
 
 

 
Assignment SG1-1: Prepare any written down communication, e.g., an email, messages 
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Total: _____/  

 

Discuss this with your Supervisor/Mentor. 

Supervisor/Mentor  

Date Evaluated  

Feedback 
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Moderator Signature  
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