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2. Learning at work 

ASSESSOR: Satisfactory    Not satisfactory

SCENARIO

You have been working on the 
shop floor for 10 years. You have 
been offered a promotion to 
be a team leader to manage your section. To help you in your new 
position the company has offered you a choice of three courses to choose 
from to help you in your new position.

You are allowed to do the course for two hours a day in work time 
(Monday to Friday). The course requires a time commitment of 15 hours 
a week. You will have to do the rest of the course in your own time. You 
work day shift from 7:00 am to 3:30 pm. As part of your new position 
you will need to use Microsoft Word and Microsoft Excel at work.

Course 1

Business Leadership

This course is for managers. 
It includes:

• Project work
• Meetings
• Administration
• Communication
• Microsoft office
• Develop critical thinking
• Productivity

DELIVERY
Self-paced study  

Course 2

Winning in Business

This course is for managers. 
It includes:

• Project management
• Microsoft Office
• Teamwork
• Communication
• Problem solving
• Budgeting
• Policies and procedures

DELIVERY
Self-paced study and one 
day a week face-to-face.

Course 3 

Achieving in Business

This course is for managers. 
It includes:

• Project management
• Financial planning
• Manage market research
• Administrative systems
• Advances in technology
• Leadership
• Human resources

DELIVERY
Self-paced study etutorials.

(a) Which is the most suitable course? ____________________
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2. Sinking of  the Titanic 

Read the front page of The Boston Daily Globe and answer the 
questions below.

(a) What date was the newspaper published? ______________________
(b) How many people were rescued?_____________________________
(c) How many people did the newspaper say died? _________________
(d) Were the survivors mainly men or women and children? __________
__________________________________________________________
(e) How much did the newspaper cost? __________________________
(f) How many pages were in the newspaper? _____________________

ASSESSOR: Satisfactory    Not satisfactory
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Writing
Level 3
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1. Writing a postcard

ASSESSOR: Satisfactory    Not satisfactory

SCENARIO

You are on holiday in Sydney and decide to write a postcard to a friend.
Use the picture to help you write a postcard to your friend. Write at least 
3 sentences.

Hi ...............................,
..............................................................................................................
..............................................................................................................
..............................................................................................................
..............................................................................................................
..............................................................................................................
Bye for now.
_______
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Oral communication
Level 3
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1. Listen to an order

You are working at a take-away food place. A customer is giving you an 
order. Listen carefully. 

(a) Listen to your assessor. They will read out the part of the customer.  
     You can ask for the order to be repeated twice.

(b) Repeat the order to your assessor. 

ASSESSOR: Satisfactory    Not satisfactory
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Numeracy
Level 3

You may use a calculator for the Numeracy section of the LLN test.
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1. Shopping
Look at the following items. Circle the one that is the best value.

ASSESSOR: Satisfactory    Not satisfactory

2 x 2 litre bottles of  cola at 
$3.50 each

3 x 1 litre bottles of  cola at 
$1.50 each

1 x 2 litre bottles of  cola at 
$2.50 each

4 x 1 litre bottles of  cola at 
$3.00 each
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ASSESSOR: Satisfactory    Not satisfactory

(a) Weeks needed to save for holiday = _____________weeks

2. Budgeting for a holiday

SCENARIO

Joe and Jane are saving for a holiday. Together, they earn a combined 
weekly income of $1668. Their holiday to Cairns leaving from Melbourne 
will cost $5000 including spending money. Look at their weekly costs.

If there are 4 weeks in each month, how many weeks will it take to save 
up for the holiday? 

ITEM                 COST    CALCULATION                             

Rent    $650 per week   

Electricity   Average of  $75 per week

Entertainment  Average of  $120 per week 

Water    Average of  $40 per week

Groceries   Average of  $250 per week

Car registration  $860 x 2 cars = $33 per week
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