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MEMORANDUM
Grade 11 CCC Term 3 Bank of Questions 2015 

SPREAD OF COGNITIVE LEVELS 

Cognitive Category (√) FET Phase

 L = 30%; M = 40%; H = 30%, CAPS, pg. 27
	Ques. No./

Activity
	Cognitive Level

LOW
	Cognitive Level

MIDDLE
	Cognitive Level

HIGH
	Mark Allocation
	Comments

	1.1. – 1.3.
	√
	
	
	3
	Multiple Choice

	1.4. 
	
	√
	
	2
	Multiple Choice

	1.5 – 1.7
	√
	
	
	4
	Multiple Choice

	2.1. – 2.4.
	√
	
	
	4
	Matching Items

	3.1. – 3.4. 
	√
	
	
	7
	Short Questions

	4.1. – 4.2.2. 
	
	√
	
	6
	

	4.3.1. – 4.3.3.  
	
	
	√
	6
	

	5.1.1. – 5.1.2.
	
	√
	
	5
	

	5.2.
	√
	
	
	3
	

	5.3. 
	
	√
	
	2
	

	6.1. 
	√
	
	
	3
	

	6.2. 
	
	√
	
	2
	

	6.3. 
	
	√
	
	3
	

	7.
	
	√
	
	15
	Essay

	8.
	
	√
	√
	15
	Essay

	9.
	
	√
	√ 
	15
	Essay


SECTION A: 20 MARKS

Question 1: Multiple Choice

Answer ALL questions from this section.

1.1. A testimonial is:

a. A financial award given to a student based on exceptional ability

b. A fixed idea somebody has about another person

c. A statement someone makes about your character and strengths √ 

d. A contract between employer and employee signed by both parties    
 [1]
1.2. Which of the subjects below is considered a core subject in the FET band (Grades 10-12)?

a. Accounting

b. Life Orientation √
c. Natural Sciences

d. Computer Applications Technology 





 [1]

1.3. To be eligible to enrol for an undergraduate degree, one needs:

a. A National Senior Certificate

b. A Bachelor’s Pass

c. The relevant subjects                                  

d. All of the above √ 







 [1]

1.4. Which career listed below illustrates the inappropriate dress code for a woman? 

a. Chef – hair pinned back, apron

b. Beautician – make up, uniform

c. Hairdresser – heels, formal suit √
d. Vet – doctor’s coat, surgical gloves      
                                                 
 

Explain your choice unnecessarily formal (hairdressing is generally not a formal environment so a suit is not necessary) OR not practical (you’re active and on your feet most of the time so need clothes you can move in easily and comfortable shoes) √ 

          



 [2]

1.5. What were once known as technikons are now called: 

a. Universities

b. Trade Schools

c. Universities of Technology √
d. Varsity College          

                                                     

 [1]

1.6. True or False: Perseverance is an important work ethic. 

Briefly explain your answer. True. √ Any valid reason, e.g. everybody experiences difficulties, disappointment or failure at some point in their career and without perseverance you will give up when these hard times hit. √
 









 [2]                                                                                                     

1.7. When applying for a job you should send in your CV and:

a. A letter of application √
b. A recent photograph of yourself

c. An essay describing your interests and hobbies

d. A list of questions about salary and benefits 



 [1]
                                                                                                               [9 MARKS]

Question 2: Matching Items 

Match the job in the left-hand column with the correct definition in the right- hand column. Only write down the correct letter from the right-hand column next to the number from the left-hand column. e.g. 2.1 g) 

	2.1. unskilled labour C √
	a) Worker may be illiterate, little or no education, training on the job 

	2.2. physical labour A √
	b)  Worker trained at a tertiary institution, 2- 4 years, theory and practical

	2.3. semi-skilled labour D √
	c) Worker can read and write, little school education, training on the job

	2.4. skilled labour B √
	d) Worker has training in practical skills, FET certificate required if training happens on the job


        [4 MARKS]

Question 3: Short Questions

3.1. Explain the concept of “perseverance” in the context of developing a career. 

                                                                                                                        [2]
Define perseverance: Persistence in doing something despite difficulty or delay in achieving success. √ helps to develop career because you will not give up when facing challenges; you’ll therefore be more likely to overcome challenges and move forward in your career rather than stalling. √

3.2. List TWO important office administrative skills. 



 
 [2]
Any TWO valid skills, √√ e.g. communication skills (verbal, written), computer skills, attention to detail, interpersonal skills, time management skills, etc.

3.3. South Africa’s labour force is categorised into skilled, semi-skilled, unskilled and physical labour.               

Describe the semi-skilled category and give ONE example thereof.      [2+1=3]
Definition: Worker has training in practical skills / some training after school, √ but not a degree qualification. √ Any valid example: e.g. clerk, plant and machine operator, bricklayer or plasterer, certain sales personnel, etc. √



 








        [7 MARKS]
SECTION B: 30 MARKS
Answer ALL questions from this section. 
Question 4: Work Ethics
Read the scenario below and then answer the questions that follow.
Susan has been causing a lot of trouble at her job recently. She has regularly been arriving late to work and not attending meetings. She makes long personal phone calls using the work phone and has been asking her colleagues to cover for her when she takes extended lunch breaks. She’s also been stealing office supplies. Susan’s colleagues are tired of lying for her. However, Susan’s boss is friends with Susan’s mother. No one else knows this. This is why he hired Susan in the first place and is why he has yet to discipline Susan for her poor behaviour.

4.1. Identify two examples of unethical behaviour in the above scenario.

 [2]
Any TWO of the following: √√ 

· Tardiness (Susan arriving late to work) 

· Absence (Susan not attending meetings, taking extended lunch breaks)

· Using company resources for personal use (Susan making long personal phone calls on the company phone)

· Stealing (Susan taking office supplies)

· Lying (Susan’s friends covering for her when she takes extended lunch breaks)
· Nepotism (Susan’s boss favouring her by hiring her and not disciplining her simply because he’s friends with Susan’s mother)

4.2.1. In what way is there a lack of accountability at the company where Susan works? 



 

                    


 [2]
There is a lack of accountability because Susan is not being required to take responsibility for her behaviour. √ She has not been questioned, disciplined or punished for her poor work ethics. √
4.2.2. In what way is there a lack of transparency at the company where Susan works? 



 





 [2]

There is a lack of openness or clarity √ because no one knows about the real reasons for Susan’s being hired or why she has yet to be punished for her poor work ethics. This information has been hidden from the staff. √ 

4.3. Briefly discuss in what ways Susan’s poor work ethics may negatively affect the following (make two points for each):

4.3.1. her colleagues 








 [2]

Any TWO valid points. √√ E.g. her colleagues could get into trouble if it’s discovered they’ve been lying for her / their growing anger and resentment at her behaviour could lower office morale or create a negative working environment / they may have to take over her work when she’s late or absent, increasing their workload, etc.
4.3.2. the company  








 [2]

Any TWO valid points. √√ E.g. there could be a loss of revenue from items stolen and her long personal phone calls on the work phone / if word gets out regarding how she got her job and why she isn’t being disciplined it could lead to a PR scandal which could damage the reputation of the company / this could result in people being less likely to want to work at the company, etc.     
4.3.3. Susan herself in the future 

   





 [2]
Any TWO valid points. √√ E.g. Susan could receive warnings for her poor work ethics which would go on her file / she could be fired as a result of her behaviour / criminal charges could be laid (for theft) / she may miss out on promotions as a result / she could receive a poor reference which might make it difficult for her to find a job at another company, etc.    



                                                                                                            [12 MARKS]
Question 5: CVs and Letters of Application
Study the cartoon below and answer the questions that follow.
[image: image1.jpg]
5.1.1. Explain why the interviewer might doubt that the job applicant actually attended college.

 



 
 

 [2]

The job applicant’s spelling is very poor. √ Attending college is usually a sign of a high level of education and you’d expect someone with a high level of education to be able to spell properly. √
5.1.2. Many people lie or exaggerate on their CVs. They think this will impress the person recruiting them and secure them their dream job. Briefly discuss why misrepresenting yourself on your CV may be unwise. Make three points.  
 [3]
Any THREE valid points. √√√ E.g. the anxiety / worry of being caught could cause you great stress / if found out you could be fired / if found out you could be sued (it’s illegal) / you could get into an uncomfortable and embarrassing position where you’re expected to use skills you lied and said you have, but actually don’t (like being asked to speak a language you said you could speak, but can’t actually speak), etc.
5.1.3. Spelling errors and lying are discouraged when setting up a CV. Besides these errors, mention three other mistakes people make when compiling a CV.  




 



 

 [3]
Any THREE valid points. √√√ E.g. inconsistent formatting / adding decoration like colour or clipart / including information which is not relevant to the job being applied for, etc.      
5.2. Job seekers are often asked to submit a letter of application together with their CV when applying for a job. Motivate why it is necessary to submit a letter of application when your CV already summarises your education, work experience and personal details.      
                                              
 [2]
Any TWO valid points. √√ E.g. It introduces you / it allows you to say things that you cannot in your CV – like which job you’re applying for, the fact that you’d like to work for their company and why / including one shows that you go the extra mile and are thorough and professional, etc. 

                                                                                                                  [10 MARKS]
Question 6: Job Interviews
Study the article below from forbes.com and answer the questions that follow.

How To Dress For Your Next Job Interview
By Jacquelyn Smith
What you wear to your next job interview might be more important than you think. Why? Whether you like it or not, your appearance is the first thing people notice about you–and first impressions are usually formed within the first 30 seconds, says Brenda Ferguson Hodges, a California-based image consultant and career coach.
Nicole Williams, LinkedIn’s career expert and best-selling author, agrees. “On a job interview, your attire makes a statement about yourself before you even open your mouth,” she says. “A scuffed shoe or a messy bag can speak volumes. You need to wear your ‘power outfit.’ Have a favourite skirt that always makes you feel great when you wear it? Why not pair that with a blazer? It’s okay to show off your personality through your clothes, as long as you aren’t wearing a lime green mini skirt. Stick to business-professional looks.” 

Mark Strong, a life, career and executive coach based in New York says about 80% of job candidates get it right; 20% don’t. “Some dress on the dumpy or casual side, while others are too made up.”

“The workplace has changed in leaps and bounds in the last 15 years,” Williams says. “Start-ups and tech companies have embraced a much more casual approach to what is appropriate at the office. It’s imperative to check out the office attire prior to showing up for the interview. It’s another bit of research that you can arm yourself with to give you an edge. If everyone at the office is wearing shorts and a T-Shirt and you arrive in a three-piece dark suit, you’ll be out of place and won’t fit in. Half the battle in interviewing is proving that you belong and can be part of the team.”
6.1. According to the above article, summarise three different things to remember when choosing an outfit for a job interview. 




 [3]

Any THREE of the following: √√√ 
· Outfit should be clean / neat (no scuffed shoes or messy bags)

· Incorporate a favourite item of clothing to make you feel confident (your ‘power outfit’)
· Stick to business-professional looks

· Dress to express your personality, but don’t be too wacky
· Don’t dress too formally or too informally: aim for somewhere in between
· Check the dress code / culture of the company beforehand and dress to fit in
6.2. Briefly motivate why dressing appropriately for a job interview is so important.
 [2]

Any TWO valid points. √√ E.g. Shows you have respect for the interviewer/ shows you put in effort which suggests you’re a ‘hard worker’ / shows attention to detail and professionalism / suggests you understand corporate culture and what’s required of you, etc. 
6.3. The above article suggests researching the company’s dress code before your job interview. Besides dress code, mention three other things you should research about a company before interviewing for a job at that company.  
 [3]
Any THREE valid points. √√√ E.g. the company’s goals and mission statement / its biggest competitors / its biggest successes and awards, its biggest failures and why, names and interests of important people in the company, etc.    
                                                                                                                    [8 MARKS]
SECTION C: 30 MARKS

Answer any TWO questions from this section. 
[image: image2.jpg]*I learned something from my patients
today: crazy people annoy me."



Question 7: Meetings
The above cartoon humorously suggests that meetings are mainly social and a waste of company time. Write a short essay in which you detail the importance of meetings to a company and how to run an efficient and productive meeting.

Make sure to discuss the following in your essay:

· Why are regular meetings important to a business? 



 [3]

Any THREE valid points, √√√ e.g. You can share feelings, troubles, etc. you may not feel comfortable sharing via email or via the phone, so they help build relationships / keep communication channels open / keep people informed / you can easily check where everyone is in a project and get a bigger picture as everyone in in the same place at the same time / reminder that people are part of a team (bonding) / see what people are really feeling as you can see body language and facial expression, etc. 
· Agenda, reminders and minutes: why are they necessary? 

    [3X2=6]

· AGENDA: Any TWO valid points, √√ e.g. Helps potential attendees decide whether they need to attend the meeting / It helps invitees to prepare for the meeting (tells them what papers to bring, what issues to think about in advance, etc.) / It provides a structure for the meeting. It means that anyone diverting from the topic can be brought back to the matter at hand quickly and easily / It gives a way in which the meeting’s success can be judged: because the agenda includes the purpose, attendees can see whether the meeting has achieved its aim or not. This makes it clear whether future meetings are necessary on the same subject, etc.

· REMINDERS: Any TWO valid points, √√ e.g. People get busy and easily forget / people may have lost the original agenda and need to be reminded of details such as date, time and venue of the meeting, etc.

· MINUTES: Any TWO valid points, √√ e.g. Confirms any decisions made / record of any agreed actions to be taken / record of who has been allocated tasks or responsibilities / tell people when projects are due / provide details of the meeting to anyone unable to attend, etc. 
· The role of the facilitator in running a successful meeting. 


 [3]

Any THREE valid points, √√√ e.g. Guide the group through activities to achieve objectives / ensure all group members participate (and not only certain people dominate the conversation) / focus attention on what needs to be done (prevent going off track) / promote discussion or mediation to help overcome differences and reach consensus, etc.
Correct essay structure: introduction, body, conclusion. √√√ 



 [3]
                                                                                                                  [15 MARKS]

Question 8: Choosing a Career to Fulfil your Needs
Study the cartoon below in combination with Maslow’s hierarchy of needs.

[image: image3.jpg]Self-fulfillment
needs
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                                                                                    Maslow’s hierarchy of needs

The cartoon emphasises the importance of being a good fit for your career. 

Maslow’s hierarchy of needs illustrates different levels of needs that have to be met in order for humans to be happy and satisfied 

Use this cartoon and Maslow’s hierarchy of needs as inspiration to write a short essay on correct career choice.

Make sure you discuss the following in your essay:

· Factors which SHOULD influence your choice of career. 


 [4]

Any FOUR valid points, √√√V e.g. What you enjoy / your skills, abilities and aptitude / your values / what sort of environment you want to work in (e.g. outdoors or inside, with people or alone), etc.
· Factors which should NOT influence your choice of career, (even though many people let these factors influence them). 


 

 [3]

Any THREE valid points, √√√ e.g. What your parents want you to do (if it doesn’t interest you) / what your friends are doing / only following a career for the money when you have no interest in it, etc. 
· Why choosing the right career is important with regards to Maslow’s hierarchy of needs. Focus on how having the right job can help you to effectively fulfil your different levels of needs. 





 
 [5]

· Any FIVE valid points, √√√VV e.g. Having the right career for you can help you fulfil many needs: it can help you to earn enough money to provide for your physiological needs (buy food and clothing, etc.) / it can allow you to earn money to pay for safety measures (security bars and alarm, etc.) as well as making you feel safe and secure as you have financial security, savings, a pension, etc. / it can give you a sense of belonging to a group or company, meeting friends at work and forging relationships / it can boost your sense of self and self-esteem when you do well, are praised, get a promotion, are assigned an important task, have somewhere to go and something to do each day which you enjoy, excel at / it can help you find your purpose in life as you find what you were ‘meant to do’, contribute to the world, find ultimate peace and fulfilment in this, etc.    
Correct essay structure: introduction, body, conclusion. √√√ 



 [3]

                                                                                                                  [15 MARKS]

Question 9: Job Shadow

Imagine that you are addressing the Grade 10s at your school at the end of this year.

You’ve been asked to give a motivational speech about the value of the job shadow which takes place in Grade 11. 

Write that speech in short essay format. Make sure you discuss the following in your essay:

· The importance of job shadow and informal jobs while at school in assisting you to choose the correct study and career path. 


 
 [6]

Any FIVE valid points, √√√VV e.g. Students witness first-hand the work environment and occupational skills in practice, it therefore helps to gives students a more realistic view, get rid of ‘fantasy’ expectations promoted by TV shows etc. / Students get to see good and bad of job so this can help to narrow down choices (get rid of some options, confirm others) / Students can see how what they are studying at school or tertiary courses connects to potential career, helping them to choose the right subjects or courses / It can help to make students aware of new / different / usual work paths which they hadn’t thought of or heard of before – broadening their options / It can make students aware of other skills needed to succeed, give insight into challenges and norms and values of that career so they can see if they match up or fit with that career, etc.   
· Tips on how to maximise your job shadow experience so that you get the most value out of it as a tool to help direct career choice. 


 [6]

Any FIVE valid points, √√√VV e.g. Research your job-shadow employer or organization and host to better prepare you for the day / Develop a list of questions you could ask your job shadowing host or mentor to learn more about the job (you could even consider sending a list of the questions you most wanted answered ahead of time so your host can prepare answers) / Take a notepad, laptop, or recorder to record observations and insights / Consider your career aspirations and be prepared to answer questions about your interests and goals / Strive to have a positive outlook and make the best of the shadowing experience / Turn off your cell phone and resist the urge to text, tweet, or update your Facebook status / Listen as much as possible / Participate and attend as many activities, meetings, events during the shadow experience as possible / Ask to experience as much as possible -- from meeting workers in related career fields to a tour of the facilities / Gather business cards from the people you meet so that you can add them to your network / Have a back-up plan in case things change unexpectedly, etc.
Correct essay structure: introduction, body, conclusion. √√√  



 [3]

                                                                                                                  [15 MARKS]
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