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IT-L3 Unit 1: Communication and 
employability skills for IT

Name: Date:

Learning Outcome : Understand the personal attributes valued by employers

C
reated By: M

r W
right -  tips4teaching.co.uk

P1: explain the personal 
attributes valued by employers

P2: explain the principles of 
effective communication

P3: discuss potential barriers to 
effective communication

P4: demonstrate a range of 
effective interpersonal 
skills

P5: use IT to aid communications

P6: communicate technical 
information to a specified 
audience

D2: justify the use of the IT used 
to aid communication

D1: explain how some of the 
potential barriers can be reduced

M2: explain the choices of the IT 
used

M1: explain the different personal 
skills that employers may require for 
specific IT job roles

Pass Merit Distinction
Whole Unit Criteria check!

P7: produce a personal 
development plan

P8: follow a personal 
development plan

M3: identify primary areas for 
improvement and how these will 
be achieved
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Comment/Action
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You comment on your teachers feedback here!

Teacher Feedback
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Your teacher will write their feedback here!

What went well?

P
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R
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w

Ask a friend to review your work here!

Grade

Even better if…

Personal Attributes
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P1
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Use the key words as often as possible in your work!…Cambridge 
Technicals 

IT-L3

P1: explain the personal attributes valued by employers M1: explain the different personal skills that employers may require for specific IT job roles

LO1 : Understand the personal attributes valued by employers

These sheets are designed to allow your class work and research to prepare you correctly for any assessment tasks. Work on here may contribute to assessment tasks if your teacher and moderator allow it.

Communication and employability skills for IT

Explain personal attributes with examples…

Junior Network technician

Computer Games designer

Web design engineer
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Good working practices…what are they and why 
are they important?

Health and Safety

Organisational procedures are…

Legislation effecting business means…

REMEMBER: All areas of teaching content must be evidenced in work submitted for these criteria.

Self motivation

Leadership 

Respect

Dependability

Punctuality

Problem 
solving

Determination

Independent 
workers

Time 
management 

Team 
working

Written 
numerical & 
verbal skills

Planning and 
organisational 
skills

Use these to inform what you choose to develop in your Personal Development plan

It is important for business to have health and safety 
practices because…

Organisational procedures are important because…

Businesses must comply with legislation because…

Qualifications:

Qualifications:

Qualifications:

Professional Skills:

Professional Skills:

Professional Skills:

Personal Skills:

Personal Skills:

Personal Skills:
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IT-L3 Unit 1: Communication and 
employability skills for IT

Name: Date:

Learning Outcome 2 : Understand the principles of effective communication

C
reated By: M

r W
right -  tips4teaching.co.uk

P1: explain the personal 
attributes valued by employers

P2: explain the principles of 
effective communication

P3: discuss potential barriers to 
effective communication

P4: demonstrate a range of 
effective interpersonal 
skills

P5: use IT to aid communications

P6: communicate technical 
information to a specified 
audience

D2: justify the use of the IT used 
to aid communication

D1: explain how some of the 
potential barriers can be reduced

M2: explain the choices of the IT 
used

M1: explain the different personal 
skills that employers may require for 
specific IT job roles

Pass Merit Distinction
Whole Unit Criteria check!

P7: produce a personal 
development plan

P8: follow a personal 
development plan

M3: identify primary areas for 
improvement and how these will 
be achieved

C
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r W
right -  tips4teaching.co.uk

Comment/Action
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You comment on your teachers feedback here!

Teacher Feedback
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w

Your teacher will write their feedback here!

What went well?

P
ee

r 
R
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ie

w

Ask a friend to review your work here!

Grade

Even better if…

Interpersonal skills
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P2
D1

P3: discuss potential barriers to effective communication D1: explain how some of the potential barriers can be reduced

LO 2 : Understand the principles of effective communication

P2: explain the principles of effective communication

Communication and employability skills for IT

How could you overcome barriers to communication?

Barrier How to overcome barrier

Unit 1
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In what ways might barriers to communication affect businesses?

P3

tips4teaching.co.uk
These sheets are designed to allow

 your class w
ork and research to prepare you correctly for any assessm

ent tasks. 
W

ork on here m
ay contribute to assessm

ent tasks if your teacher and m
oderator allow

 it.

Interpersonal skills 
(e.g. verbal conversation, lip reading, signing)

Cues in verbal exchanges 
(e.g. body language, use of intonation, nodding, summarising and 
paraphrasing)

Barriers to effective communication 
(e.g. language, distraction, noise, lack of concentration)

Questioning techniques 
(e.g. closed, open, probing questions, response times)

Written communication 
(e.g. emoticons, note taking, reports, letters, faxes, email)

Explain what each is and how YOU use these

Evidence produced for these criteria should cover ALL of the criteria listed in the specification. A presentation would be a good way of covering these based on the notes you make on this page.

Strength?

Area to 
develop?

Strength?

Area to 
develop?

Strength?

Area to 
develop?

Strength?

Area to 
develop?

Strength?

Area to 
develop?

Proofing documents  (e.g. grammar checking, spell checking, proofreading, 
punctuation). - explain the importance within a business setting.

Strength?

Area to 
develop?

Cambridge 
Technicals 

IT-L3
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IT-L3 Unit 1: Communication and 
employability skills for IT

Name: Date:

Learning Outcome 3 : Be able to use IT to communicate effectively

C
reated By: M

r W
right -  tips4teaching.co.uk

P1: explain the personal 
attributes valued by employers

P2: explain the principles of 
effective communication

P3: discuss potential barriers to 
effective communication

P5: use IT to aid communications

P6: communicate technical 
information to a specified 
audience

D2: justify the use of the IT used 
to aid communication

D1: explain how some of the 
potential barriers can be reduced

M2: explain the choices of the IT 
used

M1: explain the different personal 
skills that employers may require for 
specific IT job roles

Pass Merit Distinction
Whole Unit Criteria check!

P7: produce a personal 
development plan

P8: follow a personal 
development plan

M3: identify primary areas for 
improvement and how these will 
be achieved

C
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Comment/Action
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You comment on your teachers feedback here!

Teacher Feedback
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Your teacher will write their feedback here!

What went well?

P
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r 
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w

Ask a friend to review your work here!

Grade

Even better if…

P4: demonstrate a range of 
effective interpersonal 
skills

Evidencing P4 could be done through a mock interview and a written 
evaluation of the skills used as part of that process. Students could 
review themselves and one other in such a situation.

Effective Communication
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P5

P5

M2

Key 
Vocabulary.Use the key words as often as possible in your work!…

P6: communicate technical information to a specified audience M2: explain the choices of the IT used

Cambridge 
Technicals 

IT-L3
Learning Outcome 3 : Be able to use IT to communicate effectively

P5: use IT to aid communications

Blog:

Explain how you’ve used IT to aid communication(from the above evidence)?…

D2: justify the use of the IT used to aid communication

Choose 3 communication tools and explain how they could be useful to support business communication..

(P6)
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Explain your chosen tool

Research

When I say Audience, I mean…

Identify your audience…

Considerations for your audience…

P6: For this you might create a flyer to communicate technical information to a specified audience

Communication and employability skills for IT

D2

Using the word ‘because’, justify why you chose the IT tools for your communication…

Unit 1

tips4teaching.co.ukThese sheets are designed to allow your class work and research to prepare you correctly for any assessment tasks. Work on here may contribute to assessment tasks if your teacher and moderator allow it.

Create a wiki page to share 5 facts about a new IT product 

Set up a blog and post at least 5 posts on a topic of your choice

Create a short recorded PodCast (under 2mins) in which you 
interview a classmate about e-safety.

Send an email to a friend in which you include a quick guide to 
searching the internet for images of the latest iPhone.

Purpose of a Blog? Content posted on blog?

Wiki Purpose of your wiki? Content posted on your wiki?

Podcast Purpose of your podcast? Content posted on your podcast?

Explain why an other tool would not have been appropriate

Other
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IT-L3 Unit 1: Communication and 
employability skills for IT

Name: Date:

Learning Outcome 3 : Be able to use IT to communicate effectively

C
reated By: M

r W
right -  tips4teaching.co.uk

P1: explain the personal 
attributes valued by employers

P2: explain the principles of 
effective communication

P3: discuss potential barriers to 
effective communication

P5: use IT to aid communications

P6: communicate technical 
information to a specified 
audience

D2: justify the use of the IT used 
to aid communication

D1: explain how some of the 
potential barriers can be reduced

M2: explain the choices of the IT 
used

M1: explain the different personal 
skills that employers may require for 
specific IT job roles

Pass Merit Distinction
Whole Unit Criteria check!

P7: produce a personal 
development plan

P8: follow a personal 
development plan

M3: identify primary areas for 
improvement and how these will 
be achieved

C
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Comment/Action
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You comment on your teachers feedback here!

Teacher Feedback
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Your teacher will write their feedback here!

What went well?

P
ee

r 
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w

Ask a friend to review your work here!

Grade

Even better if…

P4: demonstrate a range of 
effective interpersonal 
skills

Evidencing P4 could be done through a mock interview and a written 
evaluation of the skills used as part of that process. Students could 
review themselves and one other in such a situation.

My CV 
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My CV

Qualifications

Introducing myself

notes…

3
Educational history

Unit 1

P7

School(s) attended Dates attending

Employment Experience

Dates attending

My Attributes & skills

Hobbies and interests

Name:

Contact 
details:

References


