Self Assessment

	Qualification 
	Commercial Content Writing (SEO Content) 
Level - 4

	Candidate Name 


	

	Application Sl.  No 


	

	Instruction:

· Read each of the performance criteria in the left-hand column of the chart.

· Place a tick in the appropriate box opposite each question to indicate your answers.


Can I?
	Unit of Competency 
	GU009L3V1: Practice Negotiation Skills

	Performance Criteria
	Yes
	No

	1.1 Identify and include information on preparing for negotiation in the plan.
	(
	(

	1.2 Identify and include information on creating non-verbal environments for positive negotiating in the plan.
	(
	(

	1.3 Identify and include information on active listening in the plan.
	(
	(

	1.4 Identify and include Information on different questioning techniques in the plan.
	(
	(

	1.5 Check Information to ensure it is correct and up-to-date
	(
	(

	2.1 Agree upon criteria for successful outcome by all parties.
	(
	(

	2.2 Consider desired outcome of all parties.
	(
	(

	2.3 Use appropriate language throughout the negotiation.
	(
	(

	2.4 Use a variety of questioning techniques.
	(
	(

	2.5 Documented and agreed upon the issues and processes by all parties.
	(
	(

	2.6 Discuss possible solutions and their viability assessed.
	(
	(

	2.7 Confirm and record areas for agreement.
	(
	(

	2.8 Agree upon follow-up action by all parties.
	(
	(


	Unit of Competency
	SUICT002L3V1: Operate Office Application Software

	Performance Criteria
	Yes
	No

	1.1 Observed safe workplace practices according to IT workplace guideline.
	(
	(

	1.2 Check and connect desktop peripherals with computer properly. 
	(
	(

	1.3 Switch on computer.
	(
	(

	1.4 Arrange and customize computer desktop / GUI settings as per requirement.
	(
	(

	1.5 Manipulate files and folders as per requirement.
	(
	(

	1.6 View and search properties of files and folders.
	(
	(

	1.7 Defragment and format disks as per requirement
	(
	(

	2.1 Identify and list installation requirements of software.
	(
	(

	2.2 Assure software sources and CD key/ password.
	(
	(

	2.3 Collect and select appropriate software as per requirement.
	(
	(

	2.4 Start software installation. 
	(
	(

	2.5 Customize as per requirement. 
	(
	(

	2.6 Perform installation followed as per installation Instructions.
	(
	(

	2.7 Complete installations properly. 
	(
	(

	2.8 Check correctness of installation. 
	(
	(

	3.1 Select and start appropriate word processor.
	(
	(

	3.2 Create documents as per requirement in personal use and office environment.
	(
	(

	3.3 Enter contents.
	(
	(

	3.4 Format the documents.
	(
	(

	3.5 Complete paragraph and page settings 
	(
	(

	3.6 Save the document.
	(
	(

	4.1 Select and start spreadsheet applications.
	(
	(

	4.2 Create worksheets as per requirement in personal use and office environment.  
	(
	(

	4.3 Enter data;
	(
	(

	4.4 Use functions for calculating and editing logical operation
	(
	(

	4.5 Format sheets as per requirement.
	(
	(

	4.6 Create the charts.
	(
	(

	4.7 Save the charts/ sheets.
	(
	(

	5.1 Select and start appropriate presentation applications 


	(
	(

	5.2 Create presentation as per requirement in personal use and office environment


	(
	(

	5.3 Enter Image, Illustrations, text, table, symbols and media as per requirements
	(
	(

	5.4 Format and animate presentations. 
	(
	(

	5.5 View and save the presentations 
	(
	(

	6.1 Connect printer with computer.
	(
	(

	6.2 Switch on power at both the power outlet and printer.
	(
	(

	6.3 Install and add the Printer.
	(
	(

	6.4 Put paper of proper size into printer.
	(
	(

	6.5 Select correct printer setting 
	(
	(

	6.6 Preview and print the document 
	(
	(

	6.7 View or cancel print from the printer spool 
	(
	(

	6.8 Close opened software and shut down the devices; 
	(
	(


	Unit of Competency 
	 SUICT003L3V1: Access Information using Internet and Electronic mail

	Performance Criteria
	Yes
	No

	1.1 Select and install appropriate internet browsers 
	(
	(

	1.2 Open internet browser and write/select web address / URL in /from address bar to access information.
	(
	(

	1.3 Use search engines to access information
	(
	(

	1.4 Shared /downloaded / uploaded video / information from / to website /social media
	(
	(

	1.5 Use web-based resources 
	(
	(

	1.6 Search and follow netiquette’ (or web etiquette) principles 
	(
	(

	2.1 Identify and select email services to create a new email address
	(
	(

	2.2 Create email account.
	(
	(

	2.3 Prepare, attach and send document to different types of recipients.
	(
	(

	2.4 Read, forward, reply and delete email as per requirement
	(
	(

	2.5 Create and manipulate custom email folders. 
	(
	(

	2.6 Print email message 
	(
	(

	3.1 Identify audio and video tools 
	(
	(

	3.2 Identify apps using audio/video tools 
	(
	(

	3.3 Transfer information with apps using audio/video tools
	(
	(


	Unit of Competency 
	 SUICT004L3V1: Comply to Ethical Standards in the Workplace

	Performance Criteria
	Yes
	No

	1.1 Identify clients’ requirements; 
	(
	(

	1.2 Maintain confidentiality of information in accordance with workplace policies / organizational policies/national legislation
	(
	(

	1.3 Identify potential conflicts of interest and notify involved parties of potential conflicts 
	(
	(

	1.4 Assert proprietary rights of client/customer 
	(
	(

	2.1 Provide products and services according to the clients’ requirements.
	(
	(

	2.2 Complete work as per standards.
	(
	(

	2.3 Implement quality processes when developing products and services
	(
	(

	3.1 Deliver work processes as per standards.
	(
	(

	3.2 Present skills, knowledge and qualifications in a professional manner
	(
	(

	3.3 Develop services and products by self and others are delivered as per workplace standard
	(
	(

	3.4 Provide unbiased and objective information to clients.


	(
	(

	3.5 Present realistic estimates for time, cost and delivery of outputs during negotiation
	(
	(

	4.1 Interpret workplace code of conduct 
	(
	(

	4.2 Follow workplace code of conduct 
	(
	(


	Unit of Competency 
	 SUICT005L3V1: Interpret fundamentals of content writing

	Performance Criteria
	Yes
	No

	1.1 Identify content writing market;
	(
	(

	1.2 Identify types of content; 
	(
	(

	1.3 Identified sources of work opportunities; 
	(
	(

	2.1 Interpret importance of content writing; 
	(
	(

	2.2 Interpret market position of content writing; 
	(
	(

	2.3 Identify earning potential; 
	(
	(

	2.4 Identify competitors of content writing; 
	(
	(

	3.1 Identify latest content writing tools; 
	(
	(

	3.2 Identify local market trends; 
	(
	(

	3.3 Identify international market trends; 
	(
	(

	4.1 Interpret copyright laws; 
	(
	(

	4.2 Identify copyright laws; 
	(
	(

	5.1 Maintain importance of client’s trust; 
	(
	(

	5.2 Identify values and moral principles; 
	(
	(

	5.3 Maintain professional etiquettes; 
	(
	(


	Unit of Competency 
	OUCW001L3V1: Collect and Compile Information

	Performance Criteria
	Yes
	No

	1.1 Data and Information are interpreted;
	(
	(

	1.2 Sources of information are identified;
	(
	(

	1.3 Data and information are collected from identified sources
	(
	(

	2.1 Data compilation technique is identified;
	(
	(

	2.2 Data compilation technique is incorporated; 
	(
	(

	2.3 Data is compiled
	(
	(


	Unit of Competency
	OUCW002L3V1: Perform Research

	Performance Criteria
	Yes
	No

	1.1 Assigned niches is identified; 
	(
	(

	1.2 Content research tools are identified; 
	(
	(

	1.3 Content research tools are used;
	(
	(

	1.4 Content sources are collected; 
	(
	(

	1.5 Extensive research is performed; 
	(
	(

	2.1 Search tools are identified;
	(
	(

	2.2 Search tools are used; 
	(
	(

	2.3 Competitor websites are identified; 
	(
	(

	2.4 Website contents are researched;
	(
	(

	3.1 Product/services websites are identified; 
	(
	(

	3.2 Product/services websites are used; 
	(
	(

	3.3 Product/services is located; 
	(
	(

	3.4 Product/services is researched
	(
	(


	Unit of Competency
	OUCW005L4V1:  Interpret Content Writing Tools

	Performance Criteria
	Yes
	No

	1.1 Function of content writing tools are identified;
	(
	(

	1.2 Content writing tools are categorized;
	(
	(

	1.3 Use of Content Writing Tools are interpreted;
	(
	(

	2.1 Function of planning tools are interpreted;
	(
	(

	2.2 Planning tools are identified;
	(
	(

	2.3 Use of planning tools are interpreted; 
	(
	(

	3.1 Function of drafting tools are interpreted;
	(
	(

	3.2 Drafting tools are identified;
	(
	(

	3.3 Use of drafting tools are interpreted; 
	(
	(

	4.1 Function of editing tools are interpreted;
	(
	(

	4.2 Editing tools are identified;
	(
	(

	4.3 Use of editing tools are interpreted;
	(
	(

	5.1 Function of productivity tools are interpreted;
	(
	(

	5.2 Productivity tools are identified; 
	(
	(

	5.3 Use of productivity tools are interpreted;
	(
	(


	Unit of Competency
	OUCW006L4V1:  Develop SEO Content

	Performance Criteria
	Yes
	No

	1.1 Context of content is identified
	(
	(

	1.2 Purpose of content is identified
	(
	(

	1.3 Targeted audience for the content is identified
	(
	(

	1.4 Competitors are identified 
	(
	(

	1.5 Important points for write-up are prepared
	(
	(

	2.1 Primary and secondary data are collected if required 
	(
	(

	2.2 Facts and figures are verified closely if possible
	(
	(

	2.3 Additional anecdotes are added if required 
	(
	(

	3.1 Facts and figures are compiled in order
	(
	(

	3.2 Provided format is followed 
	(
	(

	3.3 Quality content is created 
	(
	(

	4.1 SEO guidelines are identified
	(
	(

	4.2 Content is optimized as per SEO guidelines
	(
	(


	Unit of Competency
	OUCW007L4V1: Proofread the final content

	Performance Criteria
	Yes
	No

	1.1 Plagiarism tools are identified.
	(
	(

	1.2 Plagiarism tools are applied to the content. 
	(
	(

	1.3 Content is edited as required
	(
	(

	2.1 Proofreading tools are identified.
	(
	(

	2.2 Proofreading tools are applied to the content. 
	(
	(

	2.3 Content is edited as required. 
	(
	(

	3.1 Content readiness tools are identified.
	(
	(

	3.2 Content readiness tools are applied to the content.
	(
	(

	3.3 Content readiness is improved as required
	(
	(


I now feel ready to undertake my formal competency assessment.

Signed:

Date:
