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Take a message
This task covers ASCF Oral Communication at level 2 and Writing at level 2.
Industry coverage
This is an aged care task, but it could work across any industry. 
Instructions to assessor
This task requires the candidate to:
(i) Listen to a telephone conversation
(ii) Read and write answers to questions about the telephone conversation
(iii) Write a message to pass on information.

This task could be done in several ways. You could:
· 
play the sound file to listen to the conversation   (To play the sound file double click the ‘Take a message.wma’ icon)
· have two people read out the scripted message or role play it using a phone.
Ask the candidate to listen to the conversation, read the questions, listen to the conversation again and answer the questions. They may like to jot down notes while listening.

ACSF mapping
	Question
	ACSF skill level indicator
	Aspects of Communication

	1-6
	2.08
	Systems

	7
	2.05 2.06
	Systems




	Title



	
	

	
	ACSF Assessment tasks




© Commonwealth of Australia, 2010


© Commonwealth of Australia, 2010
Take a message downloaded from www.precisionconsultancy.com.au/acs_framework
Take a message
The conversation
Listen to the following conversation.

	Tanya: 
	Hello, Tanya speaking

	Fatima:
	Oh hi – this is Fatima Sharlim from the Watson Aged Care Centre. I’d like to speak to Maureen Singer please.

	Tanya:
	I’m sorry – she’s not available at the moment. Can I take a message?

	Fatima:
	Yes, could you let her know that I’ll be coming to the meeting next Wednesday, and I’ll be bringing Micky Dunbar along with me. 

	Tanya: 
	Yes, ok. I’ll let her know.

	Fatima:
	Thanks. Could you also ask her to call me about the agenda? My number is 02 8653 4441.

	Tanya:
	OK. I’ll just check that number – 02 8693 4441.

	Fatima:
	No – it’s 02 8653 4441.

	Tanya:
	OK – I’ve got that now. I’ll pass your message on.

	Fatima:
	Thank you. Bye.

	Tanya:
	Bye.



Answer the following questions.
Who is the phone call from?
	
Where does Fatima work?
	
Who does Fatima want to speak to?
	
Who will Fatima bring to the meeting next week?
	


Why does Fatima want Maureen to ring her?
	
What is Fatima’s phone number?
	
	
What mistake did Tanya make with the phone number?
	

Using the space provided, write a message for Maureen Singer.


	Telephone message
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From:
Date:
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