UNIVERSITY OF TECHNOLOGY, JAMAICA
SCHOOL OF TECHNICAL AND VOCATIONAL EDUCATION

B.ED. POST-DIPLOMA – BUSINESS STUDIES

WORK EXPERIENCE PROGRAMME
Student Assessment Sheet
Name of Student: _____________________________________

	COMPETENCY
	Excellent
	Good
	Satisfactory
	Weak
	Poor

	1.   NUMERACY SKILLS
	
	
	
	
	

	      Competence with figures
	
	
	
	
	

	2.   ACCOUNTING SKILLS
	
	
	
	
	

	      a)  Familiarity with Accounting Documents/Stationery:
	
	
	
	
	

	           Ability to prepare/interpret/use standard accounting documents,
           Such as invoices credit/debit notes, statements, receipts cheques, etc.
	
	
	
	
	

	      b)  Ability to prepare/interpret/use Accounting statements and reports:
	
	
	
	
	

	           Petty cash reports
	
	
	
	
	

	           Bank Reconciliation Statements
	
	
	
	
	

	           Cash book
	
	
	
	
	

	           Trial balance
	
	
	
	
	

	           Journal
	
	
	
	
	

	           Payroll
	
	
	
	
	

	           Balance Sheet
	
	
	
	
	

	           Profit and Loss
	
	
	
	
	

	      c)  General competence in basic accounting principles and procedures:  
	
	
	
	
	

	           Ability to identify and/or correct errors
	
	
	
	
	

	           Familiarity with basic accounting terminology
	
	
	
	
	

	           Stocktaking and stock evaluation
	
	
	
	
	

	3.   COMPUTER-REATED SKILLS
	
	
	
	
	

	      Ability to use micro-computer and other technologies
	
	
	
	
	

	      Ability to use applications software packages
	
	
	
	
	

	      Exhibit ethical behaviour in the use of computer, software and other technologies
	
	
	
	
	

	      Ability to use a variety of technologies to access, analyze, interpret, apply and
      communicate information
	
	
	
	
	

	      Ability to follow rules and procedures set down by the organization as it relates
      to computing resources
	
	
	
	
	

	      Familiarity with basic computing technology
	
	
	
	
	

	      Ability to solve basic computing-related problem
	
	
	
	
	

	4.   COMMUNICATIONS SKILLS
	
	
	
	
	

	      Communicating orally
	
	
	
	
	

	      Comprehending oral instructions
	
	
	
	
	

	5.   PERSONAL QUALITIES
	
	
	
	
	

	      Getting to work on time
	
	
	
	
	

	      Working under pressure
	
	
	
	
	

	      Working with interruptions
	
	
	
	
	

	      Willing to do more than minimum required
	
	
	
	
	

	      Willing to learn
	
	
	
	
	

	      Being flexible
	
	
	
	
	

	      Deportment/proper attire
	
	
	
	
	


NAME OF EVALUATOR:_________________________________________________________________________

POSITION OF EVALUATOR: _____________________________________________________________________

NAME OF COMPANY: ___________________________________________________________________________
TELEPHONE NO.: ______________________________________________________________________________
COMMENTS:____________________________________________________________________________________  

____________________________________________________________________________________
