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UNIT: M/503/2915 Develop and Maintain Good Working Relationships in the Workplace
	1
	Explain the methods and techniques used and personal attributes required to encourage and maintain working relationships that promote goodwill and trust with relevant people. (1.3)



	
	Your Answer

	2
	Explain the principles of equality and diversity and how to apply them when working and communicating with others. (1.4)


	
	Your Answer

	3
	Explain the different methods and techniques used to inform relevant people about the work activities. (2.2)



	
	Your Answer

	4
	Explain the effects off not informing relevant people with the expected degree of urgency. (2.3)



	
	Your Answer

	5
	Explain the different types of work activity related information and to what level of detail the following people would expect to receive:

· Colleagues

· Employers

· Customers

· Contractors

· Suppliers of products or services

· Other people affected by the work/project (2.4)



	
	Your Answer

	6
	Explain the techniques of encouraging questions and/or requests for clarification and comments. (3.2)
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	7
	Explain the different ways of offering advice and help to different people about work activities, in relation to:

· Progress

· Results

· Achievements

· Occupational problems

· Occupational opportunities

· Health and safety requirements

· Co-ordinated work. (3.3)



	
	Your Answer

	8
	Explain the methods of clarifying alternative proposals with relevant people. (4.2)
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	9
	Explain the methods of suggesting alternative proposals. (4.3)
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	10
	Explain the methods and techniques of resolving differences of opinion in ways that minimise offence and maintain goodwill, trust and respect. (5.2)
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