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Nazev jednotky , -
Zakazkovy list ,
vysledki tuceni aRAZROVY TS Uroven
EQF 4
Néazev oboru / 63-41-M/02 Obchodni akademie kvalifikace
kvalifikace 78-42-M/02 Ekonomické lyceum
Ocekavané vysledky uceni
Znalosti
Student zna:

1. zné nélezitosti zakazkového listu

2. zné zasady komunikace se zdkazniky

3. zna rozsah praci, které¢ firma poskytuje

4. zné Casovou narocnost jednotlivych zakéazek

Dovednosti

1. umi vyplnit zakézkovy list

2. zna zéklady némeckého a anglického jazyka véetné zakladni odborné terminologie
3. konzultuje cenu zakazky s odpovédnym zaméstnancem firmy

4. konzultuje ¢asovou narocnost zakazky s odpovédnym zaméstnancem firmy

Kompetence
1. umi si organizovat praci
2. prokazuje samostatnost ve vypliiovani zakazkovych listl

Zpusoby a kritéria hodnoceni

1. Prakticky ukol - umi komunikovat se zdkazniky a se zaméstnanci firmy.
2. Prakticky ukol - umi vyplnit zakdzkovy list.
3. Prakticky kol - fesi nenadalé situace, napt. nedostatek ndhradnich dili.
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Hodnotici formular
Hodnoceni dovednosti
1. umi vyplnit zakézkovy list
velmi dobfte dobte dostatecné nedostatecné
2.zna zaklady némeckého a anglického jazyka vcetné zdkladni odborné terminologie
velmi dobfte dobte dostatecné nedostatecné
3. konzultuje cenu zakazky s odpovédnym zaméstnancem firmy
velmi dobfte dobte dostatecné nedostatecné
4. konzultuje ¢asovou narocnost zakazky s odpovédnym zaméstnancem firmy
velmi dobfte dobte dostatecné nedostatecné
5. umi si organizovat praci
velmi dobfie dobte dostatecné nedostatecné
6. prokazuje samostatnost ve vyplilovani zakazkovych listil
velmi dobfte dobte dostatecné nedostatecné
Hodnoceni praktickych tukoli
1. Pfedvedeni znalosti ovladani klavesnice pocitace desetiprstovou hmatovou metodou
velmi dobfie dobie dostatecné nedostatecné
2. Prakticky ukol - umi komunikovat se zdkazniky a se zaméstnanci firmy
velmi dobie dobie dostatecné nedostatecné
3. Prakticky kol - umi vyplnit zakézkovy list
velmi dobie dobie dostatecné nedostatecné
4. Prakticky ukol - fes$i nenadalé situace, napf. nedostatek ndhradnich dilt
velmi dobie dobie dostatecné nedostatecné
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Unit of learning
outcomes title

Work order form

Level of

Branch/
qualification

63-41-M/02 Business academy EQF
78-42-M/02 Economic lyceum

Expected units of learning outcomes

Knowledge

Student knows:

1. format of a work order template
2. principles of communication with business partners (face to face, on the phone)
3. the scope of services offered by the firm

4. time limits and duration of offered services

Skills - competences

o Ol WDN -

. can fill out the work order form
. masters basic knowledge of English language including professional terms
. consults the price of the work with customers and supervisors in the firm

. consults the duration of offered services with supervisors in the firm

. can organise his/her work

. is able to work independently when filling out the work order form

Assessment methods and critetia

1. Practical task - demonstration of communication with customers and supervisors in the firm
2. Practical task - demonstration of filling out the work order form
3. Practical task - solving of unexpected situation such as lack of spare parts
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Unit of learning

. Work order form
outcomes title

Level of
EQF

Branch / 63-41-M/02 Business academy
qualification 78-42-M/02 Economic lyceum

Evaluation form

Skills evaluation

1. can fill out the work order form

Excellent Good Fair Unsatisfactory

2. masters basic knowledge of English language including professional terms
Excellent Good Fair Unsatisfactory

3. consults the price of the work with customers and supervisors in the firm
Excellent Good Fair Unsatisfactory

4. consults the duration of offered services with supervisors in the firm
Excellent Good Fair Unsatisfactory

5. can organise his/her work

Excellent Good Fair Unsatisfactory

6. is able to work independently when filling out the work order form
Excellent Good Fair Unsatisfactory

Practical task evaluation

1. Practical task - demonstration of communication with customers and supervisors in the firm
Excellent Good Fair Unsatisfactory

2. Practical task - demonstration of filling out the work order form

Excellent Good Fair Unsatisfactory

3. Practical task - solving of unexpected situation such as lack of spare parts

Excellent Good Fair Unsatisfactory
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