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NZQA Assessment Support Material 

 
Unit standard 28062 

Title Participate in a formal interview (EL) 

Level 3 Credits 5 Version 1 

 

Note 
The following guidelines are supplied to enable assessors to carry out valid and consistent 
assessment using this internal assessment resource. 

Assessors must manage authenticity for any assessment from a public source, because learners 
may have access to the assessment schedule or student exemplar material.  This assessment 
resource without modification may mean that learners’ work is not authentic.  The assessor will 
need to change the context or topic to be investigated, or change to a different text to read or 
perform. 

 

Assessor guidelines 
 
Refer to the unit standard document for the outcome, evidence requirements and grading criteria. 
 

T H I S  U N I T  S T A N D A R D  C A N  B E  A W A R D E D  W I T H  A N  
A C H I E V E D ,  M E R I T ,  O R  E X C E L L E N C E  G R A D E  
 

A W A R D  O F  G R A D E S  

• For award with Achieved, conventions and language features are generally appropriate to a 

formal interview with some lapses. Conventions and language features are generally 

appropriate to a formal interview with some lapses. 

The meaning of language features and essential vocabulary key to understanding the text are 
identified. 

Extended responses are given, with control of a limited range of appropriate verb forms. 

Spoken text may contain errors, but these do not interfere with meaning. 
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A W A R D  O F  G R A D E S  

• For award with Merit, conventions and language features are appropriate to a formal interview, 

with minor lapses. 

Spoken text is coherent with evidence of spontaneity and fluency. 

Developed extended responses are given, with control of a range of appropriate verb forms. 

Meaning of spoken text is conveyed with minor inconsistencies. 

 

• For award with Excellence, conventions and language features are consistently appropriate to 

a formal interview. 

Spoken text is coherent with significant evidence of spontaneity and fluency. 

Well-developed extended responses are given, with control of a wide range of appropriate verb 
forms. 

Meaning of spoken text is conveyed with minimal inconsistencies. 

 

This unit standard has one outcome: 
 
Outcome 1: Participate in a formal interview (EL). 
 
Range may include but is not limited to – job interview, course interview; six to eight minutes in 

duration. 

 
 
Conditions of assessment 
 
• All assessment activities must be conducted in English, which must not be the learner’s first 

language. 
• Learners can ask for clarification to understand the requirements of the task. 
• For the purposes of moderation, the assessment must be recorded audio-visually.  For 

guidance on how to submit materials for moderation please refer 
to http://www.nzqa.govt.nz/qualifications-standards/qualifications/ncea/ncea-subject-
resources/preparing-digital-visual-submissions-for-moderation/. 

 
 
Learning contexts 
 
Assessment of this standard must reflect the qualifier (general, workplace or academic) being 
studied.  Assessment should take place as part of an integrated unit of work and after learners 
have had the opportunity to become familiar with the: 
• language patterns through a range of speaking and listening activities 
• context and vocabulary 
• question types used in the assessment. 
 
Learners will need time to read and understand the requirements of the task and to complete the 
CV before the assessment activity begins.  It is recommended that this assessment be linked with 
other level 3 English Language unit standard assessments. 
 

http://www.nzqa.govt.nz/qualifications-standards/qualifications/ncea/ncea-subject-resources/preparing-digital-visual-submissions-for-moderation/
http://www.nzqa.govt.nz/qualifications-standards/qualifications/ncea/ncea-subject-resources/preparing-digital-visual-submissions-for-moderation/
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Notes for assessors 
 
• It is important that learners are familiar with the requirements of the evidence requirements and 

explanatory notes, including definitions. 
• The interview must take six to eight minutes.  Interviewer’s questions and learner’s responses 

must be tailored to fit within this time frame. 
• Interview questions must not be provided prior to the assessment. 
• Other learners must not be present during the interview. 
• The assessor must be satisfied that the learner can independently demonstrate competency 

against the unit standard. 
• Responses may contain minor phonological or linguistic inaccuracies, but errors must not 

obscure meaning. 
• Refer to your institution’s policies before offering a further assessment opportunity. 
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Candidate CV template 
 
Note: This CV template is designed for use in secondary school contexts.  An alternative template 
will need to be developed for tertiary contexts. 
 

C a n d i d a t e  C V  
Complete this information BEFORE the interview.  Hand it to the interviewer at the beginning of 
the interview. 

Name  

Age (in years)  

Country of birth  

Subjects you study •  

•  

•  

•  

•  

•  

 
  



 

28062 version 1 ASM version 1 Page 5 of 10 
Assessor guidelines July 2014   New Zealand Qualifications Authority 2014 
 

Interview questions (for assessor only) 
 
Possible questions for an interview with a school dean 
 
Learners should not see these questions before the interview. In formative activities they can be 
given questions which are similar but not exactly the same and not in the same order. 

Use of the second question under each bulleted question is optional. During the interview, only ask 
the extra questions if students have not met the requirements, so that the interview is kept within 
six to eight minutes. 
 
This is a formal interview so it is important that the interviewer models formal language and does 
not let the interview lapse into a casual chat. 
 
Good morning.  Wait for a response. 
As your school dean I want to find out about your progress so far at school. 
Do you have your CV?  I’d just like to check some details. Your name is … You are … years old. 
You were born in … and you are studying … 
 
So first of all I’d like to learn a little bit more about you. 
 
• What schools did you attend before you came to New Zealand? 

What subjects did you take at your last school? 
 
• Can you tell me what you did last year at school? 

What did you find difficult? 
 
• What are you doing well in at school this year? 

What subject are you good at and why? 
 
• Tell me something you are good at outside school? 

Tell me about a sport or hobby you are interested in. 
 
• What do you want to do when you leave school?  

What do you think you will be doing in five years’ time? 
 
• Is there anything you would like more help with? 

Do you want to ask any questions?’ 
 
Well, it’s been nice meeting you. Thank you for coming. (Allow time for a reply.) 
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Marking checklist 
 

Learner’s name:  Date  
 

Achieved Achieved with Merit Achieved with Excellence Comments/supporting evidence 

Language used throughout the 
interview is generally formal 
with some lapses. 

Language used throughout the 
interview is formal with a few 
minor lapses.  

Language used throughout the 
interview is consistently formal.  

 

Non-verbal behaviour is 
generally appropriate with some 
lapses. 

Non-verbal behaviour is used 
appropriately with a few minor 
lapses. 

Non-verbal behaviour is 
consistently appropriate. 

 

Verbal and non-verbal 
interactive strategies are 
generally used appropriately 
with some lapses. 

Verbal and non-verbal 
interactive strategies are used 
appropriately with a few minor 
lapses. 

Verbal and non-verbal 
interactive strategies are 
consistently appropriate in use. 

 

Candidate talks about the past, 
present and future, using a 
limited range of appropriate 
verb forms correctly. 

Extended responses include 
statements with additional 
details. 

Candidate talks about the past, 
present and future, using a 
range of appropriate verb forms 
correctly. 

Developed extended responses 
are given by expanding on 
statements by developing 
supporting details and ideas. 

Candidate talks about the past, 
present and future, using a wide 
range of appropriate verb forms 
correctly. 

Well-developed extended 
responses are given by linking 
and explaining additional details 
and ideas. 

 

Vocabulary used is generally 
appropriate to the formal 
context. Word choice and 
grammatical form are correct 
with some lapses. 

Vocabulary used is appropriate 
to the formal context. Word 
choice and grammatical form 
are correct with minor lapses. 

Vocabulary used is consistently 
appropriate to the formal 
context. Word choice and 
grammatical form are correct. 
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Pronunciation, intonation, 
stress, pace, audibility and 
rhythm are generally 
appropriate with some lapses. 

Pronunciation, intonation, 
stress, pace, audibility and 
rhythm are appropriate with 
minor lapses 

Pronunciation, intonation, 
stress, pace, audibility and 
rhythm are consistently 
appropriate. 

 

Spoken text is generally clear 
and easy to understand with 
evidence of some unplanned 
language used to answer some 
questions. 

Spoken text is clear and 
understandable with unplanned 
language used fluently to 
answer most of the questions. 

Spoken text is clear and 
understandable with unplanned 
language used confidently and 
fluently to answer questions. 

 

Spoken text may contain errors, 
but these must not interfere with 
meaning. 

Meaning of spoken text is 
conveyed with minor 
inconsistencies. 

Meaning of spoken text is 
conveyed with minimal 
inconsistencies. 

 

Leaner ends the interview appropriately.  

Interview takes six to eight minutes.  
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Assessment Schedule 

 
Unit standard 28062 

Title Participate in a formal interview (EL) 

Level 3 Credits 5 Version 1 

 

Evidence/Judgements for achievement Evidence/Judgements for achievement with 
merit 

Evidence/Judgements for achievement with 
excellence 

Conventions and language features are 
generally appropriate to a formal interview with 
some lapses. 
 
This means that: 
a formal register is generally used throughout 
the interview, appropriate to the situation, 
occasion, subject matter and relationship 
between participants e.g. 
• opening greeting and closing are generally 

formal and polite e.g. Good morning. Thank 
you…./Goodbye. 

 
Lexical features: 
• Word choice is formal most of the time e.g. 

Yes not Yeah/Yep, or Hello not Hi. 
• The choice of words and their grammatical 

form are correct most of the time e.g. I flew 
to New Zealand. My flight was 13 hours 
long. 

 
 

Conventions and language features are 
appropriate to a formal interview, with minor 
lapses. 
 
This means that: 
a formal register is used throughout the 
interview, appropriate to the situation, occasion, 
subject matter and relationship between 
participants with some minor exceptions e.g. 
• opening greeting and closing are formal and 

polite with some minor exceptions.  
 
Lexical features: 
• Word choice is formal with minor lapses. 
• The choice of words and their grammatical 

form are correct with some minor 
exceptions. 

 
 
 
 
 

Conventions and language features are 
consistently appropriate to a formal interview. 
 
This means that: 
a formal register is used throughout the 
interview, appropriate to the situation, occasion, 
subject matter and relationship between 
participants e.g. 
• opening greeting and closing are formal and 

polite. 
 
 
 
 
Lexical features: 
• Word choice is consistently formal. 
• The choice of words and their grammatical 

form are consistently appropriate. 
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Phonological features: 
• Pronunciation, intonation, stress, pace, 

audibility and rhythm are appropriate to a 
formal interview with some lapses. 

 
Verbal and non-verbal strategies: 
 
Some of the following verbal and non-verbal 
strategies and behaviour are generally 
appropriate to the formal context with some 
lapses. 
 
• seeking clarification to ensure understanding 

e.g. Do you mean next year? 
• giving feedback e.g. ‘Yes, I think that’s 

right…’ 
• checking or confirming e.g. ‘So I need to 

come in the afternoon? 
• non-verbal strategies e.g. nodding, smiling, 

establishing eye contact, and behaviour 
shows interest. 

Phonological features: 
• Pronunciation, intonation, stress, pace, 

audibility and rhythm are appropriate to a 
formal interview with minor lapses. 

 
Verbal and non-verbal strategies: 
 
Verbal and non-verbal strategies and behaviour 
are appropriate throughout the interview with 
minor lapses. 

Phonological features: 
• Pronunciation, intonation, stress, pace, 

audibility and rhythm are consistently 
appropriate to a formal interview. 

 
Verbal and non-verbal strategies: 
 
Verbal and non-verbal strategies and behaviour 
are consistently appropriate throughout the 
interview. 

 
Spoken text is generally coherent with evidence 
of emerging spontaneity. 
 
This means that some responses show 
evidence of learnt language patterns and there 
are some responses that demonstrate 
unrehearsed language. 
 
Responses can be understood most of the time. 

 
Spoken text is coherent with evidence of 
spontaneity and fluency. 
 
Most responses are unrehearsed. Candidate 
may adjust learnt language patterns to suit 
questions. 
 
Responses may include some hesitations but 
meaning is clear, in spite of occasional strain on 
the listener. 
 

 
Spoken text is coherent with significant 
evidence of spontaneity and fluency. 
 
 
Responses demonstrate an ability to respond to 
questions with mostly natural, unrehearsed 
language and minimal hesitation. 
 
Responses are consistently clear and easily 
understood with no strain on the listener. 

Extended responses are given with control of a 
limited range of appropriate verb forms. 
 
Extended responses include expanding on 

Developed extended responses are given with 
control of a range of appropriate verb forms. 
 

Well-developed extended responses are given 
with control of a wide range of appropriate verb 
forms. 
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statements by providing additional detail. 
Simple past, simple present and future verb 
forms are used correctly. 
e.g. Last year I studied hard. I took ESOL, 
Technology, Maths and Science and I enjoyed 
Maths the most. 
 
I play soccer for the school team. I’m not the 
best player but I’m quite good. 
 
Next year I will go to University. I am going to 
do a Commerce degree and major in 
accounting. 

Developed extended responses include 
expanding on statements by developing 
supporting details. 
 
A range of past, present and future verb forms 
is used correctly. 
e.g. Last year I studied hard. I took ESOL, 
Technology, Maths and Science. I enjoyed 
Maths the most. It was also good to take ESOL. 
 
I play soccer for the school team. I’m not the 
best player but I’m quite good at kicking goals. 
 
Next year I will go to University. I am going to 
do a Commerce degree and major in 
accounting. But I also want to travel back to my 
country sometime. 

 
Well-developed extended responses include an 
ability to link and explain additional details. 
 
A wide range of past, present and future verb 
forms is used correctly. 
e.g. Last year I was in Year 11 and I studied 
ESOL, Technology, Maths and Science. I 
enjoyed Maths the most because it was easy 
for me.  It was also good to take ESOL because 
it helped me in my other subjects. 
 
I enjoy playing soccer for the school team 
every Saturday morning. I’m not the best player 
but I’m quite good at kicking goals. I think this is 
because I practise that the most. 
 
Next year I would like to go to university and 
study commerce with accounting as my main 
major. That’s because I’ll probably get a job in 
accounting. But I also want to travel back to my 
country sometime because I want to see my 
family. 
 

Spoken text may contain errors, but these must 
not interfere with meaning. 
 
This means that there is some repeated 
incorrect language use, but the candidate can 
be understood most of the time. 
 

Meaning of spoken text is conveyed with minor 
inconsistencies. 
 
This means that there are with only a few lapses 
in control of language. The candidate is easy to 
understand and can self-correct, if necessary. 

Meaning of spoken text is conveyed with 
minimal inconsistencies. 
 
This means that the candidate demonstrates 
sustained control of language throughout the 
interview. 

Interview is within the time limit of six to eight 
minutes. 
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