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NZQA Assessment Support Material 

 
Unit standard 28066 

Title Negotiate a complex spoken exchange (EL) 

Level 4 Credits 5 Version 1 

 

Student guidelines 
 
Introduction 
 
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, spoken text is generally clear, coherent and spontaneous. 

Ideas are relevant to the topic, purpose, and context. 

A limited range of language features and conventions is used with control. 

Spoken exchange may contain errors and inconsistencies, but these do not interfere with 

meaning. 

Range language features include – grammatical, lexical and phonological features; 

 grammatical features may include but are not limited to – tense, modality, question 
forms, connectives, response forms to support communication; 

 lexical features may include but are not limited to – word choice, grammatical form of 
words, collocation, register; 

 phonological features include – pronunciation, intonation, stress, pace, audibility, 
rhythm. 
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A W A R D  O F  G R A D E S  

• For award with Merit, spoken text is clear, coherent, spontaneous, and generally fluent, with 

some hesitation. 

Ideas are developed and connected. 

Negotiation demonstrates the use of a range of language features and conventions. 

Meaning is conveyed with minor inconsistencies. 

• For award with Excellence, spoken text communicates ideas effectively with minimal 

hesitation. 

Ideas are well developed. 

Negotiation demonstrates the use of a wide range of language features and conventions. 

Meaning is conveyed with minimal inconsistencies. 

 

This unit standard has one outcome: 
 
Outcome 1: Negotiate a complex spoken exchange. 
 
Range must include a minimum of two people, each person contributing a minimum of ten 

turns. 

 
Conditions of assessment 
 
• In this task you will have a face-to-face negotiation with at least one other person. 
• The exchange will need to be six to ten minutes long. 
• You need to take at least ten turns at speaking during the exchange. 
• You may participate in the exchange with other learners, but each of you must meet the 

standard (and will be assessed) independently. 
• You may ask the assessor to explain the instructions. 
• Your pronunciation and language do not need to be perfect, but they need to be sufficiently 

clear that your partners and the assessor can easily understand what you mean. 
• Your exchange will be digitally recorded to provide evidence you have met the requirements. 
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Learner checklist 

In this assessment task you need to show you can do the following: 

Negotiate a complex exchange for six to ten minutes. 

Take at least ten turns at speaking. 

Speak clearly and coherently so your partners can understand you easily. 

Use unplanned language. 

To Achieve: Present relevant ideas to help you achieve your purpose. 
To achieve with Merit: Present your ideas, opinions in a logical way, including some detail or 
explanation, and showing the relationship between these and the contributions of your partner(s). 
To achieve with Excellence: Present your ideas, opinions with specific supporting detail and 
evidence in a logical and convincing way, consistently showing the relationship between these and 
the contributions of your partner(s). 
 
This may require you to do the following: 
- present your ideas and opinions 

e.g. In this kind of job, I think it’s appropriate to.... 
- develop (expand upon) or defend your ideas and opinions 

e.g. It would provide more incentive to the employees, and improve productivity. 
- respond or add to the ideas and opinions of your partner 

e.g. That’s a good point, but... 
- refer back to points previously raised 

e.g. As I said before...; As you mentioned previously 
- offering alternatives 
To Achieve: Use language features and conventions with few errors and ensure these are 
appropriate to the discussion topic, purpose, other partner(s) and context. 
To achieve with Merit: Use a range of language features and conventions with good control to 
encourage discussion. 
To achieve with Excellence: Use a wide range of language features and conventions to facilitate 
successful discussion. 
 
Language features include: 
- using appropriate grammar e.g. verb tenses, modal verbs, connectives, question and response 

forms 
- choosing words that convey your meaning accurately  
- choosing words and body language that facilitate discussion e.g. with an appropriate level of 

formality and politeness; suitable physical distance 
- softening the expression of your ideas e.g. perhaps; would it be possible... 
- using appropriate pronunciation, intonation, stress, pace, audibility and rhythm. 
 
Conventions may include use of the following strategies to show that you can keep the negotiation 
going: 
- turn-taking e.g. not interrupting, not speaking too much or too little 
- acknowledging your partner’s contributions e.g. I really appreciate that. 
- acknowledging your partner’s position e.g. I understand this may be difficult, but... 
- indicate a change of topic e.g. Another thing...; By the way... 
- showing you are listening in words e.g. Right; I see 
- showing you are listening with your body language e.g. turning towards and looking at the 

person you are listening to; nodding in agreement 
- offering alternatives e.g. Or would it be possible to.... 
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- asking questions to progress the negotiation e.g. When would I be expected to finish that by? 
- making suggestions to progress the negotiation e.g. How do you feel about...? 
- keeping the negotation on task e.g. Could we get back to talking about... 
- confirming or checking points negotiated e.g. So I’ll be eligible for promotion this year instead of 

next? 
- asking for clarification e.g. So you mean..?; What kind of PD would that be? 
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Learner notes 
 

Record the terms of your contract here 

Job title: 

Wage:  

 

 

Hours:  

 

Overtime:  

 

 

Leave:  

 

Sick leave:  

 

 

Medical insurance:  

 

 

Responsibilities:  

 

Issues requiring further 
negotiation 

 

 

 

 


