


What to Look For When Assessing Speaking & Listening  
In an Informal, One-to-one Interview 

 Beginning (Level 1) Developing (Level 2) Meets Expectations (Level 3) Exceeds Expectations (Level 3+) 

Content Use 

Greetings 

Describe Events 

Express opinion 

Express feelings 

 Uses appropriate greeting/leave 
taking comments 

• Gives an account of a personal 
experience, using short answers 
to guiding questions 

• Obtains simple information 
from one other person, through 
speech 

• Follows verbal instructions 
with more than one error 

• Has difficulty expressing 
opinions or preferences without 
prompting 

• Has difficulty expressing 
feelings, or expresses feelings 
inappropriately (eg. acts out 
aggressively) 

 Uses informal greeting, but 
lacks confidence 

 Describes past experiences 
when prompted, using narrative 
form 

 Obtains detailed information 
from one other person, through 
speech 

 Follows verbal instructions 
with only one error 

 Expresses opinion, but cannot 
provide supporting detail or 
evidence 

 Expresses feelings, not 
necessarily appropriately, 
without being able to explain 
the reason for the feelings 

• Uses informal greetings and 
conclusions with confidence,  

• Describes past experiences and 
relationships independently, 
using a carefully constructed 
narrative 

• Listens attentively to 
information provided, and 
checks own understanding by 
summarising or questioning 
appropriately 

• Follows verbal instructions 
accurately asking for 
clarification when necessary.  

• Expresses opinion clearly. 
Supporting detail and evidence 
is crudely formulated 

• Uses appropriate vocabulary 
and oral language structures to 
express emotions 

• Uses greetings and 
conclusions common for a 
professional business meeting 
with confidence 

• Describes past experiences 
and relationships, and 
independently examines the 
role these have played in 
his/her current situation, using 
a carefully constructed 
narrative 

• Prompts assessor for relevant 
information, and listens 
attentively for the response 

• Follows verbal instructions 
accurately, without the need to 
ask questions 

• Expresses opinions clearly, 
justifying them with details 
and evidence, supporting the 
argument with facts and 
examples 

• Expresses feelings clearly and 
concisely, demonstrating 
insights about the relationship 
between feelings and behavior 

 
Responding: 

Answer 

Questions 

• Has difficulty conversing with 
an unfamiliar person, showing 
marked discomfort in the 
interview situation 

• Speaks on a limited number of 
general topics. Has trouble 
conveying meaning 

• Responds to basic questions 
and comments, supplying some 
required information 

• Converses with an unfamiliar 
person, but shows a degree of 
discomfort 

• Speaks on a limited variety of 
topics in discussion, not 
necessarily related to the topic 
of conversation 

• Responds to simple questions or 
comments, supplying only 
required information 

 

• Able to converse with an 
unfamiliar person 

• Speaks on a variety of topics in 
discussion, when prompted to 
do so 

• Responds appropriately to 
questions or comments by 
supplying only the required 
information 

• Converse comfortably with an 
unfamiliar person 

• Initiates conversation on topics 
of interest, that relate to the 
topic at hand 

• Provides clear answers to 
questions with well-
constructed explanations 



Questioning: 

Ask Questions 

 

• Asks few questions, when 
prompted to do so 

• Seems uncomfortable asking 
questions 

• Asks questions which do not 
relate to the conversation 

• Questions to check 
understanding of the 
conversation 

• Asks questions in a coherent 
order 

• Asks for further information 
when  

• Seems comfortable asking 
questions necessary 

 

• Furthers the discussion by 
asking questions 

• Asks questions in a sensible 
order 

• Checks own understanding by 
questioning appropriately 

• Leads the discussion by asking 
questions  related to the topic, 
but requiring more information 
from the assessor 

• Asks questions to acquire 
additional information not 
covered by the conversation 

Mechanics: Use 

of Words  

Non-verbal 

Communicating 

• Uses basic vocabulary and 
oral language structures 
(typically one-word answers) 
in conversation 

• Uses some inappropriate 
gestures, and/ or tone of voice 
when speaking 

 Presents ideas in speech in a 
simple order 

• Uses familiar vocabulary and 
oral language structures in 
conversation 

• Uses appropriate gestures and 
tone of voice when speaking 

• • Presents ideas in speech in a 
coherent sequence 

• Consistently speaks in a clear 
and fluent manner, using 
appropriate words and 
structures 

• Uses vocabulary learned in 
other subject areas (eg. work-
related) in the context of the 
conversation 

• Uses tone of voice, gestures 
and other non-verbal cues 
appropriately, to discuss topics, 
clarify meaning and state 
opinion/emotion 

 

• Speaks clearly and fluently, 
with a confident and relaxed 
manner.  

• Uses the specialised 
vocabulary appropriate to the 
topic in conversation 

• Uses eye contact, variations in 
pace, tone of voice, gestures 
and other non -verbal cues to 
maintain interest, convince and 
persuade the listener 

 
 
  



Speaking and Listening Demonstration: 
Level Three One-to-one Interview 

 
Situation: One assessor asks the learner a series of questions in an informal interview setting. 
The interview will normally take place in a location that is unfamiliar to the learner. 
 
Supports: 

• The assessor will explain the purpose and the nature of the interview, and provide information 
about the nature of the questions to be asked. 

• The assessor may ask guiding questions which the learner is expected to answer, without 
prompting. Prompts are permitted, if the learner has difficulty answering the questions. 

 

Requirements: 

During the course of the interview, the learner will be expected to complete the following tasks. 
These specific tasks will be assessed on the basis of the speaking and listening rubric, as well as 
the learner's overall effectiveness in an interview situation, including use of words and 
non -verbal communication. 
 

Use Greetings/Concludes Conversation 

The learner's greetings and leaving-taking is observed. 
 

Answer Questions 

The learner will be asked the following questions. 
• Where and when did you go to school? 
• What kinds of work have you done? 

 

Ask Questions 

The learner may ask questions at any time during the interview, and will be asked if he/she has 
any further questions at the end. The questions should be relevant to the purpose of the 
interview, and will be assessed on the basis of the rubric. If the learner asks no questions, this 
task will not be assessed. 
 

Describe Events 

The learner will be asked to answer the following question in detail, with prompts as necessary. 
• What did you do at your last job? 

 

Get Information 

The learner's ability to understand the information is observed informally. 
 

Express Opinions 

The learner will be asked the following question, with prompts, as necessary. 
• Which is better for you, one-to-one tutoring, a small group or a classroom? Why? 

 

Express Feelings 

The learner will be asked one of the following questions with prompts, as necessary. 
• How does your difficulty with reading and writing make you feel? 
• How do you feel about starting a learning program? 
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