[Company Logo]   [Company Name]
COMMUNICATION ASSESSMENT FORM
	Candidate Name:
	[Candidate Name]

	Position / Process:
	[Designation] – [Process]

	Language Assessed:
	[Language]

	Assessor:
	[Assessor Name]

	Date:
	[Date]



1. Spoken Assessment
Topic / role play given: [Topic]
Duration: [Minutes] minutes
	Criteria
	Rating (1–5)
	Comments

	Fluency and flow
	 
	 

	Pronunciation and clarity
	 
	 

	Grammar and sentence formation
	 
	 

	Vocabulary
	 
	 

	Listening and comprehension
	 
	 

	Confidence and tone
	 
	 

	Empathy / customer handling (role play)
	 
	 



2. Written Assessment
Task: [e.g. Reply to a customer complaint about delayed delivery in 120 words]
	Criteria
	Rating (1–5)
	Comments

	Grammar and spelling
	 
	 

	Structure and clarity
	 
	 

	Tone and courtesy
	 
	 

	Typing speed (WPM) / accuracy
	[WPM]
	 



3. Level Mapping
	Level
	Average Score
	Suitable For

	L1
	Below 2.5
	Not suitable for customer-facing roles

	L2
	2.5 – 3.4
	[Back office / domestic non-voice]

	L3
	3.5 – 4.2
	[Domestic voice / chat]

	L4
	4.3 – 5.0
	[International voice / client-facing]



	Average Score
	 

	Level Achieved
	 

	Required Level for Process
	 



4. Result
  Cleared
  Not cleared
  Suitable for alternate process: [Process]

	______________________________
Assessor
[Assessor Name]
Date: [Date]
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