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Certificate II in Business

	Task No & Title:

Unit 3


	Unit Descriptor Unit Descriptor This unit covers the skills and knowledge required to communicate in the workplace. It covers the activities of gathering, conveying and receiving information together with completing routine written correspondence.

	Title:
	BSBCMN201A Work effectively in a business environment

	Suitable for Classes:

	Certificate II Business

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 1 Lesson

	Date Due:


	  Today

	Task Brief:
	

	Files Required
	


Items highlighted in yellow are tasks for you to complete
Items in Blue are help tips

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


C2B306 Social Networking

1. Should you turn off GPS or location service when using social networks?

Answer: Yes although you phone will still show location when switched off it will only be relative to the nearest tower

2. What are the security settings on your home computer? How can you set these to protect your privacy?

Answer: HTTPS Everywhere. HTTPS Everywhere encrypts connections to over 1,000 popular websites. Without HTTPS, your online activities are vulnerable to eavesdropping and your accounts are vulnerable to hijacking. HTTPS Everywhere makes it easier for you to keep your user names, passwords, and browsing histories private.

https://www.privacyrights.org/fs/fs36-securing-computer-privacy.htm
3. What are some of the safe settings you can make on ipad, iphones or computers (pick one)

Answer:

Settings / general / Restrictions

When you enable the restrictions, you will be asked for a 4 digit password. This should be a password that only you know, so that your child cannot get into the settings and change them back. Keep this password somewhere safe and handy you may have to use it quite a few times.

4. How can you monitor your online footprint and how regularly should you do this?

Answer:

Do an audit on the accounts or profiles that you may have created online.

Try to find your old accounts, delete content and deactivate the accounts.

Google search on yourself. If there are still photos or account details appearing that you are not happy with, then contact Google and request that they remove the content.

http://readwrite.com/2009/02/01/8_tools_to_track_your_footprin
5. Should you provide personal information to an online stranger

Answer: No
6. Explain some of the thoughts you should have before posting information online.

Answer:  answers may vary

Will this offend anyone?

Is it appropriate?

Can I be prosecuted?

I know others will see images that I post am I at risk?

7. How can you set your online accounts to private and why should you do this?

Answer:

(Facebook) Privacy Settings > Limit Past Post Visibility to hide everything at once. 

create strong passwords and keep your information safe. Use a password manager

lock your screen or device.

8. If you are the victim of cyber bullying who would you or who should you tell? If so why have you not mentioned this before now?

Answer: Tell someone

Don't respond.
1. Don't respond. If someone bullies you, remember that your reaction is usually exactly what the bully wants. ... 

2. Don't retaliate. ... 

3. Save the evidence. ... 

4. Talk to a trusted adult. ... 

5. Block the bully. ... 

6. Be civil. ... 

7. Don't be a bully. ... 

8. Be a friend, not a bystander.

9. Should you share your passwords?  Yes but only to my friends or no or yes but only to… Are you sure?

Answer: Never
10. If nothing is ever private on the internet?  do you always assume this or believe it won’t happen to you? If so are you at risk?

Answer: Answers may vary



	Student Name:
	Date submitted:

	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented Enter title here
BSBCMN201A Work effectively in a business environment Section 03:???

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.

	Other evidence (List each piece):

	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher

	Assessor to complete

Student is declared                       Competent    Not Yet Competent 

                                 □         □
Keep a copy of this report with your file for evidence
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