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 Work effectively in an IT environment 


	Task No & Title: Unit 8


	Unit Descriptor Unit Descriptor The purpose of this unit is to define the standard of performance to be achieved in the workplace. In undertaking training and assessment activities related to this unit, consideration should be given to the implementation of appropriate diversity and accessibility practices in order to accommodate people who may have special needs.

	Title:
	Work effectively in an IT environment

	Suitable for Classes:

	Certificate II in Information Technology

	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 Purple are help tips

Certificate II in Information Technology

Work effectively in an IT environment 

	1
	ICAU1128B Operate personal computer
	Pre
	20 hours

	2
	BSBCMN106A Follow workplace safety procedures
	Core
	10

	3
	ICAD2012B Design organisational documents using computing packages
	Core
	40

	4
	CAU2005B Operate computer hardware
	Core
	20

	5
	ICAU2006B Operate computing packages
	Core
	60

	6
	ICAU2013A Integrate Commercial computing packages
	Core
	25

	7
	ICAU2231B Use computer operating system
	Core
	20

	8
	ICAW2001B Work effectively in an IT environment
	Core
	25

	9
	ICAW2002B Communicate in the workplace
	Elective
	20

	10
	ICAS2014B Connect Hardware Peripherals
	Elective
	25

	11
	ICAU2007B Maintenance of equipment and consumables
	Elective
	15

	12
	ICPMM263B Access and use the internet
	Elective
	20

	13
	ICAW2011B Work individually or as a team member
	Elective
	20

	14
	ICPMM321B Capture a digital image
	Elective
	30


Work effectively in a Information Technology environment
1.1 Identify and read organisation’s requirements and responsibilities and seek advice from appropriate persons, where necessary

1.2 Develop and utilise a current working knowledge and understanding of employee and employer rights and responsibilities

1.3 Comply with relevant duty of care, legal responsibilities and organisational goals and objectives

1.4 Identify roles and responsibilities of colleagues and immediate supervisors 

1.5 Identify standards and values considered detrimental to the organisation and communicate this through appropriate channels

1.6 Identify, recognise and follow behaviour contributing to a safe work environment

2 Work in a team

2.1 Display courteous and helpful manners at all times

2.2 Complete allocated tasks

2.3 Seek assistance when difficulties arise

2.4 Use questioning techniques to clarify instructions or responsibilities

2.5 Identify and display a non-discriminatory attitude in all engagements with staff, management or clients

3 Develop effective work habits

3.1 Identify work and personal priorities and achieve a work/life balance 

3.2 Apply time management strategies to work duties

3.3 Observe appropriate dress and behaviour as required by job role
What type of career do you want? It could be in Information Technology

List at least 10 things you like to do

Then list at least 5 things that you do not like to do

1

2

3

4

5

6

7

8

9

10

Disklike

1

2

3

4

5

List at least 3 subjects you like at school or college in best to least, then list all the subjects at school or college you least like

Look at what you like and see if you can find a career or Information Technology that you would like to be involved in.

Now take the quiz

Question 1

Explain the following terms:

(i)
appraisal

Answer:
 (ii)
industry

Answer:
 (iii)
risk

Answer:
(iv)
challenge

Answer:
 (v)
flexible

Answer:
Question 2

Explain a recent situation where you had to take a risk and you made a mistake.  

What did you learn from the mistake?
Question 3

One of the key factors for Information Technology success is to be flexible.  What does this mean in Information Technology terms?

Answer:
Save the work



	Student Name:
	Date submitted:

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

Candidate’s signature:

	Title of Portfolio evidence presented (include Unit No and section  i.e. 03.05)

:-

	□
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 Information Technology     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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