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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
There are two quizzes see how you match up as a Information Technology entrepreneur and in life

For each question, tick the box that best describes you.  You must answer ALL the questions for the test to be accurate.  Please be honest in order to gain real insight into your entrepreneurial application.

	Information Technology Question
	Yes
	No
	Maybe

	1. I’m persistent.  
	
	
	

	2. When I’m interested in a project, I need less sleep.
	
	
	

	3. When there’s something I want, I keep my goal clearly in mind
	
	
	

	4. I examine mistakes and I learn from them.
	
	
	

	5. I keep New Year’s resolutions.
	
	
	

	6. I have a strong personal need to succeed.
	
	
	

	7. I have new and different ideas.
	
	
	

	8. I am adaptable.
	
	
	

	9. I am curious.
	
	
	

	10. I am intuitive.
	
	
	

	11. If something can’t be done, I find a way.
	
	
	

	12. I see problems as a challenge.
	
	
	

	13. I take chances.
	
	
	

	14. I’ll gamble on a good idea even if it isn’t a sure thing.
	
	
	

	15. To learn something new, I explore unfamiliar subjects
	
	
	

	16. I can recover from emotional setbacks.
	
	
	

	17. I feel sure of myself.
	
	
	

	18. I’m a positive person.
	
	
	

	19. I experiment with new ways to do things.
	
	
	

	20. I’m willing to undergo sacrifices to gain possible long-term rewards
	
	
	

	21. I usually do things my own way.
	
	
	

	22. I tend to rebel against authority.
	
	
	

	23. I often enjoy being alone.
	
	
	

	24.   I like to be in control.
	
	
	

	25. I have a reputation for being stubborn.
	
	
	



Yes 
– 
3 points


Maybe
– 
2 points


No 
– 
1 point

Information Technology entrepreneur

60 – 75 : you can start that business plan.  You have the earmark of an entrepreneur.

48 – 59 : you have the potential but need to push yourself.  Examine your weak areas to improve your skills or hire someone with the required expertise.

37 – 47 : you may not want to start a Information Technology Business alone.  Look for a Information Technology Business partner who can  complement you in the areas where you are weak.

Below 37 : self employment may not be you.  You will probably be happier and more successful working for someone else.  However only you can make  that decision.
Personality

Now add up the total number of points.

OVER 60 POINTS: Others see you as someone they should "handle with care". You're seen as vain, self-entered, and who is extremely dominant. Others may admire you, wishing they could be more like you, but don't always trust you, hesitating to become too deeply involved with you. 

51 TO 60 POINTS: Others see you as an exciting, highly volatile, rather impulsive personality; a natural leader, who's quick to make decisions, though not always the right ones. They see you as bold and adventuresome, someone who will try anything once; someone who takes chances and enjoys an adventure. They enjoy being in your company because of the excitement you radiate. 

41 TO 50 POINTS: Others see you as fresh, lively, charming, amusing, practical, and always interesting; someone who's constantly in the center of attention, but sufficiently well-balanced not to let it go to their head. They also see you as kind, considerate, and understanding; someone who'll always cheer them up and help them out. 

31 TO 40 POINTS: Others see you as sensible, cautious, careful & practical. They see you as clever, gifted, or talented, but modest. Not a person who makes friends too quickly or easily, but someone who's extremely loyal to friends you do make and who expect the same loyalty in return. Those who really get to know you realize it takes a lot to shake your trust in your friends, but equally that it takes you a long time to get over it if that trust is ever broken. 

21 TO 30 POINTS: Your friends see you as painstaking and fussy. They see you as very cautious, extremely careful, a slow and steady plodder. It would really surprise them if you ever did something impulsively or on the spur of the moment, expecting you to examine everything carefully from every angle and then, usually decide against it. They think this reaction is caused partly by your careful nature. 

UNDER 21 POINTS: People think you are shy, nervous, and indecisive, someone who needs looking after, who always wants someone else to make the decisions & who doesn't want to get involved with anyone or anything. They see you as a worrier who always sees problems that don't exist. Some people think you're boring. Only those who know you well know that you aren't. 

	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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