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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
Notes:

The task requires that each student works within a small group  of 3 or 4 to create a digital presentation as a web site (Dreamweaver), Power Point or any suitable software  to address a research topic associated with the subject. 
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Outcomes

Form a group of 3 or 4 max and select one of the following topics

1. Past development in Technology 


 i.e. changes in Technology Video, Audio etc. 

2. Environmental impacts of Technology products 

Is AIT or Technology harming the planet?
3. Personal impacts of Technology products 

Social impacts of Applied Information Technology  in respect to the influence of new products on society or a products comparison of Applied Information Technology systems

4. Trends in Applied Information Technology 
Personal impacts of Technology  - How has technology affected you?   Personal Digital Assistants, Digital images (TV)

5. Careers in Applied Information Technology
What jobs are available for technologically wise people?

6. Social impacts of Applied Information Technology products

i.e. Mobile Phones, (PDA), Wireless networking  

7. Trends in Technology – what is the future?

Predict a future world
8. Comparison of Applied Information Technology systems
Compare at least two packages or trends

TOPIC CHOSEN

	


EACH GROUP MEMBER MUST TAKE ON A  SPECIFIC RESEARCH TOPIC ROLE
Set up your group to include a position for everyone in your group from the job list below (yes someone will have two jobs if there are 3 in a group)

1. Project manager – coordinates group tasks, records progress/problems, documentation, sets deadlines
PM 

=
 Writing Word – Manages the project and checks all work keeps records

Software:  

Timeline 


=
Excel, word = tables Inspiration. 

Records work to do

= 
Docs in Word, Inspiration, Gantt Charts
Record of actions 

= 
Journal in Excel, Word
2. Researcher –collects resources, keeps bibliography; finds useful images/media, keeps notes 

Researcher = 
Bibliography – links

Needs to know = What to research = Project Manager 

Software

Web Browsers, Magazines, Books, People

Look = Google, Wiki, People Surveys, Magazines

Needs to provide links in a bibliographic format

3. Graphic designer – unifies ideas, SPARC principles of design, layouts, user-friendly navigation, colour, etc
Graphic
=
What and how they manipulated the graphics

Plans the layout 

Use of dissolves, transitions, background, general feel and look of completed presentation. Use of movie files if using web, moviemaker or flash. 

or if as a Desktop Published layout, the look and feel, layout style =  fonts, layout background effects,  headers, footers etc.

Images 


= 
Photoshop, Corel, Paint, Fireworks, Flash

Desktop Publishing

=
Word, Publisher, Freehand, InDesign

4. Media coordinator -  collects, records, digitises, enhances, edits all multimedia; technical skill needed
Media

= 
Which platform   = software why

Puts together the package sizes images to suit the presentation, creates vignettes merged images and transparencies, manipulates images uses various software:-

Software:

Flash  

Power Point


Dreamweaver 

Corel

Photoshop

Paint

Word

Publisher

All = Content writers – text writer, spelling, grammar, bullet points and expanded notes, checks for accuracy and depth.

PM MUST spell check all work,  ensure the content looks right and is correct.

All should evaluate the work making changes to perfect the presentation

Write up their findings
Success of the group depends on cooperation and organisation

Group projects are fundamental in the Applied Information Technology industry. While individual employees have specific roles and responsibilities which suit their skills the important thing is to finish on time and on budget. If members are away the rest of the group has to assume their responsibilities.

	Group Member
	Specific Role (will double up if less than 4)

	
	Project manager

	
	Researcher

	
	Graphic designer 

	
	Media coordinator

	
	Content writer

Content writer

Content writer

Content writer


Outcome 2  Production :– 

Understanding Information and Communication Technologies
Outcome 3  Performance :– 

QUALITY OF INFORMATION SOLUTIONS: Annotated digital artefacts and/or process documents that illustrate the students’
Outcome 4    Response

ICT IN SOCIETY: Annotated digital artefacts and/or process documents that illustrate the students’
Evaluation Individual Task 

Task 






Number  
Your Name





Date

Consider the Task that you have recently completed,  carefully and critically evaluate your work by answering the following questions.

1.
What was the purpose of the task part a?

Answer:
What was the purpose of the task part b?
Answer:
2.
Who was your intended audience of your tasks?

Answer:
	3.
How well do you think your design suits the intended audience?


Very well
	

Quite well
	

Not sure
	

Could be improved
	

Audience not considered in the design


4.
Have you been able to test your design on someone from your intended audience group?
What was their reaction?

Answer:
5.
How many samples were you able to view to help you investigate your topic for the power point?
	
None
	

1 or 2
	

About 5
	

Between 
5 and 10
	

More than 10




6.
How did you decide which software to use for your background?

	
I produced  several versions in different software and chose the best
	

I did some drafts in a couple of applications  and chose the best one to complete it in
	

I began using one application and swapped to another when my skill levels increased
	

I only used one of the suggested applications
	

I only tried word processing software




7. How original was your design?

	
I copied a design I had seen elsewhere
	

I copied a design and changed the colouring and shapes
	

I used a variety of designs and combined different aspects of them
	

I used a variety of ideas as inspiration and then developed my design
	

Completely original




8.
Did you produce and keep draft copies of your background and your written response?

	
Yes, my pencil and paper drafts are in my hardcopy portfolio and my digital copies are in my electronic portfolio
	

Yes but only a digital draft version
	

Yes but I only kept a hardcopy draft
	

Yes I did but I didn’t keep any copies
	

No, only a final copy


9.
Are you happy with your image manipulation skills at this stage?

Yes


No
Explain

Answer:
10.
Would you like to develop your skills in image manipulation further since completing this task? 


Yes


No
11.
Did you find any restrictions to your ability to manipulate your images?

Answer:
12.
Did you check your task for spelling and grammar mistakes?


Yes


No
Why / Why not?

Answer:
13. 
How did you feel about your time management for Task 1?

	
I need a lot more time to finish my event item properly
	

I spent more time than suggested in preparing my event item
	

It took me about the same time suggested in the course to complete my event item
	

I was able to work quite quickly and had some time to spare
	

I worked very quickly and was able to spend time refining my item through learning more application tools 


14.
Have another look at the Scenario and the Task 1 Explained. Do you believe this item meets the requirements of the task? Explain

Answer:
Save your evaluations as (your initials)_task_eval into your folder, attach it to the web link site  or email it to me before the end of the week.
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	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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