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1. Computer System
1.1 Hardware specifications 
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The hardware required for this company in order to facilitate their needs of both an office and employees on the move consists of four computers (3 for each agents and one for the receptionist) and a laptop that can be shared between the three agents when mobile.

· Computer: Dell Vostro 230s Slim Tower (T220601AU) 
	PART
	SPECIFICATIONS

	Processor (CPU)
	Intel(R) Core(TM)2 Duo Processor E7500 (2.93GHz, 1066MHz FSB, 3MB L2 cache) 

	Operating System (OS)

	Microsoft(R) Office Home and Business 2010 (English)

	Security Software

	Trend Micro(TM)Internet Security , 15 Months (English)

	Monitor

	Dell (TM) 23 " E2310H Wide Screen Flat Panel LCD Monitor 

	Memory (RAM)

	2GB(2X1GB) NECC Dual Channel DDR3 1333MHz SDRAM Memory

	Hard Drive (HDD)

	320GB SATA 3.0Gb/s Hard Drive with Native Command Queuing

	Optical Drive

	16X DVD+/-RW drive

	Video Card

	Integrated 5.1 Channel (Audio) Capable 

	Dell DataSafe Online Backup
	Dell Online Backup 2GB


· Laptop: Dell Latitude E5400

On-the-Go Package: Latitude E5400 featuring Intel Core 2 Duo processor and Mini 10 Netbook

	PART
	SPECIFICATIONS

	Processor (CPU)
	Intel® Core™ 2 Duo P8700 with VT (2.53GHz, 3M L2 Cache, 1066MHz FSB) 

	Operating System (OS)

	Microsoft(R) Office Home and Business 2010 (English)

	Security Software

	Trend Micro Internet Security 15 Month - English

	Monitor

	17 inch Wide Screen WXGA Anti-glare LED Panel

	Memory (RAM)

	4.0GB, DDR2-800 SDRAM, 2 DIMMS

	Hard Drive (HDD)

	250GB Hard Drive, 5400RPM

	Optical Drive

	8X DVD+/-RW w/Roxio and Cyberlink PowerDVD™, no media

	Connectivity
	Dell Wireless® 370 Bluetooth Module

	Battery
	90W A/C Adapter (3-pin)

	Warranty
	1 Year Basic Limited Warranty and 1 Year NBD On-Site Service


	EQUIPMENT
	FEATURES

	Hewlett Packard (HP) Officejet Pro 8500 Wireless Multifunction
	· Network Up To 10 Users
· Sided Print
· 3.45" Touch-screen LCD
· 34 PPM Colour / 35 PPM Black 
· 4800 x 1200 Print DPI 
· 2400 x 4800 Scan DPI 
· 250 Sheet Capacity 
· 50 Sheet ADF 
· Fax Modem 33.6Kbps 
· Water resistant documents 
· Scan to PC/Email/Network folders or Memory card 
· Dimensions: 494W x 479D x 331H mm; 12.7kg
· 1 Year warranty


1.2 Software
The computer and laptop encompasses many software advantages in order to facilitate for an economically working office. The software included with both the computer and laptop is the Operating system containing Microsoft (R) Office Home and Business 2010 (English). This package offers flexible and powerful new ways to deliver your best work at the office, at home, or at school.  This package includes Word, Excel, Outlook, PowerPoint, Access, OneNote, Publisher, InfoPath, Project and Visio. Office 2010 empowers the user with improved picture and media editing features, to add creativity and make ideas stand out using enhancements provided within the program. From business financials to household budgets, Office 2010 makes it easier to manage and analyse data and present it in meaningful ways. Office 2010 offers innovative and flexible ways to bring people together. New technologies and improved features help easily share files and keep up with people’s communications. The program makes it easy for users to stay productive on the go by providing access to your Office documents and notes from anywhere through the Web browser, computer or smartphone.

1.3 Prices

· Computer: Dell Vostro 230s Slim Tower (T220601AU) = $ 1,349.00
· Laptop: Dell Latitude E5400 = $ 1,101.00
· Hewlett Packard (HP) Officejet Pro 8500 Wireless Multifunction = $ 449.00
2. Infrastructure
2.1     Workstation

A work station evaluates fitting work to people. This is called Ergonomics and is the process of designing or arranging workplaces, products and systems so that they fit the people who use them. The aim of ergonomics is to develop a comfortable, safe and productive work system, through evaluating human factors. There are four main steps in equipping an office in order to be ergonomic:

1. Your Chair:
· Push your hips as far back as they can go in the chair. 

· Adjust the seat height so your feet are flat on the floor and your knees are equal to or slightly lower than your hips. 

· Adjust the back of the chair to a 100°-110° reclined angle. If you have an active back mechanism on your chair, use it to make frequent position changes. 

· Adjust the armrests (if fitted) so that your shoulders are relaxed. 

2. Your Keyboard:
· Pull up close to your keyboard. 

· Position the keyboard directly in front of your body. 

· Determine what section of the keyboard you use most frequently and readjust the keyboard so that section is centred with your body. 

· Adjust the keyboard height so that your shoulders are relaxed, your elbows are in a slightly open position and your wrists and hands are straight. 

· The tilt of your keyboard is dependent upon your sitting position. Use the keyboard tray or keyboard feet, to adjust the tilt. 

· Wrist rests can help to maintain neutral postures and pad hard surfaces. 

· Place the pointer as close as possible to the keyboard. 

3. Screen, Document, and Telephone:
· Centre the screen directly in front of you, above your keyboard. 

· Position the top of the screen approximately 2-3” above seated eye level.
· Sit at least an arm's length away from the screen and then adjust the distance for your vision. 

· Reduce glare by careful positioning of the screen. 

· Position source documents directly in front of you, between the screen and the keyboard. 

· Place your telephone within easy arms reach. 

· Use headsets and speaker phone.
4. Pauses and Breaks: 
· Take short 1-2 minute stretch breaks every 20-30 minutes. 

· Avoid eye fatigue by resting and refocusing your eyes periodically. 

· Rest your eyes by covering them with your palms for 10-15 seconds. 

· Use correct posture when working, by moving as much as possible. 

· Based on Ergonomics these items would best be equipped for a workstation:

	EQUIPMENT
	FEATURES
	PRICE

	Chair
	· Function: Gas Lift, Back Tilt, Back Height, Seat Tilt.
· Weight Limit: 100kg.
· 12 Month Warranty.
· Upholstered in quality fabric.
· Manual back rest and armrest height adjustment.
· Extra thick seat and back rest padding for maximum comfort.
· Available in black, blue or grey.
· Seat Height: 450-560mm.
· Seat Thickness: 78mm.
· Overall Height: 990-1100mm.
· This chair comes flat packed, ready to assemble
	$ 69.00 each


	Receptionist Desk 

	· Stylish floating top
· Filing drawer, stationery drawer and notepad space.
· PC Storage with attractive frosted glass door.
· Available in Chocolate finish
· 1500 W x 735 D x 720mm h
· 5 year warranty
	$ 139.00 each

	Computer Desk
	· Finished in charcoal with high grade scratch resistant graphite melamine desktop
· Stationery drawers plus full length filing drawer and storage cupboard
· Thick 25mm top for added strength
· Suitable for use with Merge Corner Hutch
· Flat Packed
· Size: 1500 x 1500 x 720mm
· Warranty: 12 Months
	$ 169.00 each


2.2      Network configurations
The Network configurations appropriate for this office would be that of a Wide    Area Network (WAN), which is a computer network that covers a broad area. This can range from any network whose communications links cross metropolitan, regional, or national boundaries. WANs are used to connect Local Area Networks (LAN) and other types of networks together, so that users and computers in one location can communicate with users and computers in other locations. WANs are often built using leased lines. At each end of the leased line, a router connects to the LAN on one side and a hub within the WAN on the other. Instead of using leased lines as they can be very expensive, WANs can also be built using less costly circuit switching or packet switching methods. 

2.3     Client communication (Including workers on the move)
In order for communication with clients to be present several factors need to be considered and included. For agents to be able to communicate with clients within their workplace it needs to be equipped with phone lines. Another source of commuication is via emial. Therefore, the office needs to contain the internet, connected to Telstra. An agent could possibly use internet calling and videoing such as Skype or Webcam to communicate with clients all over the world. For agents who are on the move, a mobile phone would be essential. The phone must include phone calls, video calling, the interent, email and access the database to enable continous contact with agents in the office, other agents on the move and updates of the information going into the companies database. 

3. Security
3.1    Physical security
Physical security describes both measures that prevent or deter attackers from accessing a facility, hardware, programs, networks, resource, information and data from physical circumstances and events that could cause serious losses or damage to an enterprise, agency or institution. This includes protection from fire, natural disasters, burglary, theft, vandalism and terrorism. There are three main components to physical security. Firstly, obstacles can be placed in the way of potential attackers and sites can be built in order to withstand accidents and environmental disasters. Such measures can include multiple locks, fencing, walls and fireproof safes. Secondly, surveillance and notification systems can be put in place, such as lighting, heat sensors, smoke detectors, alarms and cameras. Finally, methods can be implemented to apprehend attackers and to recover quickly from accidents, fires or natural disasters. 

3.2    Data security

Data security is the means of ensuring that data is kept safe from corruption and unauthorised access and that access to it is suitably controlled. The focus behind this is to ensure privacy while protecting personal or corporate data. The unauthorised access of data could lead to numerous problems for corporations, such as having bank account details stolen or being robbed for the client information in a data base.  Protecting data within an organisation involves creating a plan. This should analyse all the data within the organisation by type, age, creation and modifications, history of data growth, the largest files and the number of users, duplicate data and other related information. Protection can include Firewall which will help keep computer hackers out of the system by monitoring network traffic. Secondly, anti-spyware provides protection against the installation of spyware software on your computer and detects and removes spyware software that has already been installed onto your computer. Thirdly, anti-virus is used to prevent, detect and remove malware, including computer viruses, worms and Trojan horses.

3.3    Malicious security
Malicious software is the protection against software designed to infiltrate a computer system without the owner's informed consent. Malicious software includes computer viruses, worms, Trojan horses, spyware, dishonest adware, crimeware, most rootkits and other malicious and unwanted software. Anti-malicious programs can combat malicious attacks in two ways. Firstly, they can provide real time protection against the installation of malicious software on a computer. The software scans disk files at download time and blocks the activity of components known to represent malicious software. Secondly, programs can be used solely for detection and removal of malicious software that has already been installed onto a computer. This type of anti-malicious software scans the contents of the Windows registry, operating system files and installed programs on a computer and will provide a list of any threats found, allowing the user to choose which files to delete or keep, or to compare this list to a list of known malicious components, removing files that match. 

4. Training

4.1    Job description of both office staff and agents 

· Agents: 

· Converse with customers to determine a destination, mode of transportation, travel dates, financial considerations and accommodations required. 

· Provide customers with brochures and publications containing travel information, such as local customs, points of interest and special events occurring in various locations or foreign country regulations, such as currency limitations. 

· Determines the cost of travel and accommodations using carrier tariff books, hotel rate books or quotes package tours' costs. 

· Books and collects payment for transportation and hotel reservations using a computer terminal or telephone. 

· Plan, describe, arrange and sell journey tour packages and promotional travel incentives offered by various travel carriers.

· May specialise in foreign or domestic travel, individual or group travel, specific geographic area, airplane charters or package tours. 

· May be located in transportation terminals and specialise in group and individual escorted tours and be a designated Tour Agent.

· Secretary:
· Prepare and manage correspondence, reports and documents.

· Organize and coordinate meetings, conferences and travel arrangements.

· Take, type and distribute minutes of meetings.

· Implement and maintain office systems.

· Maintain schedules and calendars.

· Arrange and confirm appointments and meetings.

· Organize internal and external events.

· Handle incoming mail and other material.

· Set up and maintain filing systems.

· Set up work procedures.

· Collate information.

· Maintain databases.

· Communicate verbally and in writing to answer inquiries and provide information.

· Liaison with internal and external contacts.

· Coordinate the flow of information both internally and externally.

· Operate office equipment.

· Manage office space.

· Computer Technician:  
·  Onsite support for the workplace 

· Phone help-desk work 

· Advice re purchasing of equipment 

· Software installs 

· Arranging hardware and software purchases 

· Domain name registrations 

· Web hosting administration 

· Email administration 

· Internal support – PC maintenance 

· Network administration support 

·  Script programming

4.2    Training of both  and Salary range of both

1. Training:

· Agents: The minimum requirement for becoming a travel agent is a high school diploma or equivalent. Travel agent courses are offered in public adult education programs and in community and 4-year university degrees. A few unviversitys offer bachelor’s or master’s degrees in travel and tourism. Although few university courses relate directly to travel or tourism, a college education sometimes is desired by employers to establish a background in fields such as computer science, geography, communication, foreign languages and world history. Courses in accounting and business management also are important, especially for those who expect to manage or start their own travel agencies. Travel agencies also provide on-the-job training for their employees, a significant part of which consists of computer instruction. Experienced travel agents can take advanced self-study or group-study courses from the Travel Institute, leading to the Certified Travel Counselor designation. 
· Secretary: 

High school graduates who have basic office skills may qualify for entry-level secretarial positions. Business executives may, however, prefer applicants with a liberal arts degree and secretarial training. Training ranges from high school vocational education programs that teach office skills and typing to 1-year and 2-year programs in office administration offered by business and vocational-technical schools and community colleges.Typing or word processing skills of at least sixty-five words per minute are often required and the basic knowledge of computers is essential. Employers usually provide training for their particular equipment and programs. In order for communication with clients and other collegues communication skills are also valuable on the job.

· Computer Technician: 

Computer technicians require a Certificate III in Information Technology. This is offered through various campuses of TAFE and require a minimum C grade in four accredited Year 11 (D Code) subjects including an English and Mathematics, or successful completion of a Certificate II in Information Technology or equivalent. The Certificate IV in Information Technology (Network Management) is offered through various campuses of TAFE. A person will need to have completed the Certificate III in Information Technology, Software Applications or Network Administration or equivalent. A Diploma of Information Technology (Network Engineering) is available from various campuses of TAFE and the minimum entry requirement is the completion of the Certificate IV in Information Technology (Network Management), or equivalent.

2. Salary:

· Agents: $ 38 000 – $ 54 000 per year 

· Secretary: $ 35 000 - $ 48 000 per year

· Computer Technician: $ 38 000 – 55 000 per year
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