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Flexible learning skill sets – Workforce Development - Sydney Institute of TAFE

1. SKILL SET – Migrating to new technologies
TARGET GROUP:  This skill set has been targeted for new or existing VET practitioners and administration staff wishing to develop introductory technology skills to do business. 
SUGGESTED PREREQUISITE:  
It is envisaged that potential learners would complete a self-assessment pre-screening test, such as, the CLAS online program to identify areas for training. The Sydney Institute Communicating with Online (COT) program could also be used as a resource to support the successful delivery of this program.
	Unit & name
	Methods of assessment
	Critical aspects of evidence 
	Element
	Performance criteria

	BSBITU203A

Communicate electronically 
Nominal hours:

20 hrs
	A range of methods should be used to assess practical skills and knowledge. E.g.;
· direct questioning combined with review of portfolios of evidence and third party workplace reports of on-the-job performance by the candidate

· analysis of responses to case studies and scenarios

· demonstration of techniques

· oral or written questioning to assess knowledge of electronic communication methods and tools

· review of attachments prepared for email

· review of electronic mailing lists

· evaluation of postings and responses to online discussions
	· Send and receive email for a range of purposes;
· Attach and remove documents to email

· Use software applications to collaborate online

· Develop knowledge of relevant legislation.
	1. Implement procedures to send and receive electronic mail
	1.1. Log in to software for sending and receiving email in accordance with organisational requirements

1.2. Check outgoing email for accuracy and ensure any required attachments are prepared, in accordance with organisational and service provider requirements

1.3. Identify urgent, confidential, personal, suspicious or potentially dangerous email and take appropriate actions
1.4. Deal with returned email in accordance with organisational policies and procedures

	
	
	
	2. Manage electronic mail
	2.1    Set security levels and/or filters for incoming email in accordance with organisational requirements

2.2    Create and maintain individual mailboxes in accordance with organisational requirements

2.3    Store email and/or attachments in accordance with organisational requirements

2.4    Empty inboxes and archive or permanently delete in accordance with organisational requirements

2.5    Prepare and maintain electronic mailing lists in accordance with organisational requirements

	
	
	
	3. Collaborate online.
	3.1    Identify software to be used in collaboration

3.2    Ensure online collaboration is undertaken in accordance with organisational policy, procedures and net etiquette (netiquette)

3.3    Respond to posts or communications in accordance with agreed parameters, organisational requirements and netiquette


	2.3 Range Statement  - Suggested scope of content- BSBITU203A - Communicate electronically
The range statement relates to the unit of competency as a whole. It allows for different work environments and situations that may affect performance. Bold italicised wording, if used in the performance criteria, is detailed below. Essential operating conditions that may be present with training and assessment (depending on the work situation, needs of the candidate, accessibility of the item, and local industry and regional contexts) may also be included.


Software may include: 

· mobile or wireless software applications:

· personal digital assistants (PDA)

· mobile phones

· text messaging (SMS/TXT)

· multimedia messaging (MMS)

· internet relay chat (IRC)

· personal computer-based software applications:

· email applications

· web-based email services

· chat applications

· internet discussion groups/boards/chat rooms

· intranet discussion groups/boards/chat rooms

Organisational requirements may include: 

· carbon copies or blind carbon copies

· concise, relevant subject line

· electronic signature

· form of address

· formality/informality of language, tone and structure

· including original message in the reply

· length of emails (i.e. short and to the point)

· net ethics

· net etiquette(netiquette)

· requesting read receipt

· sender's name and address

Checking outgoing email for accuracy may include checking: 

· clarity of intended meaning

· completeness

· content

· grammar

· punctuation

· recipient's address

· spelling

· structure
Attachments may include: 

· PDFs

· pictures

· spreadsheets

· word processed documents

· any electronic file

Suspicious or potentially dangerous email may include: 

· attachments

· email where sender is unknown, and subject line is enticing and/or personal (e.g. urging the receiver to open immediately)

· particular file extensions

· spam (unsolicited commercial email or junk email)

· unsolicited email containing viruses

Dealing with returned email may include: 

· checking email address

· checking size of attachment/s

· re-sending

· sending message by other means e.g. facsimile, post

· telephoning addressee

Storing email may include: 

· email application software

· paper-based filing system

· specialised recordkeeping, spreadsheet or database software

Mailing lists may include: 

· database or spreadsheet records

· electronic address books

· word processing tables or data files

Online collaboration may include: 

· chat rooms

· email communications

· instant messaging

· intranet

Net etiquette may include: 

· accepted (not mandated) rules for being a good net citizen (netizen)

· adjust to the style and tone of discussion groups

· be forgiving of other's mistakes

· do not abuse your power

· if you would not do it in real life do not do it in cyberspace

· keep flames under control (flaming is making personal attacks on others)

· look good online (spelling, grammar, and have something worth saying)

· protocols for discussion groups

· remember you are dealing with real people not computers

· respect copyright

· respect other people's privacy

· respect other's time and bandwidth

· share expert knowledge




	Unit & name
	Methods of assessment
	Critical aspects of evidence 
	Element
	Performance criteria

	ICAU1128B Operate a personal computer
Nominal hours:

15 hrs

	How to operate a personal computer, including starting the PC, logging in, using and understanding desktop icons and their links to underlying programs, navigating a directory structure, saving work, printing, closing down the PC.
Assessment will usually include observation of real or simulated work processes and procedures and/or performance in a project context as well as questioning on underpinning knowledge and skills. The questioning of team members, supervisors, subordinates, peers and clients where appropriate may provide valuable input to the assessment process. The interdependence of units for assessment purposes may vary with the particular project or scenario. 


	Assessment must confirm the ability to use software, navigate around the desktop, use system features to perform tasks, and save results of work.
	1. Start the computer 
	1.1 Check peripheral device connections for correct position
1.2   Switch on power at both the power point and computer

	
	
	
	2. Access basic system information 
	2.1   Insert user name and password as prompted and note access, privacy, security and related conditions of use displayed on introductory screens

2.2    Navigate through the operating system to access system information to identify system configuration and application versions in operation

2.3   Use on-line help functions as required

	
	
	
	3. Navigate and manipulate desktop environment 
	3.1   Create and customise desktop icons

3.2   Select, open and close desktop icons to access application programs

3.3   Manipulate application windows and return desktop to original condition

	
	
	
	4. Organise basic directory/folder structure and files 
	4.1   Create and name directories and subdirectories

4.2   Identify attributes of directories

4.3   Move subdirectories between directories

4.4   Rename directories as required

4.5   Access directories and subdirectories via different paths

	
	
	
	5. Organise files for user and/or organisation requirements 
	5.1   Use system browser to search drives for specific files

5.2   Access the most commonly used types of files in the directories

5.3   Select, open and rename groups of files as required

5.4   Move files between directories

5.5   Copy files to disk

5.6   Restore deleted files as necessary

5.7   Erase and format disks as necessary

	
	
	
	6. Print information 
	6.1   Add a printer if required and ensure correct printer settings

6.2   Change the default printer if appropriate

6.3   Print information from an installed printer

6.4   View and delete progress of print jobs as required

	
	
	
	7. Shut down computer
	7.1   Save any work to be retained and close all open application programs correctly

7.2   Shut down computer correctly

	

	2.3 Range Statement - Suggested scope of content -ICAU1128B Operate a personal computer
The Range Statement contextualises the unit of competency and provides a focus for assessment. The information provided is intended to define the scope of assessment and to assist assessors define the performance to be achieved by an individual in the workplace. The Range Statement relates to the unit of competency as a whole. It allows for different work environments and situations that may affect performance. Italicised wording in the Performance Criteria is detailed as follows. 


	VARIABLE
	SCOPE

	Peripheral device 
	May include but is not limited to mouse, keyboard, visual display unit, monitor and printer.

	Computer 
	May include laptops, workstations, servers or other devices. 

	Application programs 
	May include database programs, word processors, email programs, internet browsers, system browsers and spreadsheets. 

	Operating System 
	May include but is not limited to Linux 7.0 or above, Windows 2000 or above, Apple OS X or above. 

	System information 

 

 

On-line help functions

 

 

Attributes
	May include but is not limited to the hardware and software components that run a computer. 

 

An instruction manual or a portion of the manual, integrated into the program.

 

Indicates several properties of the directory. For example, they indicate whether the directory is read-only, whether it needs to be backed up, and whether it is visible or hidden. 

	System browser 
	May include but is not limited to Windows explorer, Konqueror. 

	Disks 
	May include but are not limited to floppy disks, CDs, CD-RW (compact disks-read write), DVD RW, zip disks, flash drives, solid state hard drives. 

	Printer settings 
	May include layout, paper size, paper tray, cartridge type, number of copies, orientation. 

	Information 
	May include but is not limited to documents, test pages, web pages and other output. 
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