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	SUGGESTED STUDENT ACTIVITIES: INFORMATION TECHNOLOGY


Qualification: ICA20102 Certificate II in Information Technology or ICA30105 Certificate III in Information Technology
Please confirm with the student which qualification they are studying.

Teachers delivering this course and workplace supervisors who have hosted their students recommend any of the following activities for students to complete during work placement. This is not a finite list – you may wish to offer other suitable activities relevant to the course.

Talking with the student should help reveal the student’s level of confidence and maturity; their current strengths, their preferred competencies to work on and perhaps some areas to improve. The Student Placement record can also assist. NB: The activities include degrees of independent work – instruction and supervision must still be provided for the student.
Suggested activities include:

· Create IT solutions for the workplace: memos, faxes, letterheads, emails, reports, web pages.

· Obtain a copy of the OH&S policy especially the section relating to ergonomics and minimum space requirements. Design an office plan, showing the most appropriate location for equipment and furniture.

· Follow the maintenance procedures for a piece of equipment while conducting maintenance.

· Install software and hardware components as directed by the supervisor.

· Conduct a system check and perform an anti-virus check using appropriate software tools.

· Prepare a maintenance schedule for a piece of hardware.
· Prepare a mail merge document and prepare and send faxes, emails, memos and letters using a word processing program.

· Produce graphs of product sales and stock supplies using a spreadsheet program.

· Set up a database of the organisation’s clients – use to produce reports on contracts, spare parts, client details etc.

· Undertake a stocktake of paper, printers, cartridges etc. Use the data to compile a database.

· Create a PowerPoint, Flash or web presentation.

· Interview employees as to career pathways and qualifications.

· Observe, follow and document OH&S guidelines as well as signage for employees and customers.

Employability skills for Certificate II

	Employability skill 
	Industry requirements for this qualification include: 

	Communication 
	· providing client support using verbal and non-verbal communication

· reading and writing basic workplace documents and technical manuals 

	Teamwork 
	· reporting detected destructive software to appropriate persons

· seeking feedback from users of new or upgraded technology 

	Problem-solving 
	· configuring operating systems to suit the working environment

· solving organisational problems by applying technology 

	Initiative and Enterprise 
	· selecting appropriate software and file formats for an activity 

	Planning and Organising 
	· identifying work to be completed and then prioritising tasks

· planning and organising the selection, manufacture and siting of hardware 

	Self-management 
	· establishing own work schedule and taking responsibility for own outputs in work and learning

· following occupational health and safety standards and organisational policies to avoid injury or illness 

	Learning 
	· acquiring and using new or upgraded technology skills to enhance learning

· having a basic knowledge of current industry accepted hardware and software products 

	Technology 
	· selecting, installing and using computer software and hardware 


Employability skills for Certificate III
	Employability skill 
	Industry requirements for this qualification include: 

	Communication 
	· communicating with clients to determine requirements and ensuring that requirements are met

· interpreting software manual instructions 

	Teamwork 
	· contacting operating system vendors to obtain technical specifications and system requirements

· submitting developed user documentation to the target audience for review 

	Problem-solving 
	· determining the uses and audience of a simple mark-up language document

· troubleshooting the operation of macros 

	Initiative and Enterprise 
	· assessing and recording information from various sources

· identifying and applying skills and knowledge to a wide variety of contexts

· investigating and documenting solutions to client problems 

	Planning and Organising 
	· planning for the implementation of software changes by seeking technical and client information and organising the process 

	Self-management 
	· taking responsibility for own and others’ outputs in working and learning 

	Learning 
	· adopting and transferring skills and knowledge to new environments

· providing one-to-one instruction for clients about operating system software

· reviewing client feedback and identifying areas for improvement 

	Technology 
	· selecting, installing and using computer software and hardware 
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