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ETC

The shaded area shows the necessary standard to achieve competency in the required units. 
Criteria used to evaluate assessment.

	ICAU2012A Design organisational documents using computing packages


	A
	B
	C
	D
	E

	1. Design documents to meet organisational needs

2. Access, retrieve and manipulate and save data


	Logo

Letterhead

Letter

Photo story movie

Individual contribution

Oral presentation

Mailmerge

Spreadsheet

Database

Resume

Webpage

Photo manipulation
	Very comprehensive knowledge of organisational documents, application software, file management and business technology.


	Comprehensive knowledge of organisational documents, application software, file management and business technology.


	Basic knowledge of organisational documents, application software, file management and business technology.


	Some knowledge of organisational documents, application software, file management and business technology.


	Has limited knowledge of organisational documents, application software, file management and business technology.



	
	
	Presentation demonstrates a thorough understanding of industry standards in document design, written and oral communication to meet the needs of the organisation.

	Presentation demonstrates a good understanding of industry standards in document design, written and oral communication to meet the needs of the organisation.

	Presentation demonstrates compliance to industry standards in document design, written and oral communication to meet the needs of the organisation.

	Presentation demonstrates some understanding of industry standards in document design, written and oral communication to meet the needs of the organisation.

	Presentation demonstrates limited knowledge of industry standards in document design, written and oral communication to meet the needs of the organisation.


	
	
	High degree of thought, originality and skills used in presentation and creative design.

	Shows originality with use of good skills in presentation and creative design.

	Mostly original with basic skills used in presentation and creative design.

	Some thought, originality and skills used in presentation and creative design.

	Limited thought, originality and skills used in presentation and creative design.


	
	
	Always uses good ergonomic principles


	Nearly always uses good ergonomic principles


	Usually uses good ergonomic principles


	Sometimes uses good ergonomic principles


	Rarely uses good ergonomic principles



	
	
	Free of grammar, spelling and formatting errors

	Few grammar, spelling and formatting errors

	Minor  grammar, spelling and formatting errors

	Many grammar, spelling and formatting errors

	Grammar, spelling and formatting errors impede understanding


	
	
	Individual contribution shows a desire to achieve at a very high level.

	Individual contribution shows a desire to achieve at a 

 high level.


	Individual contribution shows an acceptable level of group participation 


	Limited effort made to include an individual contribution
	No individual contribution.


	ICAU2013A Integrate commercial computing packages
	
	
	
	
	
	

	1. Determine work requirements

2. Produce required data/documents to new format

3. Save and retrieve data with the aid of the help function.
	Identify and use the required software appropriate for the task 1-10


	Excellent knowledge and understanding of features and functions of commercial computing packages.


	Very good knowledge and understanding of features and functions of commercial computing packages.


	Basic knowledge and understanding of features and functions of commercial computing packages.


	Some knowledge and understanding of features and functions of commercial computing packages.


	Limited knowledge and understanding of features and functions of commercial computing packages.



	
	
	Highly developed understanding of the integration of commercial computer packages to produce required tasks including very good ability to understand technical help and internet information


	Well developed understanding of the integration of commercial computer packages to produce required tasks including good ability to understand technical help and internet information


	Basic understanding of the integration of commercial computer packages to produce required tasks including the basic ability to understand technical help and internet information.

	Some understanding of the integration of commercial computer packages to produce required tasks including the some ability to understand technical help and internet information


	Limited understanding of the integration of commercial computer packages to produce required tasks including limited ability to understand technical help and internet information



	
	
	Constantly shows high level of skills in manipulation, conversion and integration of data evidence between commercial application software.

	Successfully shows a high level of skills in manipulation, conversion and integration of data evidence between commercial application software.
.


	Shows basic skills in manipulation, conversion and integration of data evidence between commercial application software.

	Shows some skills in manipulation, conversion and integration of data evidence between commercial application software.

	Shows very few skills in manipulation, conversion and integration of data evidence between commercial application software

	BSBCMN202A Organise And complete daily work activities
	
	
	
	
	
	

	1. Organise work schedule

2. Complete work tasks

3. Review work performance
	Work plan 

Discussion posts

Group negotiation

Evaluation surveys

Adjusted and negotiated

Oral presentation
	Highly developed organisational and planning skills to arrange work priorities.


	Good  organisational and planning skills to arrange work priorities
	Basic level of organisational and planning skills to arrange work priorities.


	. Some organisational and planning skills to arrange work priorities.


	Limited organisational and planning skills to arrange work priorities.



	
	
	Uses technology efficiently to schedule tasks and organise work activities. 


	Uses technology efficiently at most times to schedule tasks and organise work activities. 


	Usually uses technology efficiently to schedule tasks and organise work activities. 


	Sometimes uses technology efficiently to schedule tasks and organise work activities. 


	Limited use of technology efficiently to schedule tasks and organise work activities. 



	
	
	Very effective at working with teams to solve problems and complete scheduled tasks.


	Mostly effective at working with teams to solve problems and complete scheduled tasks.


	Basically effective at working with teams to solve problems and complete scheduled tasks.


	Occasionally effective at working with teams to solve problems and complete scheduled tasks.


	Ineffective at working with teams to solve problems and complete scheduled tasks.



	
	
	When necessary seeks clarification from team members and supervisors and continually uses this feedback for self evaluation to improve work skills
	When necessary seeks clarification from team members and supervisors and almost always uses this feedback for self evaluation to improve work skills
	Mostly seeks clarification from team members and supervisors and uses this feedback for self evaluation to improve work skills
	Sometimes seeks clarification from team members and supervisors and continually uses this feedback for self evaluation to improve work skills
	Rarely seeks clarification from team members and supervisors and rarely uses this feedback for self evaluation to improve work skills

	ICPMM263Access and Use the Internet
	
	
	.


	
	
	

	1. Identify and use local resources

2. Identify and use remote resources
	Download and manipulate attached files

Edit a webpage in notepad.

Compress a file

Unzip files

Microsoft Outlook configured for email. 

Search engines

Research

Send files, download, respond and send.

Download

Sent files

Upload

Files retrieved and sent
	Very good knowledge of how to retrieve information and data from WWW using search engines, emails and help functions


	Good knowledge of how to retrieve information and data from WWW using search engines, emails and help functions


	Sound knowledge of how to retrieve information and data from WWW using search engines, emails and help functions


	Some knowledge of how to retrieve information and data from WWW using search engines, emails and help functions


	Limited knowledge of how to retrieve information and data from WWW using search engines, emails and help functions



	
	
	Very good interpretation of accessed information and data.


	Good interpretation of accessed information and data.


	Basic interpretation skills used to access information and data.


	Some skills at interpretation of accessed information and data.


	Poor interpretation of accessed information and data.



	
	
	Very effective at accessing, retrieving, saving, manipulating, storing and emailing data.


	Effective at accessing, retrieving, saving, manipulating, storing and emailing data.


	Basic skills at accessing, retrieving, saving, manipulating, storing and emailing data.


	Sometimes uses skills of accessing, retrieving, saving, manipulating, storing and emailing data.
	Poor skills at accessing, retrieving, saving, manipulating, storing and emailing data.




Mapping of Units of Competency 

	Integrated Project

	Unit
	Tasks

	ICAU2012A Design organisational documents using computing packages

	1. Design documents to meet organisational needs
	Task 1-10 

	2. Access, retrieve, manipulate and save data
	Tasks 1-9

	ICAU2013A Integrate commercial computing packages

	1. Determine work requirements
	Tasks 1-10 

	2. Produce required data/documents to new format
	Tasks 1, 2,4,5,8,9

	3. Save and retrieve data with the aid of the help function.
	Tasks 1,4,5,7,8,9 

	BSBCMN202A Organise And complete daily work activities

	1. Organise work schedule
	Tasks 6,10

	2. Complete work tasks
	Tasks 6,10

	3. Review work performance
	Tasks 6,10

	ICPMM263Access and Use the Internet

	1 Identify and use local resources
	Task 1-10 

	2 Identify and use remote resources
	1-10
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