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BTEC level 3 Award
Unit 1 - Communication & Employability Skills for IT
Scheme of Work for Assignment Tasks
	Task No.
	Lesson Objectives
	Time-scale (weeks)
	What you will have accomplished by completing this task
	Resources you will need

	1
	Assignment setup and Introduction.

1. Prepare your workspace and directory structure for assessment tasks.
2. Set-up hyperlinks to your assessment documents (portfolio and PDP).

3. Download your portfolio template and save with appropriate name.

4. Makes sure your PDP is in the appropriate folder with an appropriate name.

5. Review and understand the assessment tasks.
6. Update your PDP to take into account requirements for the assignment objective.


	1-10 
(for PDP)
1 week for other tasks
	By completing this task you will have accomplished the following:
1. A folder structure and naming convention that is consistent and allows easy access to your work. This will aid assessment and marking of your portfolio.

2. Downloaded all necessary documents and place them in the correct folder with appropriate and sensible filenames.

3. Understood the requirements of the assignment.

4. Updated your PDP to take into account the requirements of the assignment.


	These are some of the resources you will need. You may end-up using more, or different ones.

1. Access to your user area.

2. Your PDP document.

3. The assignment template.

	2
	Employee Attributes.
1. To describe the different types of attributes that employees value and why they value them.

2. To describe the particular attributes that would be expected of RAINBOW staff and their volunteers.

3. To insert this work as evidence in your assignment portfolio.

4. To update your PDP.

	1
	By completing this task you will have accomplished the following:

1. You will understand the types of personal attributes that are valued by employees and why they value them.
2. You will have reviewed and updated your PDP to take into account this tasks requirements.
	These are some of the resources you will need. You may end-up using more, or different ones.

1. Access to your user area.

2. Your PDP document.

3. Your assignment documents.

4. Lawson text book.

5. Internet (search and research)

6. Mindgenius software (optional)

	3
	Effective communication, review and improvements.

1. To prepare and produce a presentation to communicate technical information to a specialist audience.
2. To create a report that reviews, analyses and recommends improvements to your own presentations and of two other people’s presentations as well.

3. To Produce a final, improved version of your own presentation.

4. To provide evidence that the other presenters have improved there presentations based on your (and there) analysis and feedback.

5. To insert this work as evidence in your assignment portfolio.

6. To update your PDP.

	2
	By completing this task you will have accomplished the following:

1. Prepared a technical presentations to an appropriate audience.

2. You will have analysed, reviewed and improved your own work and suggested improvements to two others.

3. Produced improved versions of all your work.
	These are some of the resources you will need. You may end-up using more, or different ones.

1. Access to your user area.

2. Your PDP document.

3. Your assignment documents.

4. Lawson text book.

5. Internet (search and research).

6. Powerpoint presentation software.



	4
	Effective communication-related interpersonal skills, barriers and solutions to barriers.
1. To demonstrate effective communication related interpersonal skills.

2. To describe the potential barriers to effective communication.

3. To explain how barriers to communication can be reduced.
4. To insert this work as evidence in your assignment portfolio.

5. To update your PDP.

	2
	By completing this task you will have accomplished the following:

1. You will have demonstrated effective communication-related interpersonal skills.

2. You will have described some of the potential barriers to effective communication.

3. You will have explained how you can reduced the impact of communication barriers.

4. You will have produced evidence to explain your work, such as a report, a slideshow, a video, a podcast
	These are some of the resources you will need. You may end-up using more, or different ones.

1. Access to your user area.

2. Your PDP document.

3. Your assignment documents.

4. Lawson text book.

5. Internet (search and research).

6. Word processor (question preparation).
7. Video camera (interview evidence).

8. Digital camera (interview evidence).

9. Slideshow software (powerpoint, photostory).



	5
	Using IT tools effectively to aid communications and to explain how to use a specific IT tool effectively to a specialist audience.
1. To use IT tools effectively to aid communications.

2. To explain and use a specialist IT communication channel effectively.

3. To insert this work as evidence in your assignment portfolio.

4. To update your PDP.

	2
	By completing this task you will have accomplished the following:
1. You will have shown how to use IT tools effectively to aid communications.

2. You will have shown how to use a specialist IT communication channel effectively.

3. You will have produced evidence to explain your work, such as a report, a slideshow, a video, a podcast
	These are some of the resources you will need. You may end-up using more, or different ones.

1. Access to your user area.

2. Your PDP document.

3. Your assignment documents.

4. Lawson text book.

5. Internet (search and research).

6. Word processor (report / portfolio).
7. Video camera (evidence of your work, instructions how to do something).

8. Audio recording software (audacity) to create a podcast (verbal instructions).

9. Smart notebook recording software.

	6
	Learning styles and development needs.
1. To explain how individuals can use a knowledge of their learning styles to improve their effectiveness in developing new skills or understanding.

2. To describe ways of identifying and meeting development needs. 

3. To insert this work as evidence in your assignment portfolio.

4. To update your PDP.

	1
	By completing this task you will have accomplished the following:

1. You will have explained what learning styles are.
2. You will have identified the learning style of someone else.

3. You will have produced a document that takes into account the audience and learning styles that are appropriate.


	These are some of the resources you will need. You may end-up using more, or different ones.

1. Access to your user area.

2. Your PDP document.

3. Your assignment documents.

4. Lawson text book.

5. Internet (search and research).

6. Software to produce a booklet (you choose appropriate software).
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