Edexcel BTEC Level 3 Subsidiary Diploma/Diploma in Information Technology (QCF)

Unit 1: Communication and Employability Skills for IT


[image: image1.jpg]


                      
Featherstone High School

	Assignment Launch Date
	22/9/2011

	Hand in Dates
	Assignment 1 
	26/09/2011            

	
	Assignment 2
	03/01/2011

	
	Assignment 3
	22/10/2011           

	
	Assignment 4
	10/11/2011           

	
	Assignment 5
	24/11/2011           

	
	Assignment 6
	08/12/2011             

	
	Assignment 7 
	03/01/2011           


Unit 1: Communication and Employability Skills for IT 
	GRADING CRITERIA

	To achieve a pass grade you must show that you are able to:
	To achieve a merit you must show that you are able to:
	To achieve a distinction you must show that you are able to:

	P1 explain the personal attributes valued by employers
	M3 explain how an awareness of learning style can aid personal development.
	

	P7 produce a personal development plan
	
	

	P8 follow a personal development plan
	
	D2 review progress on a personal development plan, identifying areas for improvement.

	P2 explain the principles of effective communication
	
	

	P4 demonstrate a range of effective interpersonal skills
	
	

	P3 discuss potential barriers to effective communication
	M1 explain mechanisms that can reduce the impact of communication barriers
	

	P5 use IT to aid communications
	
	

	P6 communicate technical information to a specified audience
	M2 review draft documents to produce final versions
	D1 evaluate interpersonal and written communications techniques


By the end of this unit you will:-

· Understand the personal attributes valued by employers

· Understand the principles of effective communication

· Be able to use IT to communicate effectively

· Be able to address personal development needs

Explanation of the unit

This is the core unit for all BTEC National qualifications (Subsidiary Diploma/Diploma). 

Non-technical skills and attitudes, known as soft skills, are key to employability as well as the technical skills and knowledge required for specific jobs in IT. In this unit learners will come to appreciate the soft skills they need to develop to become effective employees.

Communication skills are key to success in any sector but are particularly important in highly technical sectors such as IT where the language used can become full of jargon. It is important that learners are able to communicate with non-technical staff and understand when different types and vehicles of communication are appropriate.

Through this unit learners will be able to improve their general communication skills and ensure that they understand how to exploit specific application packages and tools.

All individuals, whether learners or employees, must accept the need for continual self-development to maintain their effectiveness. For this reason, learning outcome 4 involves the use of personal development plans which can be used to capture and track training needs, and the accumulation of new skills and knowledge.
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Introduction to scenario

You have just joined the staff at Techie Finder, a specialist IT recruitment agency in Ealing. The agency recruits permanent employees for a range of blue chip organisations. It undertakes recruitment campaigns on behalf of these companies and also finds employment for individuals signed up to the agency looking for work (including providing advice and training for those looking for work). Your job is to provide support and training for those seeking work and also to assist in publicity and recruitment campaigns on behalf of the agency.

Assignment 1 - Employee Attributes - What are Employers looking for? 
(P1 explain the personal attributes valued by employers)
(M3 explain how an awareness of learning style can aid personal development.)
You are helping to run an induction day for job seekers who have just joined the agency and have been asked to produce a PowerPoint presentation explaining the personal attributes valued by employers. State what each skill is and explain why it is valued.
P1 guidance – taken from unit content

Specific attributes: job-related eg technical knowledge; good working procedures eg health and safety, security; work attitudes

General attributes: skills eg planning skills, organisational skills, time management, team working, verbal skills, written communication skills, numeracy, creativity

Attitudes: preferred eg determined, independent, integrity, tolerance, dependable, problem-solving, leadership, confidence, self-motivation

You have received an email from your manager asking you to cover learning styles in your training session. Include a section in your PowerPoint explaining how an understanding of learning style can help personal development.
M3 guidance 

Learning styles: 

•
systems (eg Felder Silverman Learning Styles Model -active or reflective, sensing or intuitive, visual or verbal, sequential or global);

•
identification of preferred style;-  (include links to online questionnaires)
•
knowing own; 

•
understanding others

•
How to use your learning style to develop skills, knowledge and acquire a better understanding of tasks including understanding others


Assignment 2 - Personal Development Plans 
(P7 produce a personal development plan, P5 part Use IT tools to aid communications, P8 follow a personal development plan, D2 review progress on a personal development plan, identifying areas for improvement.)
As part of your own professional development your manager has asked you to produce a Personal Development Plan (PDP) identifying your strengths and development areas. See P7 guidance for the different methods of identifying needs.

P7 guidance – taken from unit content

Identification of need: formal reports eg appraisal meeting notes, customer feedback, performance data; self-assessment (personal development planning)

You have been asked to set yourself targets (short, medium and long term) to address your development needs relating to use of ICT in small businesses. Create and follow an action plan that can be followed to ensure you meet these targets. Arrange a meeting with you tutor to discuss your targets and action plan. 

A PDP template has been provided in appendix 1 for you to use. 
P7 guidance – taken from unit content

Records: target setting; appraisal records

Using a suitable specialist communication channel (blog, vlog) to review the progress against  your personal development plan and identify areas for improvement. (4 reviews at least) Complete independently throughout the unit - add new action points on your PDP as necessary. See below for methods of addressing needs.
P7 guidance – taken from unit content

Addressing needs: methods eg job shadowing, team meetings, attending events, training eg external, internal
Assignment 3 – principles of effective communication 
(P2 explain the principles of effective communication​​​​​​​​​​​​​​​​)

Communication is crucial when seeking employment. Produce a set of posters for job seeker advising on the principles of effective communication. 
P2 guidance – taken from unit content

For P2, learners must explain the principles of effective communication. The principles are outlined in three subsets – general skills, interpersonal skills, written communication skills. Learners should address each of these areas, choosing three points from each to discuss.
General communication skills: 

•
cultural differences; 

•
adapting eg modulating voice, terminology, format;

•
accuracy; 

•
engaging audience eg changing intonation, use of technology; question and answer

Communicate in writing: 

•
guidelines; 

•
‘smileys’ or emoticons, key messages eg letter, fax, email; 

•
grammar; 

•
spelling; 

•
structure; 

•
identifying relevance; 

•
proofreading; 

•
alternative viewpoints; 

•
note taking; 

•
capitalisation
Interpersonal skills: 

•
methods eg verbal exchanges, signing, lip reading; techniques and cues eg body

•
language, use of intonation; 

•
positive language; 

•
negative language; 

•
active engagement eg nodding,

•
summarising, paraphrasing; 

•
barriers eg background noise, distractions, lack of concentration; 

•
types of question eg open, closed, probing; 

•
speed of response

There is no requirement to laboriously explain every example given in the content
_______________________________________________

Assignment 4 - Interviews 
(P4 demonstrate a range of effective interpersonal skills, D1 evaluate interpersonal communications techniques)
You are organising a training course for employers on effective recruitment interviews. You will be working in groups of three, each writing a recruitment interview script and then taking it in turns to be the interviewer, the interviewee and the observer. When you are the observer you need to video the interview you are observing and provide constructive written feedback for both the interviewer and the interviewee on their performance.
Task 1 (P4)

Prepare at least ten questions, the questions should be varied in style i.e.:- open, closed and multiple choice. They should bring out further, the required skills and requirements for the job.

When your group is ready, carry out the interviews, the results of your role in all three positions will be needed for task 2. (Your teacher will use appendix B to record your interview skills.)
Task 2 (D1 part)
As the observer you need to analyse both the interviewer and the interviewee on:

· Clarity of speech

· Voice intonation

· Eye contact

· Body language

(Use appendix B as a guide as to how you might record your observations.) 
Assignment 5 - Barriers to Communication 
(P3 discuss potential barriers to effective communication, M1 explain mechanisms that can reduce the impact of communication barriers​​​​) 

Task 1 (P3)

An online discussion forum has been set up between you and a group of job seekers who would like to know barriers of communication.  Participate in the discussion topic ‘potential barriers to effective communication’. Your contribution will be taken as evidence for P3.
P3 guidance

In your discussion include:


Diverse audience

Background noise


Wrong style (language used)

Culture differences

Body language

Distractions and Interruptions

Task 2 (M1)
Following the discussion forum your manager has asked you to write a short report summarising the discussion and explaining the mechanisms that can be used to reduce the impact of communication barriers. You could present the information in the form of a table addressing the effectiveness of methods to reduce communication barriers that were discussed in the forum.
Assignment 6 - Communication Skills – Promotional
(P5 Use IT tools to aid communications)

The agency is undertaking an advertising campaign to increase the number of job seekers signing up. You have been tasked to produce a poster advertising the agency and giving information to potential new recruits. 
Use suitable IT tools to make it appropriate for job seekers. 

P5 guidance 

Ensure you have the address and contact details of the recruitment agency. Your poster must be A4 or A5 and contain the company logo.
Assignment 7 - Communication Skills - Technical Document 
(P6 communicate technical information to a specified audience, M2 review draft documents to produce final versions, and D1 part evaluate written communications techniques)
There is an increasing use of online, collaborative tools in business. In order to give your clients an edge in their job seeking you need to provide training material in how to use such tools. 

Task 1 (P6)
Produce a user guide for your fellow colleague for a Google application. This should include instructions on how to use the application and examples of how they can use it in a business. Mention how much storage space is given to each person and how much a business user will have to pay. State your source of information. Also include your personal opinions about how useful you have found the application to be and if it’s good value for money. 
P6 guidance 

The user guide must have clear and simple structure with easy to follow steps
Task 2 (M2)

Review and amend your user guide by spell checking and proof reading it. (Keep annotated copies showing evidence of using thesaurus, spell checks.) 

As evidence of your proofreading ability should show that you have proofread the work of two other people. (Keep annotated copies showing evidence of using thesaurus, spell checks.) 

Task 3 (D1 part)

Critically review the user guide produced by two other people highlighting positive aspects and providing constructive feedback on how their work could be improved. 

Appendix A
Assignment 2 – Personal Development Plan (P7 and P8)
Short term target: few months from now. 

Deadline:
How can I achieve it (methods)?: 
How will I measure success?:
Actions to be carried out to achieve targets:
	Action points
	By when?
	Done (Y/N) / comment

	
	
	

	
	
	

	
	
	

	
	
	


Medium term target: 2 years from now
Deadline:
How can I achieve it (methods)?:
How will I measure success?:
Actions to be carried out to achieve targets:
	Action points
	By when?
	Done (Y/N) / comment

	
	
	

	
	
	

	
	
	

	
	
	


Long term target: 6 years from now
Deadline:
How can I achieve it (methods)?:
How will I measure success?:
Actions to be carried out to achieve targets:
	Action points
	By when?
	Done (Y/N) / comment

	
	
	

	
	
	

	
	
	

	
	
	


Academic Qualifications

	Qualification
	Link to targets
	Achieved
	Target Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix B
Featherstone High School

Level 3 BTEC Nationals for IT Practitioners
Unit 1: Communication and employability skills for IT
Assignment 4:  Interviews
Student name:  
I agree that I have seen the learner demonstrate effective communication-related interpersonal skills, in the role of both interviewer and interviewee

	Criteria
	Excellent 
	Good
	O.K
	Poor
	Comments with examples

	Positive body language 
	
	
	
	
	

	Appropriate language used to answer and ask questions
	
	
	
	
	

	Paying attention and demonstrating active engagement 
	
	
	
	
	

	Appropriate questions asked which varied in type 
	
	
	
	
	

	Appropriate speeds of response
	
	
	
	
	


I am happy that the learner has met the requirements for P4 during the course of this activity.

Assessor’s name: Miss B Begum
Signature:
Date:
Featherstone High School
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