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Write routine workplace texts

FSKRDG10
Read and respond to routine workplace information

FSKDIG03
Use digital technology for routine workplace tasks
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Task summary
This task will be completed in the classroom. 
It is made up of three parts:
Part A: Digital technology and workplace documentation relevant to a particular job.
Part B: Using digital technology to complete some tasks you might have to do in the workplace.
Part C: Case studies. 
If you have any issues with any of the activities, talk to your trainer/assessor immediately. 
What do I need to do if I get something wrong?
If your assessor determines that your work is not satisfactory, they will provide written feedback explaining why, as well as timelines for resubmission. 
Part A: 
Task Instructions: 
Read each section on the task and complete in the space provided. Listed below are three different jobs. 
Resources and equipment required to complete this task
Access to the Internet
Access to reference materials
Pen and paper.
When and where should the task be completed?
Your assessor will advise you about the date and time of the task submission and completion. 
What needs to be submitted?
Completed Part A.













Part A: Technology and documents at work
Resources required for this task:
Access to the Internet
Access to reference materials
Pen and paper.
You have just started a new job. You are working in the technology/computer section at a well-known department store. You will be working as a salesperson and will also need to help out at the registers at busy times.
Write down three tasks you think you would need to do if you had this job. For each job, write down the digital technology you would use. Try to think of as many types of technology as you can.
	Tasks
	Digital technology 

	
	

	
	

	
	





What types of information and documents do you think you would use regularly as part of this job? List five types.  
	
	
	
	
	
Write down two types of terminology that might be used as part of this job.  
	
	
A customer has approached you and enquired about a particular brand of mobile phone. They want to ask some questions about it. You go and find a document that will help.
	Networks:
	2G: GSM 850 / 900 / 1800 / 1900; 3G: HSDPA 850 / 900 / 1900 / 2100
4G: LTE

	Screen size:
	5 inches

	SIM card type:
	Micro-SIM

	Loudspeaker
	Yes

	Headphone jack:
	Yes

	Internal storage:
	32GB

	Memory card slot:
	No (no expandable memory)

	Bluetooth
	Yes

	Camera
	Rear-facing: 13 MP; Front facing:  2MP

	Video recording:
	Yes

	Colours:
	White; Black; Silver

	Apps installed:
	Facebook; Email; Web browser; Document Viewer; Voice Command; Dropbox; Google Play Store

	Android OS:
	Jellybean


Tip: you can use the Internet or reference materials to help you with the following questions if you get stuck.
What type of document is this and what is its purpose? What are its features?
	
	
List two groups/types of people who would look at this type of document.
	
	
Write down three items of terminology in the document.
	
	
	
The customer tells you they need a phone that will do certain things. Check the specifications and tick the correct column.
	
	Yes
	No

	‘I need to put a memory card in it because I have a lot of music.’
	
	

	‘My provider says it has LTE. It needs to connect to this.’
	
	

	‘I want a silver one.’
	
	

	‘I already have an iPhone. I want something different.’
	
	

	‘I use speaker phone a lot.’
	
	

	‘I don’t want it to be too big. No bigger than 4.7 inches.’
	
	

	‘I listen to my music on my headphones when I am on the train.’
	
	





Part B: 
Task Instructions: 
Your trainer/assessor is going to give you a variety of tasks to complete. You will need to use the technology available in your classroom to complete the tasks. These tasks will be common activities that you will often need to do in the workplace. 
Resources and equipment required to complete this task
Access to a computer 
Access to email software
Access to a printer
Pen and paper
Access to a photocopier and consumables (ie paper, staples etc)
Access to workplace photocopier/copying procedures.
When and where should the task be completed?
Your assessor will advise you about the date and time of the task submission and completion. 
What needs to be submitted?
Completed Part B.

Part B – Using technology
1. Email task:
Your trainer/assessor is going to give you a short, handwritten note. The note will contain the following information:
The name of a customer
Their email address
A brief message.
You will need to do the following:
Organise the technology you need to do the job (computer and printer)
Make sure the equipment is switched on and there is paper in the printer
Open the email program on the computer (your trainer/assessor will tell you which one)
Create a new email and correctly address it 
Write an email that is clear and details everything that is in the note – remember this is an email to a customer and has to be polite and courteous (using a suitable greeting and farewell)
Make sure the font and font colour you use is suitable (ie colour, size, type etc).
Print out your first draft of the email. Check it for the following:
Are there any spelling or grammatical errors (mark them on the print out)? Use the spell check feature but make sure you also read the document and check it yourself – spell check does not always pick up on the differences between words (ie which and witch, there, their and they’re). You can use a dictionary if you wish.
Does it make sense (mark anything that is not clear)?
Is all of the information on the note detailed in the email (write on the printout anything you have missed)?
Have you used vocabulary appropriate to the type of document (ie not too formal, but not overly causal either – check your greetings and the words you have used). 
Make changes to your email according to the notes you made.
Print out your final draft, even if you did not find any errors in your first draft.
Send the email.

Now give both the print outs to your trainer/assessor so they can check your work to make sure it makes sense, is clear and easy to read and suits the intended audience (ie the customer).
Have a short (no more than 3 minute) talk with your trainer/assessor and tell them how you found the task. Was there anything you found really easy? Did you find it hard to get all the information into a professional email for the customer?
Your trainer/assessor will give you some feedback on your email. Feel free to ask your trainer/ assessor questions if any of their feedback is not clear.
Photocopying task:
Your trainer/assessor will organise access to a digital photocopier for this task. They will also get a copy of the RTO’s procedures relating to the use of the photocopier. 
As part of this task you will be given a variety of documents. You will need to do the following:
Read and follow the procedures provided. 
Use the document feeder to make two copies of one document and:
Collate the copies
Print each copy double sided
Print the first set in black and white
Print the second set in colour
Staple the first printed set
Hole punch the second printed set
Copy a single page using the scan plate on top of the machine
Scan a single page and send it to email. 
Open the machine and remove a toner cartridge.
Replace the toner cartridge. 
Fill up one paper tray.

Make sure you keep your documents organised during the task and don’t lose any of them.
If you are unsure about anything during this task, talk to your trainer/assessor. They will watch you as you use the photocopier. 
When you have finished your tasks, write your name on each document and hand them in to your trainer/ assessor.
Have a short (no more than 3 minute) talk with your trainer/assessor and tell them how you found the task. Was there anything you found really easy? Did have any difficulty operating the photocopier? Did you understand the procedure provided?
Your trainer/assessor will give you some feedback on your work. Feel free to ask your trainer/ assessor questions if any of their feedback is not clear.


Part C: 
Task Instructions: 
Complete the case studies in the space provided. 
Resources and equipment required to complete this task
Access to the Internet
Access to reference materials
Pen and paper.
When and where should the task be completed?
Your assessor will advise you about the date and time of the task submission and completion. 
What needs to be submitted?
Completed Part C.

Part C – Case studies
1. Your best friend Jerry sends you a text message at 2.15pm. You read it and see that he is telling you to check your Facebook page.
Jerry has posted a video for you to watch. He says it is not safe for work but you play the video anyway. 
You find it really funny – it is about an angry customer at a store who is abusing the worker. There is lots of shouting and swearing in the video. 
One of your colleagues sticks their head over the petition between your desks and tells you to stop playing the video because you could be in lots of trouble if the boss finds out.
What workplace policies and procedures do you think you might be breaching here?
	
	
	
	
	

One of your favourite American TV shows is in its final season. You and a bunch of your colleagues are big fans of the show. The final episode ever is due to screen in America this morning. You know it will be available to download (illegally) from the usual sources after lunch.  
You bring your laptop to work and connect to your workplace’s wireless network. Your workmates are so excited – someone even says they are going to put their headphones on and watch it at their desk.
No one but your colleagues are aware you are doing this.
What workplace policies and procedures do you think you might be breaching here?
	
	
	
	










Assessment Checklist

	In this task, did the student:
	Completed successfully
	Comments

	
	Yes
	No
	

	Part A: Technology and documents at work

	Identify tasks required of the IT salesperson?
	
	
	

	Identify digital technology that would be used by the IT salesperson?
	
	
	

	Identify information and documents that would be used by the IT salesperson?
	
	
	

	Identify terminology used as part of the job?
	
	
	

	Identify features of the provided document?
	
	
	

	Identify the audience of the document provided?
	
	
	

	Identify terminology used in the document provided?
	
	
	

	Read and interpret product specifications to identify if they meet customer needs?
	
	
	

	Part B: Using technology – email task

	Use a computer and email application to write an email to the customer?
	
	
	

	Correctly interpret the information in the handwritten note?
	
	
	

	Write an email that is:
· Clear
· Contains all details in the note
· Does not contain spelling or grammatical errors
· Written to suit the audience and purpose of document?
	
	
	

	Check the email and make notes regarding any errors or issues?
	
	
	

	Make changes to ensure email is appropriate?
	
	
	

	Submit the draft and final versions?
	
	
	

	Part B: Using technology – photocopying task

	Read and understand procedures provided?
	
	
	

	Use the photocopier safely and correctly to:
· Make two copies of one document
· Collate copies
· Print documents double-sided
· Print one set in black and white
· Print second set in colour
· Staple first set
· Hole punch second set
· Copy a single page
· Scan a single page and send to email
	
	
	

	Safely remove and reinstall a toner cartridge?
	
	
	

	Fill one paper tray?
	
	
	

	Submit all printed documents?
	
	
	

	Review their performance with their trainer/assessor?
	
	
	

	Part C: Case studies

	Identify policies and procedures that may be breached by viewing the video?
	
	
	

	Identify policies and procedures that may be breached by downloading the television show?
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