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Industry knowledge
In order to competently complete this unit you require an awareness of the following in relation to the ICT industry:
· current trends
· interrelationship with other industries.

In order to competently complete this unit you require an awareness of emerging technologies relevant to the ICT industry and their effect on:
· current work practices
· productivity
· employment
· education and training
· market conditions
· cost effectiveness.

In order to competently complete this unit you require an awareness of the following in relation to the ICT industry:
· statistics
· employment
· income

In order to competently complete this unit you are required to develop skills for:
· basic research
· identification of relevant information
· questioning techniques to obtain information
· sorting, summarising and presenting information
· reading and writing at a level where workplace documents can be written and understood
· clear and precise verbal communication.
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In order to competently complete this unit you should have a basic understanding of the primary role/function of key ICT industry bodies. 
For each of the following ICT industry bodies find the website belonging to the group/organisation (or one describing their role) and then outline the role that each plays within the ICT industry. Include the website URL as well as 
[bookmark: _Toc310415489]Industry stakeholders/associations
NSW Communications ITAB
	URL
	

	Role
	


 Innovation and Business Skills Australia (IBSA) 
	URL
	

	Role
	


Australian Computer Society (ACS) 
	URL
	

	Role
	


 Australian Information Industry Association (AIIA)
	URL
	

	Role
	



CompTIA
	URL
	

	Role
	



Australian Telecommunications User Group (ATUG)
	URL
	

	Role
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Department of Commerce, Information Technology and the Arts (DCITA)
	URL
	

	Role
	



[bookmark: _Toc310415491]Unions/staff associations
Australian Services Union (ASU)
	URL
	

	Role
	



Australian Workers Union (AWU)
	URL
	

	Role
	



[bookmark: _Toc310415492]Other lobbyists/interest groups
software association
	URL
	

	Role
	



internet association
	URL
	

	Role
	



service providers association
	URL
	

	Role
	



users group.
	URL
	

	Role
	




In order to competently complete this unit you require knowledge of service areas (non-trade area where ICT personnel work and provide a service/response, for example call centre, helpdesk, desktop publishing, e-business and website development/maintenance) within an ICT context:
· the role and service(s) offered by each area
· interrelationship between service areas.


	You should demonstrate your knowledge by participating in a class discussion. Make appropriate points in the space above.



In order to competently complete this unit you require a broad knowledge of an organisation in relation to its ICT capacity and the type and extent of ICT assets managed by the ICT area/staff:
· systems
· equipment
· software
· employees
· policies
· procedures
· governance arrangements
· mission/mission statement, values and business
· objectives
· code of conduct
· management structure and lines of reporting.
	You should demonstrate your knowledge and understanding for the points above by completing Task 1



Working in the industry
In order to competently complete this unit you require an awareness of the two broad categories for the ICT workforce:
· ICT specialist
· ICT user.

	In order to develop this awareness use google to search for “define:specialist” and “define:user” select an appropriate definition for each ICT term and paste them in the cells below

	define:specialist

	define:user



In order to competently complete this unit you require an awareness of vocational specialisations in an ICT environment:
	support
	

	website development
	

	networking
	

	programming
	

	testing
	

	systems analysis and design
	

	multimedia
	

	project management
	

	systems administration
	

	database design and development
	

	network security.
	



	In order to demonstrate this awareness participate in the class discussion and complete the table above outlining the role of each vocational specialisation



In order to competently complete this unit you require an awareness of career opportunities and pathways within the ICT industry, as well as other industries where ICT services are required/provided.

In order to competently complete this unit you require a basic understanding of the primary role(s) and duties/services performed of a range of ICT personnel:
	help desk operator
	

	network administrator
	

	hardware technician
	

	web designer
	

	software developer
	

	programmer
	

	desktop publisher
	

	ICT manager
	

	ICT trainer.
	



	In order to demonstrate this awareness you should complete the table above outlining the education, future pathway, approximate salary, primary role and duties/services required of each ICT personnel. 
You may use the websites http://www.jobguide.thegoodguides.com.au/ and http://content.mycareer.com.au/salary-centre/ to assist you in this task. 



In order to competently complete this unit you should be able to demonstrate the personal attributes and work ethics of ICT workers:
· attendance and punctuality
· ethical behaviour
· honesty
· work performance
· taking directives
· attention to detail
· personal presentation and grooming
· attitude
· confidentiality
· consistency of service
· safe work practices.
	You will demonstrate these personal attributes by your approach towards work in your IT class



In order to competently complete this unit you require an awareness of current industrial relations issues affecting the industry.
In order to competently complete this unit you require a basic knowledge of industry employment conditions:
	industrial award
	

	enterprise agreement
	

	workplace agreement
	

	contract.
	



	In order to demonstrate this knowledge, participate in the class discussion and complete the table above describing the features of each employment condition




Workplace relations
Forms of bullying and harassment in the workplace:
	sexual
	

	verbal
	

	physical
	

	psychological.
	



	In order to demonstrate this knowledge, participate in the class discussion and complete the table above outlining behaviours that would be considered inappropriate harassment for each category



In order to competently complete this unit you require a basic understanding of the principles of equal employment opportunity (EEO) legislation:
· Equal Employment Opportunity (Commonwealth Authorities) Act 1987 (Cth)
	




· Equal Opportunity for Women in the Workplace Act 1999 (Cth).
	




In order to competently complete this unit you require a basic understanding of the principles of anti-discrimination legislation:
· Anti-Discrimination Act 1977 (NSW)
	



· Sex Discrimination Act 1984 (Cth)
	



· Racial Discrimination Act 1975 (Cth)
	



· Disability Discrimination Act 1992 (Cth)
	



· Age Discrimination Act 2004 (Cth).
	



Reciprocal rights and responsibilities of employers and employees in relation to EEO and anti-discrimination. 
	In order to develop this understanding research and outline the principles that have been added to law by each of the EEO and Anti-Discrimination Acts listed above 



In order to competently complete this unit you require an awareness of:
· workplace policies and procedures designed to prevent discrimination and harassment in the workplace
· legal ramifications of inappropriate workplace conduct
· recourse in the event of inappropriate conduct 
· reporting complaints
· grievance procedures
· disciplinary action.

	


	In order to develop this awareness visit http://www.industrialrelations.nsw.gov.au/workplace/discrim/index.html and outline in the space above the policies and procedures that should be present in every workplace to prevent, report and discipline discrimination in the workplace. 



[bookmark: _Toc310415493]IT equipment, operating systems and software
In order to competently complete this unit you require a broad knowledge of a range of current industry-accepted:
· hardware
· workstation
· computer
· personal and/or networked
· connectivity devices
· modem
· digital subscriber line (DSL) modem
· switch
· hub
· peripheral devices
· printer
· scanner
· mouse
· keyboard
· storage device(s)
· operating system
· software.

General features, benefits, limitations and application use of a range of hardware and software products.
	In order to demonstrate this knowledge, prepare a brochure or catalogue for a company outlining a variety of hardware, software and peripherals needed by an average organisation to complete daily ICT tasks. 
The brochure or catalogue should include at least the items identifed by the bulleted list above and should identify: 
· product names
· brands
· models
· main features of the products
· uses and limitations.



Definition and understanding of primary role/function of:
· vendor
· current vendors
	To demonstrate your competence in this are you should define the term vendor.

	



	Identify the vendors for the school ICT equipment, outlining the service or product that each provides.

	




Awareness of a range of commonly used vendor products and a broad knowledge of vendor product directions.
	To demonstrate this awareness brainstorm a list of vendors and create a table which lists a range of brainstormed vendors. For each, identify;
· the product or service the vendor supplies, 
· the support the vendor provides and 
· classify each vendor according to products they provide (eg vendors for digital cameras, processors, monitors).


	



	Complete Competency Task 2
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A definition of:
· outsourcing.
	To demonstrate your competence in this are you should define the term outsourcing and identify the advantages and disadvantages of an organisation outsourcing to fulfil ICT requirements.

	



In order to competently complete this unit you require an awareness of the possible need for ‘outsourcing’ to fulfil the ICT requirements of the organisation.
	To demonstrate your understanding in this area you should create a list in the space below of areas where ‘outsourcing’ may be required to fulfil the ICT requirements of an organisation.

	



Policies and procedures for management of ICT in an organisation:
	Policy Type
	Features

	acceptable use (AUP)
	

	internet and access to websites
	

	sending emails
	

	confidentiality
	

	privacy
	

	security
	

	copyright
	

	protection against computer viruses
	

	equipment and consumables -asset management
	

	equipment and consumables -usage
	

	software licensing
	

	site licences.
	



	To demonstrate your understanding in this area you should search the internet for samples of each policy (or procedure) listed above and in the space beside each outline what the features that should be included in each type of policy or procedure.



	Create a sample confidentiality agreement at
http://www.lawdepot.com/contracts/confid/?loc=AU&ad=from_drop_down#questions

	



In order to competently complete this unit you require an awareness of current industry practice(s) used to:
· implement policies and procedures
· monitor compliance of policies and procedures.
	By reading the AUP policy for IT equipment in your school diary and investigating school policies and procedures for management of assets, software licensing and virus protection, outline the methods that the school uses implement, monitor and enforce these policies.

	



In order to competently complete this unit you require a broad understanding of the importance of and standard procedures for:
· conducting hardware and software audits
· maintaining equipment inventories and service/ maintenance schedules and logs (documentation).
	You will demonstrate your understanding in this area by to completing “Task 2 - IT Resource Audit” and answering the following questions about hardware and software audits
1. What are they? 
2. How are audits conducted? 
3. Why are they important?

	



Points to consider when completing work tasks:
· adherence to safety procedures 
· following directions from supervisor
· maintaining personal presentation standards
· adherence to workplace policies
· maintaining personal work space contributing to 
· productive work environment by accepting responsibility for own work and assisting co-workers as required
· checking required materials and equipment are available and meet requirements of the task
· seeking advice/obtain information as required from
· co-workers and supervisor/team leader
· trade personnel
· contractors
· suppliers
· industry/regulatory bodies.
	You will have demonstrated these skills while on work placement and in your daily approach towards using ICT. 



[bookmark: _Toc310415495]Ongoing learning
In order to competently complete this unit you should recognise learning as an ongoing process and acknowledge the need to remain current in terms of knowledge, skills and qualifications.
	Visit the website of the National Training Information Service and look at the page for the training package which you are studying for VET Information Technology - ICA05 
( http://www.ntis.gov.au/Default.aspx?/trainingpackage/ICA05 ). 
View the available qualifications for the training package and describe in the space below a possible study path that you could follow leading to the award of a Diploma qualification.
You should also outline the type of career that this qualification would lead to and the future direction that your career could take.

	



In order to competently complete this unit you require an awareness of sources for current industry information:
	Information Source
	Example of Source for the ICT industry

	industry associations and organisations
	

	unions/staff associations
	

	industry journals
	

	the internet
	

	libraries
	

	reference manuals
	

	policy and procedure manuals
	

	personal observations and experience
	

	industry contacts, mentors and advisors
	

	colleagues, supervisors/team leaders and managers
	

	professional development opportunities
	

	industry functions.
	



	To demonstrate your awareness of Information sources complete the table above by adding examples for each information source relevant to the ICT industry.
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Roles & Responsibilities in IT

Suggested Activities While Viewing


Introduction

1. List the four main areas that the IT industry can be divided into:








1. What is the main focus that a modern corporation takes in its business approach?



1. Describe how the product lifecycle works in with the four main areas identified in Question 1. 







1. What are the two main types of communication that occur between the areas identified in Question 1? Identify a major advantage of each communication method.







Product Development:

1. List the types of jobs available in the area of Product Development:






1. What does an Enterprise Application Integration Consultant do? What sort of qualifications might you require?








1. Identify the sort of tasks undertaken by an EAI consultant.






1. Describe one method that a company such as IBM uses to formalise its support and information sharing within the organisation:





1. Identify the personal qualities required to work effectively as an EAI consultant.





Sales and Marketing:

1. What is the main purpose of product sales and marketing?





1. Identify the types of positions available within product sales and marketing within the IT field:








1. Describe a typical day for a Sales Representative within IBM:





1. Describe the importance of networking and relationships for someone in sales.






1. List the main employment areas available in a large IT company such as IBM:










Support and Review:

1. Identify the range of roles available in the Support and Review area:







1. What is the main purpose of the Support and Review area?





1. Describe typical responsibilities of an Onsite Support Representative:






1. What personal skills are required for a support person?





System Development, Maintenance and Support:

1. What is the main purpose of the system development, maintenance and support area?




1. What sort of qualifications do you need to work in the area of system development, maintenance and support?







1. Why is the capacity to work in a team important in this area?






1. How does the system development, maintenance and support area fit in with the other main IT areas?
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