IT Keyskills level 3 requirements

To meet the portfolio requirements you must complete the following tasks

1. Prepare and deliver a presentation about a foreign city of your choice.

2. Write one of the following documents based on material gained by searching the internet

· Article for Radio Times, promoting an episode of the ‘Holiday’ programme, to focus on the city featured in presentation.

or

· The introduction to a chapter from a travel guide (mainstream or      alternative), to the city in presentation.

You will support the completed tasks with an appendix, which will provide evidence to show that you have used IT at level 3 to complete the tasks. The following table is a guide to the kind of things that will be contained in your appendix. You can include printed sheet or prints of screenshots in your appendix and these can annotated by hand or written on using a word-processor. Make sure that your appendix contains evidence for each section of the criteria – in other words you should be able to specifically point an assessor at evidence demonstrating each bullet point on the criteria.

Criteria
Suggestions of work/ Evidence you could provide

IT3.1

· plan how to obtain and use the information required to meet the purpose of your activity;

· choose appropriate sources and techniques for finding information and carry out effective searches; and

· make selections based on judgements of relevance and quality.
· A description of the substantial activity and tasks.

· A plan for obtaining and using the information required.

· Print-outs of the relevant information with notes of sources compared and used.
· Notes on how you made searches and selected information e.g. Search engine results

· Examples of information found and discarded.

IT3.2

· enter and bring together information in a consistent form, using automated routines where appropriate;
· create and use appropriate structures and procedures to explore and develop information and derive new information; and

· use effective methods of exchanging information to support your purpose.

· Print-outs, with notes, or a record from an assessor who observed your use of IT, showing how you have exchanged, explored and developed information and derived new information.

· Notes of automated routines. (Style sheets for write up AND/OR PowerPoint automated timings AND/OR macros used)

· Spreadsheet with formula showing for e.g. conversions between currencies

· Transfer of data to graphs packages – 

· Printouts of emails to people

IT3.3 

· develop the structure and content of your presentation, using others’ views to guide refinements, and information from different sources;

· present information effectively, using a format and style which suits your purpose and audience; and

· ensure your work is accurate and makes sense
· Presentation ‘pilot’ feedback form
· Working drafts, or a record from an assessor who observed your screen displays, showing how you developed the presentation using information from different sources 

· Spellchecking / proof reading screen shots
· Print-outs or a static or dynamic screen display of your final work, including examples of text, images and numbers.
· Presentation notes/printouts discs / write up

· writing task

Presentation ‘pilot’ feedback form

To be filled in by the person giving the presentation
To be filled in by the person giving feedback on the presentation

Date:

Time:

Presentation By:

Feedback Provided By:

Comments on Structure and content of presentation:



Refinements to be made to presentation
















































