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Candidate Details
[bookmark: _Toc429661801]Assessment – BSBITU307: Develop keyboarding speed and accuracy
Please complete the following activities and hand in to your trainer for marking.  This forms part of your assessment for BSBITU307: Develop keyboarding speed and accuracy
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed.  We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________


[bookmark: _Toc429661802]Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT    (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc360624850]Assessor Signature:		________________________________________________________
Observation/Demonstration
Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You will need to demonstrate you can:
1. Check accuracy
2. Identify and develop keyboard skills
3. Use safe work practices
You will also need to show the following skills:
· Reading
· Writing
· Navigate the world of work
· Get the work done
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[bookmark: _Toc429403355][bookmark: _Toc429661804]Activity 1A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to adjust workspace, furniture and equipment to suit ergonomic requirements

	Activity
	1. Describe in detail how you would adjust a new workspace.













2. How would you change your workspace if your wrists were hurting?














3. What problems can light cause and how would you deal with these?
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Activity 1B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to ensure work meets organisational and work health and safety (WHS) requirements for computer operation

	Activity
	1. What are your workplace health and safety responsibilities as an employee?












2. How can employees improve their own safety?















3. What might be WHS officers’ responsibilities?
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Activity 2A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to identify and apply keyboard functions for both alpha and numeric strokes

	Activity
	1. Explain the functions of the three types of keys and where they are located.
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	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to apply touch-typing technique to complete tasks

	Activity
	1. What is an advantage of touch typing over ‘hunt and peck’ typing?


















2. In a session or in your own time, practise touch typing for half an hour. Transcribe a book or magazine.

Learn where the keys are located without looking before attempting to build up speed and use the correct finger for each key.
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Activity 2C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to develop speed and accuracy in accordance with workplace requirements for level of responsibility

	Activity
	1. In a session or in your own time, practise increasing your speed and accuracy while touch typing for half an hour.
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Activity 3A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to check accuracy

	Activity
	1. What should you look for when proofreading?














2. Should you use spellcheck when proofreading?















3. When amending the document, how might you increase your concentration?
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Skills and Knowledge Activity
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:

· Reading
· Writing
· Navigating the world of work
· Getting the work done
· Key provisions of work health and safety (WHS) legislation that impact developing keyboard skills
· Ergonomic requirements applicable to developing keyboard skills

Answer each question in as much detail as possible, considering your organisational requirements for each one.

1. Adjust your workspace so it is suitable to work at safely. Explain what changes you made or would make given the opportunity.

2. What would you do if the workplace wasn’t suitable to work at?

3. Type the paragraphs below quickly and accurately using touch typing skills. Proof read it, correct errors and print the document. Attach it to this workbook.

Check the document carefully before you hand it in. It may not be checked agaon before it is sent out to a customer or shown to management, soo it is you’re responsibility to make sure that itis accurate and mistake-free.

Where possibility, it is advisable to leave the document a while before proofreading it. this will allow you to look at it with ‘fresh eyes” having forgotten what it is supposed to say, which will alllow you to notice mistakes. A daye is preferable, but an hour is also acceptable. Some typists also prefer to swap with a partner to achieve the same effect 

Proofread the the document multiple times. Focus first on speelings and then on grammatical mistakes.

Remember that mistakes will present a Negative view of your work and make you look un-professional. Even if your work is 99% mistake free, the 2% of mistakes will stand out. 
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – your instructor will let you know whether you will complete it during class or in your own time.
Attach your completed answers to the workbook.
You must individually, answer the following questions in full to show your competency of each element:
1. Use safe work practices
2. Identify and develop keyboard skills
3. Check accuracy

1. How can you reduce injuries caused by repetitive actions such as typing?

2. How should supervisors avoid overloading employees with work, causing WHS problems?

3. Explain touch typing, and why it increases speed.

4. Why is accuracy important? Give relevant examples.

5. How can you improve your proofreading abilities?

6. Why is it important to correct mistakes in documents?
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