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[bookmark: _Toc443571346]Third Party Observations/Demonstrations
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	BSBITU314: Design and produce spreadsheets

	Assessment
	Third party

	Due date of assessment
	

	Third party’s name
	

	Third party’s position
	

	Third party’s relation to learner
	

	Name of workplace
	

	Third party’s telephone and email
	





[bookmark: _Toc443310635][bookmark: _Toc443571347]Part 1 – Preliminary questions for the third party
	What is your relationship to the learner?
	

	How long have you worked with the learner?

	

	How closely do you work with the learner in the area being assessed?

	

	What is your technical experience and/or qualification (s) in the area being assessed? (Include any assessment or training qualifications.)

	

	In your opinion, does the learner:
· Perform tasks to the industry standards?
· Manage job tasks effectively?
· Implement safe working practices?
· Solve problems on the job?	
· Work well with others?	
· Adapt to new tasks?	
· Adapt to unusual or non-routine situations?
	


        (Please circle yes or no)
Do you understand which evidence/tasks the learner has			Yes		No
provided/performed that you are required to comment on?

Has the assessor explained the purpose of the learner’s				Yes 		No
assessment?

Are you aware that the learner will see a copy of this form?			Yes 		No

Are you willing to be contacted should further verification of this		Yes 		No
statement be required?


[bookmark: _Toc443310636][bookmark: _Toc443571348]Part 2 – Main questions for the third party
Please indicate the type of evidence the learner has provided you with for each criteria:
· Direct – such as an observation of workplace performance by an assessor
· Indirect – such as a portfolio of evidence
· Supplementary – such as supervisor reports.
Please indicate if your observations were real-time (in the workplace) or simulated (demonstrations in a simulated environment).
Please provide your response, based on your observation (direct/indirect/supplementary) in the area marked below – attach an additional sheet(s) if required. In responding, please make sure to specify the manner of observation and address the following, to the extent appropriate:
· What did the learner do?
· When did s/he do it?
· When or over what period of time did s/he do it?
· How did s/he do it?
· What was the outcome?
Remember, as a third party, your information should be purely factual and not represent your opinion on the learner’s competency.


[bookmark: _Toc443310637][bookmark: _Toc443571349]Third party observation
	Tasks 
	Third party response based on observation (direct/indirect/supplementary – please indicate)

	1. Identify spreadsheet task purpose and audience
The learner should:
· Identify purposes of business spreadsheets
· Identify and consider relevant audience characteristics with regards to the development of business spreadsheets.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:



	2. Identify task requirements in relation to data entry, storage, output, timeline and presentation format
The learner should:
· Accurately identify data entry, storage, output, and presentation requirements organisational spreadsheets.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:




	3. Select most appropriate application to produce spreadsheet, in accordance with available resources and organisational policies
The learner should:
· Take relevant factors into account with regards to the selection of spreadsheet applications
· Identify and select spreadsheet applications based upon their merits.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	4. Ensure spreadsheet design suits purpose, audience and information requirements of task
The learner should:
· Identify aspects of spreadsheet design and ensure that they fit in with the purpose, audience and information requirements of spreadsheets that they have been tasked with producing.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	5. Ensure spreadsheet design enhances readability and appearance, and meets organisational and task requirements for style and layout
The learner should:
· Perform tasks in order to ensure that the design enhances readability and appearance
· Fulfil organisational and task requirements which relate to the style and layout of spreadsheets.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	6. Use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements
The learner should:
· Create and save Excel style sheets, following procedures for the use of in-built Excel spreadsheet styles and making changes to applied styles as required
· Demonstrate the use of automatic functions.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	7. Enter data, check and amend to maintain consistency of design and layout, in accordance with organisational and task requirements
The learner should:
· Ensure that data is entered quickly and accurately, organising spreadsheets effectively, using forms, and making the most of  functions and formulas
· Check data within spreadsheets
· Make amendments to data within spreadsheets, altering content directly within cells and via the formula bar.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	8. Format spreadsheet using application functions to adjust page and cell layout to meet information requirements, in accordance with organisational style and presentation requirements
The learner should:
· Use software functions to format and adjust the page and cell layout, including:
· adding borders 
· change the background patterns and colours of cells 
· using absolute and relative cell addresses
· adding/deleting columns/rows
· formatting cells
· sizing columns/rows
· using macros
· utilising shortcuts.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	9. Ensure formulae are tested and used to confirm output meets task requirements, in consultation with appropriate personnel as required
The learner should:
· Demonstrate the ability to test formulae included within spreadsheets, using software functions for evaluation and the checking of errors
· Use formulae in order to confirm that the output meets task requirements, carrying out the process in consultation with any appropriate personnel and identifying the need for changes as necessary.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	10. Use relevant help functions to overcome intermediate-level issues with spreadsheet design and production
The learner should:
· Refer to the relevant help functions for the purpose of overcoming intermediate-level issues specific to spreadsheets.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	11. Select chart type and design that that offers analysis of numerical data, and meets organisational and task requirements
The learner should:
· Select chart types and designs that will enable the valid representation of numerical data within spreadsheet.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	12. Create charts using appropriate data range in spreadsheet
The learner should:
· Create appropriate charts, using the appropriate data range in the spreadsheet, and following the relevant procedures.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	13. Modify chart type and layout using formatting features, adhering to organisational and task requirements
The learner should:
· Make modifications to charts that are created, demonstrating the use of appropriate formatting features, and making changes via the layout tab.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	14. Review and edit final spreadsheet and any accompanying charts, and prepare for delivery in accordance with task requirements
The learner should:
· Preview worksheets and accompanying charts, ensuring that the page margins are checked via the print preview box
· Make any adjustments considered necessary upon previewing, using appropriate software functions
· Print worksheets and charts, following the relevant printing procedures.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	15. Deliver document to relevant audience within designated timelines and in accordance with organisational requirements for speed and accuracy
The learner should:
· Complete assigned data inputting tasks in accordance with designated timelines
· Use data inputting strategies and organise your time effectively, recording deadlines, prioritising tasks, tracking progress, and dealing effectively with any problems.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	16. Name and store spreadsheet appropriately in accordance with organisational requirements and exit application without data loss/damage
The learner should:
· Apply suitable names to spreadsheets, following given rules
· Fulfil given requirements when naming and storing spreadsheets as necessary
· Save and exit spreadsheets, ensuring that data isn’t lost or damaged.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	17. Follow correct ergonomic, conservation requirements and relevant organisational and statutory requirements
The learner should:
· Adopt correct ergonomic, conservation requirements and relevant organisational and statutory requirements.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	18. Produce spreadsheet documents that align to document purpose and appropriate to target audience
The learner should:
· Produce spreadsheets in accordance with established purposes and target audience characteristics.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	19. Design spreadsheets that address a range of data and organisational requirements
The learner should:
· Fulfil organisational and task requirements.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	20. Use software functions, graphics and support materials to create spreadsheets that adhere to organisational requirements relating to style and presentation
The learner should:
· Make appropriate use of automatic functions
· Make appropriate use of graphics and support materials in accordance with organisational requirements.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	21. Use relevant help functions to rectify intermediate-level document issues
The learner should:
· Make use of help functions to overcome any issues that are encountered in the production of spreadsheets.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	22. Produce spreadsheet document in appropriate format for review, including ability to create and modify intermediate-level charts that analyse the dataset
The learner should:
· Format spreadsheets appropriately, ensuring:
· alignment on page
· enhancements to format - borders, patterns and colours
· use of relative/absolute cell references
· any other requirements which may be specified in the design brief.



	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	23. Adhere to designated timelines and requirements for high accuracy
The learner should:
· Make use of these data inputting strategies as appropriate:
· use keyboard and mouse shortcuts
· use the data entry form
· ensure that headings can be seen at all times
· Use these time management strategies as appropriate:
· recording your deadlines
· prioritising your tasks 
· keeping track of your progress
· knowing how to deal with problems that may arise.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	24. Reading
The learner should:
· Recognise and interpret numerical and textual information to determine organisational and task requirements.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	25. Writing
The learner should:
· Input numerical and key reporting information when creating and finalising spreadsheets and use format, layout, style guides and standard naming conventions to organise data according to purpose and audience.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	26. Oral Communication
The learner should:
· Participate in exchange of information to determine whether formulae utilised produce result required.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	27. Numeracy
The learner should:
· Use mathematical equations to create simple formulae and validate numerical data.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	28. Navigate the world of work
The learner should:
· Recognise and follow explicit and implicit protocols and meet expectations associated with own role.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	29. Interact with others
The learner should:
· Collaborate with others to achieve joint outcomes.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	30. Get the work done
The learner should:
· Use advanced features within relevant digital applications to address routine and complex work tasks.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






[bookmark: _Toc443310638][bookmark: _Toc443571350]Third party declaration
To the best of my knowledge and belief, and after making diligent enquiries where relevant, I declare that I the contents of this Third Party Report are true, correct and complete and represent my views. I have not colluded with the learner and have not discussed my responses to the Third Party Report with the learner or anyone acting on behalf of the learner.
Third party’s name:	_______________________________________________________
Third party’s signature:	_______________________________________________________
Date:			_______________________________________________________


[bookmark: _Toc443488395][bookmark: _Toc443571351][bookmark: _Toc443314908][bookmark: _Toc443310641]Assessor’s third party checklist
This should be used by the trainer/assessor to document that observations/demonstrations carried out by the third party are satisfactory, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Have the third party observations been carried out correctly and successfully?
	    Yes         No
    (Please circle)

	Has the third party covered all relevant criteria in their observations?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc443571352]


Assessor Observations/Demonstrations
[bookmark: _Toc443314909][bookmark: _Toc443571353]Assessor observation
	Tasks 
	Observer response based on observation (direct/indirect/supplementary – please indicate)

	1. Identify spreadsheet task purpose and audience
The learner should:
· Identify purposes of business spreadsheets
· Identify and consider relevant audience characteristics with regards to the development of business spreadsheets.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:



	2. Identify task requirements in relation to data entry, storage, output, timeline and presentation format
The learner should:
· Accurately identify data entry, storage, output, and presentation requirements organisational spreadsheets.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:


	3. Select most appropriate application to produce spreadsheet, in accordance with available resources and organisational policies
The learner should:
· Take relevant factors into account with regards to the selection of spreadsheet applications
· Identify and select spreadsheet applications based upon their merits.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	4. Ensure spreadsheet design suits purpose, audience and information requirements of task
The learner should:
· Identify aspects of spreadsheet design and ensure that they fit in with the purpose, audience and information requirements of spreadsheets that they have been tasked with producing.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	5. Ensure spreadsheet design enhances readability and appearance, and meets organisational and task requirements for style and layout
The learner should:
· Perform tasks in order to ensure that the design enhances readability and appearance
· Fulfil organisational and task requirements which relate to the style and layout of spreadsheets.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	6. Use available application functions to ensure consistency of design and layout, adhering to organisational and task requirements
The learner should:
· Create and save Excel style sheets, following procedures for the use of in-built Excel spreadsheet styles and making changes to applied styles as required
· Demonstrate the use of automatic functions.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	7. Enter data, check and amend to maintain consistency of design and layout, in accordance with organisational and task requirements
The learner should:
· Ensure that data is entered quickly and accurately, organising spreadsheets effectively, using forms, and making the most of  functions and formulas
· Check data within spreadsheets
· Make amendments to data within spreadsheets, altering content directly within cells and via the formula bar.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	8. Format spreadsheet using application functions to adjust page and cell layout to meet information requirements, in accordance with organisational style and presentation requirements
The learner should:
· Use software functions to format and adjust the page and cell layout, including:
· adding borders 
· change the background patterns and colours of cells 
· using absolute and relative cell addresses
· adding/deleting columns/rows
· formatting cells
· sizing columns/rows
· using macros
· utilising shortcuts.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	9. Ensure formulae are tested and used to confirm output meets task requirements, in consultation with appropriate personnel as required
The learner should:
· Demonstrate the ability to test formulae included within spreadsheets, using software functions for evaluation and the checking of errors
· Use formulae in order to confirm that the output meets task requirements, carrying out the process in consultation with any appropriate personnel and identifying the need for changes as necessary.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	10. Use relevant help functions to overcome intermediate-level issues with spreadsheet design and production
The learner should:
· Refer to the relevant help functions for the purpose of overcoming intermediate-level issues specific to spreadsheets.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	11. Select chart type and design that that offers analysis of numerical data, and meets organisational and task requirements
The learner should:
· Select chart types and designs that will enable the valid representation of numerical data within spreadsheet.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	12. Create charts using appropriate data range in spreadsheet
The learner should:
· Create appropriate charts, using the appropriate data range in the spreadsheet, and following the relevant procedures.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	13. Modify chart type and layout using formatting features, adhering to organisational and task requirements
The learner should:
· Make modifications to charts that are created, demonstrating the use of appropriate formatting features, and making changes via the layout tab.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	14. Review and edit final spreadsheet and any accompanying charts, and prepare for delivery in accordance with task requirements
The learner should:
· Preview worksheets and accompanying charts, ensuring that the page margins are checked via the print preview box
· Make any adjustments considered necessary upon previewing, using appropriate software functions
· Print worksheets and charts, following the relevant printing procedures.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	15. Deliver document to relevant audience within designated timelines and in accordance with organisational requirements for speed and accuracy
The learner should:
· Complete assigned data inputting tasks in accordance with designated timelines
· Use data inputting strategies and organise your time effectively, recording deadlines, prioritising tasks, tracking progress, and dealing effectively with any problems.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	16. Name and store spreadsheet appropriately in accordance with organisational requirements and exit application without data loss/damage
The learner should:
· Apply suitable names to spreadsheets, following given rules
· Fulfil given requirements when naming and storing spreadsheets as necessary
· Save and exit spreadsheets, ensuring that data isn’t lost or damaged.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	17. Follow correct ergonomic, conservation requirements and relevant organisational and statutory requirements
The learner should:
· Adopt correct ergonomic, conservation requirements and relevant organisational and statutory requirements.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	18. Produce spreadsheet documents that align to document purpose and appropriate to target audience
The learner should:
· Produce spreadsheets in accordance with established purposes and target audience characteristics.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	19. Design spreadsheets that address a range of data and organisational requirements
The learner should:
· Fulfil organisational and task requirements.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	20. Use software functions, graphics and support materials to create spreadsheets that adhere to organisational requirements relating to style and presentation
The learner should:
· Make appropriate use of automatic functions
· Make appropriate use of graphics and support materials in accordance with organisational requirements.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	21. Use relevant help functions to rectify intermediate-level document issues
The learner should:
· [bookmark: _GoBack]Make use of help functions to overcome any issues that are encountered in the production of spreadsheets.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	22. Produce spreadsheet document in appropriate format for review, including ability to create and modify intermediate-level charts that analyse the dataset
The learner should:
· Format spreadsheets appropriately, ensuring:
· alignment on page
· enhancements to format - borders, patterns and colours
· use of relative/absolute cell references
· any other requirements which may be specified in the design brief.



	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	23. Adhere to designated timelines and requirements for high accuracy
The learner should:
· Make use of these data inputting strategies as appropriate:
· use keyboard and mouse shortcuts
· use the data entry form
· ensure that headings can be seen at all times
· Use these time management strategies as appropriate:
· recording your deadlines
· prioritising your tasks 
· keeping track of your progress
· knowing how to deal with problems that may arise.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	24. Reading
The learner should:
· Recognise and interpret numerical and textual information to determine organisational and task requirements.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	25. Writing
The learner should:
· Input numerical and key reporting information when creating and finalising spreadsheets and use format, layout, style guides and standard naming conventions to organise data according to purpose and audience.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	26. Oral Communication
The learner should:
· Participate in exchange of information to determine whether formulae utilised produce result required.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	27. Numeracy
The learner should:
· Use mathematical equations to create simple formulae and validate numerical data.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	28. Navigate the world of work
The learner should:
· Recognise and follow explicit and implicit protocols and meet expectations associated with own role.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:





	29. Interact with others
The learner should:
· Collaborate with others to achieve joint outcomes.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	30. Get the work done
The learner should:
· Use advanced features within relevant digital applications to address routine and complex work tasks.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:







[bookmark: _Toc443488398][bookmark: _Toc443571354]Assessor’s checklist
This should be used by the trainer/assessor to document the learner’s performance during observations/demonstrations, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Have all observations been performed fully and as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient knowledge been displayed by the learner during all observations?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:















	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Learner’s signature
	

	Assessor’s signature
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