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Preface

The curriculum support pack (CSP) has been designed to provide support to the textbook for the
BTEC Firsts in ICT.
The pack has been designed to complement the individual chapters and provide further tasks, activities and articles that will hopefully reinforce learning and further understanding of this subject
matter.
The CSP is designed to provide a range of the following support tools:
•
•
•
•

Exercises and student tasks
Case study material
Group activities
Research activities

The pack has been designed around a series of activities for each of the individual units. The activities
vary in terms of depth and learner expectation; therefore, some activities may provide an instant
refresher to information previously given in class, or they might require students to go and research
additional information or consolidate existing materials. The activities have all been designed to
enable both the tutor and the students’ access to material that is current, relevant and appropriate to
this level of learning. The activities can be easily photocopied or transferred onto transparencies.
To complement the activities, two accompanying CD-ROMs are included; they
contain all of the figures from the related student textbook: BTEC First ICT
Practitioners ISBN: 978-0-7506-8324-1, and the entire CSP as PDFs (printing
within the purchasing institution is permissible).
Disk 1 contains the book figures of Chapters 1–4, and Disk 2 contains the book figures of Chapters 5–7
as well as the complete CSP as PDFs.
It is hoped that tutors will build upon this curriculum support pack and use the initial activities as
a tool for further resource development.
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Unit

1

Using ICT to present information
This chapter will provide students with the knowledge and a range of skills that will enable them
to understand the use and presentation of information in different formats. The presentation of
information can be aided by the use of ICT and applications software. Therefore, this unit will also
address what tools and techniques can provide support for producing a range of documents that
include examples of text, graphics and also presentation material.
Throughout this section, students will be able to demonstrate their ability to produce a range of
different documents that can be used on a formal or informal basis, such as letters, reports and other
business documents.
On completion of this unit, the student should be able to:
1.
2.
3.
4.

understand the purpose of different document types.
understand the basis for selecting appropriate software to present and communicate information.
use commonly available tools and techniques in application packages.
review and adjust finished documents.

To be used with pages 1–48 in ‘BTEC First ICT Practitioners’
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Activity one
Online services
There are a number of online services available to both home and business users. For the following
sets of users, identify three different online services that they could use. When you have identified
the services, complete the following table. You can substitute some of the criteria for your own if
required.
Users:
• Student
• Business that has branches across Europe
• Retired person

Student
Type of service
1
2
3
Benefits of service
1
2
3
Ease of use
1
2
3
Example of service
1
2
3

Business

Retired person
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Activity two
Information uses
Organisations use information for a variety of purposes, as discussed. Complete the table by stating
the use of information, and identify a second example for the scenarios listed:

Scenario

Information use

Another example

A project manager needs to predict
what resources will be needed to
support the project

Forecasting

A company wants to gather
information in order to predict
sales over the next 6 months

A small health food store wants to
expand in the future and acquire
new premises
An organisation uses a set of
measurements and calculations to
design a new automated system
New staff member information is
used to identify seating plans in the
new office
Measurements are taken to
determine the capacity of
machinery loads and make
adjustments accordingly
An employer needs to select a
candidate from the six interviewed
for the job

Unit 1: Using ICT to present information
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Activity three
Verbal communication
Verbal communication is one method of communication used to transmit information. The transmission of verbal information depends on a range of physical and resource factors that include time,
cost, the sender and recipient of the information, the transmission tool and the environment that the
message is delivered in.
1.

Complete the following table by identifying a situation in which you have been, involving that
particular category of verbal communication.

Categories

Negotiating

Persuading

Debating

Delegating

Challenging

Advising

Arguing

Apologising

Example of use

6
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Activity four
Creating a curriculum vitae
A curriculum vitae (CV) is an important document as it provides you with a detailed summary of your
qualifications, skills and achievements (work based, academic or social). CVs are used to complement
applications for a job or for entrance into higher education or training.
There are a number of guidelines about what a CV should have in it, its layout and length but, at
the end of the day, a CV should provide facts and information about your abilities. Generally a CV
should be no longer than two A4 sheets, some stipulate only one, but this can be difficult if you are
experienced and qualified in a number of areas.
A CV is personal and should be unique to you. Some people have different CVs promoting different
skill aspects, depending upon the application. One thing to remember is that your CV may end up
in a pile with another hundred – what will make them read yours?

Tasks
1.

2.

Based on the template headings provided, produce an up-to-date CV. Try and include information
under each heading (if you have never had a job, include any work experience or placements
that you have done).
Write down a list of all of your skills and abilities; identify what you have achieved. You could
produce one academic CV and one work-based CV.

Unit 1: Using ICT to present information
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Curriculum Vitae
Name
Address
Contact Details (telephone and e-mail address)

Date of Birth

Education and qualifications:
Further education details

Secondary school details

Qualifications

Qualifications

Dates
To:

From:

Dates
To:

From:

Dates
To:

From:

Other certificates and/or qualifications:

Employment/Work experience:
Employer details

Responsibilities

Professional memberships:
E.g. BCS (British Computer Society)
Skills and abilities:
E.g. Use of applications software, specify some packages, specify any programming languages that
you can use, state whether or not you have developed or designed anything, e.g. databases, web
sites, etc.
Passed driving test, was team captain, did voluntary work, etc.
Hobbies:
Try and put down a range of activities

References:
Put down the details (name, address and contact details of two referees – usually a teacher and an
employer, or somebody who knows you but is not related)

8
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Activity five
Impact of verbal communication
The impact of verbal communication can be very strong, and can, as a result, change your relationship
momentarily or permanently with the person/people you are speaking to.
1.

Think of a situation where you have been the receiver of verbal communication recently, and
think about how you felt towards the receiver under the following situations:
(i) Being given instructions to carry out a task
(ii) Being congratulated
(iii) Being advised
(iv) Being confided in

Verbal communication is probably the most important and most used form of communication. As a
result, verbal communication has several benefits over other communication methods.
2.
3.

Identify six advantages of using verbal communication over written and visual communication
formats.
Identify any limitations of using verbal communication.

Interviews are a good example of testing how well you communicate verbally, because you have to
present yourself professionally and competently. Your skills of trying to persuade and convince the
interviewer that you are the best candidate for the job are required from the moment you step in to
the moment you walk out.
You are attending an interview for a part-time job within the IT department at your local college,
supporting the help desk. The position requires somebody to work as part of a team to help support
students and staff with queries, software installations and some configurations. The job description
also mentions somebody with possible database and web-based experience.
4.
5.

Draw up a list of topics that you feel you could discuss at the interview in relation to your own
experiences and skills.
What further information might you require at the interview?

Unit 1: Using ICT to present information
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Activity six
Producing written documents
The following are samples of documents that are used in organisations. They include:
• Letters
• Memorandums
• Reports
1.

Using similar templates, produce each of the documents using applications software (do not use
the wizard function).
2. Once the templates have been set up and saved with the appropriate headings for inserting dates,
addresses, subject headings and closure sections, print out a copy of each.
3. Using the information given, complete the template documents and save the new documents as
different files.

Letter content
A formal letter needs to be sent out to:
Mrs. P. Wright
36 Honeypot Lane
Colney
Norfolk
NR12 4ER
The letter is from:
Norfolk Gardening Society
The Priory
Cheddar Way
Norfolk
NR4 9LO
Date: Monday, October 2, 2006
A suitable introductory heading is required to open the letter
Mrs. Wright has won first prize in the Norfolk Gardening competition. She has won £250 of gardening
vouchers and a plaque that will be presented to her in June at the Society’s annual dinner dance. Invitations
are enclosed, with reply requested ASAP.
J. Pillinger
Chair of the Society

