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Competency Standards for Caribbean Vocational Qualifications (CVQ) 
 
 
CCITI30303  Level III Web Programming  
 
Unit Number Unit Title Mandatory 

/Elective 
Hours 

ITICOR0021A Apply Occupational Health and Safety procedures Mandatory 10 
ITICOR0031A Work effectively in an Information Technology environment Mandatory 10 
ITICOR0041A Communicate in the workplace                                                     Mandatory             10
ITICOR0051A Participate in a team or individually to achieve 

organisational goal 
Mandatory 10 

ITICOR1341A Interact with clients                                                       Mandatory           10 
ITICOR0231A Operate a personal computer Mandatory 20 
ITICOR0241A Operate a word processing application (basic) Mandatory 20 
ITICOR0471A Access the Internet Mandatory 20 
ITICOR0271A Send and retrieve information via the Internet Mandatory 20 
BSBSBM0012A Craft personal entrepreneurial strategy Mandatory 50 
ITIWEB1121A Use a web authoring tool to create a simple web page Mandatory          20 
ITIWEB0162A Writing for the World Wide Web Mandatory          20 
ITIDAT0282A Locate and evaluate online information Mandatory 20 
ITIDAT1082A Operate a word processing application (advance) Mandatory 20 
ITIDAT0212A Use advanced features of computer applications Mandatory           20 
ITINET1372A Install software applications Mandatory 20 
ITIDAT0252A Design organisational documents using computing 

packages 
Mandatory 20 

ITINET1362A Connect hardware peripherals Mandatory 20 
ITIWEB0722A Create a simple mark-up language document       Mandatory           45 
ITIWEB0962A Develop cascading style sheets (CSS)                                          Mandatory            30 
ITIWEB0412A Create web pages with multimedia Mandatory 20 
ITIWEB0492A Apply a web authoring tool to develop web document Mandatory 30 
ITIDBO0832A Use SQL to create database structures and manipulate data      Mandatory            30
ITIWEB0743A Produce client-side script for dynamic web pages Mandatory           30 
ITIWEB0813A Create dynamic web pages Mandatory 25 
ITIWEB0793A Create a Common Gateway Interface (CGI) script Mandatory 20 
ITIWEB1923A Transfer content to a website using commercial applications       Mandatory            10
ITIWEB1053A Integrate a database with a website Mandatory 20 
ITIDAT0163A Coordinate and maintain teams Mandatory 20 
ITIDAT0073A Maintain ethical conduct Mandatory 20 
ITIDAT0143A Prepare technical documentation Mandatory 20 
ITIDAT0103A Create user and technical documentation Mandatory 20 
ITIDAT2073A Confirm client business needs Mandatory 20 
ITIDAT2063A Determine client business expectations and needs  Mandatory 20 
ITINET0073A Relate to clients on a business level Mandatory 20 
ITIWEB0943A      Build a basic website to specification                                             Mandatory            30

  

ITIWEB1813A Maintain web site performance Mandatory 30 
ITIWEB2033A Ensure site usability Mandatory 30 
ITIPRG0833A Compile and run an application Mandatory 30 
ITIPRG0653A Create code for applications Mandatory 40 
ITIPRG1063A Write and document program modules Mandatory 40 
ITIPRG2523A Create utility programs Mandatory 40 
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CCITI30303  Level III Web Programming (Cont’d) 

 
To be awarded this Caribbean Vocational Qualification (CVQ) all core competency standards must be 
achieved.  Electives achieved with the qualification will be awarded unit statement of competency. 
 

 
The nominal training hours are a guide for planning the delivery of Training Programmes. 
 
 
Legend to Unit Code 
 
Example:   ITIWEB0412A  
    IT I WEB 041 2 A  
 
 
  Industry     Version Control 
         
  Sector      National Qualification Level 
 
  Sub-sector     Competency Number 
 
KEY: Man – Mandatory; SBM – Small Business Management; DAT – Data Operations; DBO – Data Base 
 Operations; MED – Multimedia; WEB – Web Development; NET – Networking; PRG – Programming; 
 ITI– Information Technology (Industry); BSB – Business Services (Business)  

Unit Number Unit Title Mandatory 
/Elective 

Hours 

ITIDAT1473A Provide advice to clients Mandatory                20
ITIPRG2013A Perform stress and loading test of integrated platform Mandatory 20 
ITIPRG1073A Write and compile code based on requirements Mandatory 30 
ITIDAT0171A Operate a spreadsheet application (basic) Elective 20 
ITIDBO0251A Operate a database application (basic) Elective 20 
ITIMED0261A Operate a presentation package (basic) Elective 20 
ITINET0151A Maintain equipment and consumables Elective 20 
ITINET1111A Operate peripherals devices Elective 20 
ITIMED0482A Prepare multimedia for different platforms Elective 20 
ITIMED1092A Operate a presentation package (advance) Elective 20 
ITIDAT1072A Operate a spreadsheet application (advanced)
ITIMED2672A Select and employ multimedia tools                                              Elective                   20 

Elective 20 

ITIDBO1392A Operate a database application (advance) Elective 20 
ITIMED0362A Author a multimedia sequence Elective 20 
ITIWEB2283A            Design a website to meet technical requirements                         Elective                   20
ITIWEB2323A Develop web-site information architecture Elective 15 
ITIWEB0773A Build a document using extensible Mark-up Language                 Elective                    30
ITINET1683A Maintain equipment and software in working order Elective 20 
ITIPRG2163A Develop client user interface Elective 40 
ITIDAT1403A            Provide basic system administration                                              Elective                   30
ITIWEB0784A Configure a Payment Gateway Elective 20 
ITIWEB2384A Implement risk management processes Elective 30 
ITIWEB1864A Ensure dynamic website security Elective 30 
ITIWEB1094A Implement quality assurance process for websites Elective 20 
ITIPRG2004A Develop and conduct client acceptance test Elective 20 
BSBSBM0054A Develop a business plan                                                                Elective                   50
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ITICOR0021A:   Apply Occupational Health and Safety procedures  

Competency Descriptor:    
    
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Determine Occupational Health and 
Safety (OH&S) issues relating to 
immediate work environment  

1.1 Health, safety and security procedures are correctly 
followed in accordance with enterprise policy and 
relevant regulations and insurance requirements. 

  1.2 Breaches of health, safety and security procedures are 
identified and promptly reported.  

  1.3 Any suspicious behaviour, packages or occurrences are 
promptly reported to the designated person.  

2. Deal with emergency situations  2.1 Emergency and potential emergency situations are 
promptly recognised and required action is determined 
and taken with scope of individual responsibility.  

  2.2 Emergency procedures are correctly followed in 
accordance with enterprise procedures.  

  2.3 Assistance is promptly sought from colleagues and/or 
other authorities where appropriate.  

  2.4 Details of emergency situations are accurately reported in 
accordance with enterprise policy.  

3. Update knowledge of Occupational 
Health and Safety requirements 

3.1 Information relating to Occupational Health and Safety 
regulations and requirements is obtained and stored 
where they can be accessed easily. 

  3.2 Changes in the Occupational Health and Safety policies 
relating to Information Technology being disseminated is 
accessed and information is used.  

4. Maintain safe personal presentation 
standards 

4.1 Personal attire takes account of the workplace 
environment and health and safety issues.  

This unit deals with the skills and knowledge required to support the 
organization’s Occupational Health and Safety principles and 
practices. This unit applies to all individuals working in the 
information and communication industry. 
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5. Share basic information on 

ergonomic issues 
5.1 Basic ergonomic requirements of clients and colleagues 

are accurately identified.  

  5.2 Information relating to basic ergonomic issues is provided 
promptly to clients and colleagues based on vendor 
requirements, workplace policies and the latest OH&S 
information. 

  5.3 Information given on ergonomic issues is recorded and 
passed on to client and supervisor according to 
established procedures. 

 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to following the 
Occupational Health and Safety procedures and practices. This unit applies to all the information  and 
communication sectors. 
 
Ergonomics advice may include:  
 
• Occupational Health and Safety procedures  
• using and cleaning Visual Display Units (VDUs)  
• advice on footrests 
• exercises 
• times for breaks 
• armrests 
• chairs 

Organizational safety documentation may include  
but not limited to:  
 
• Occupational Health and Safety legislation 
• organization safety procedures  
• workstations and work environment procedures  

 
OH&S issues including:  
 
• workplace environment and safety 
• use and maintenance of tools and equipment  
• handling and disposal of materials  
• protective clothing and equipment  
• removal of obstacles  
• personal grooming and hygiene 
• response to emergency, fire and accident  
• security of documents, personnel and 

equipment 

Environmental safety issues may include:  
 
• air quality 
• lighting 
• noise level 
• cleanliness of equipment, furniture and 

surroundings 
• fire hazards 
 

 
Emergency situations may include but not limited 
to: 
 
• accidents 
• deranged customers 
• fire 
• flood 

 
 
 
• robbery 
• armed hold up 
• bomb treats 
• earthquakes 
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EVIDENCE GUIDE  
Competency is to be demonstrated by applying health and safety procedures in accordance with the 
performance criteria and the range listed within the range of variable statements.  
 
 
(1) Critical Aspects of Evidence 
 

Evidence should include the ability to comply with Occupational Health and Safety requirements 
relating to the use of computing equipment through the practical demonstration of the 
identification of unsafe practices and taking action to correct them.  
 
 

(2) Pre-requisite Relationship of Units 
 

This is a core unit that underpins the effective performance in all other units. It is recommended  
that this unit is assessed in conjunction with other operational and service units.  

 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• OH&S principles, responsibilities and 

legislations 
• ergonomics principles to avoid eye, 

wrist and back strain  
• major causes of workplace accidents 

relevant to the work environment  
• procedures and exercises to prevent 

strain and injury 
• industry/sector insurance and liability 

requirements in relation to individual 
staff responsibilities 

• common health, safety and security 
requirements in relation to workplace, 
environment and ergonomic 
considerations 

Skills 
The ability to:  

 
• follow health and safety procedures in the 

information and communication industry  
• identify and document major causes of 

accidents relevant to the work environment  
• deal appropriately with security risks and 

emergencies 
• communicate information on safety and 

health 
• access information on OH&S requirements 

and guidelines 

 
 
(4) Resource Implications  
 

The following resources should be made available:  
 
• work environment (actual or simulated) in the information and communication industry  
• Occupational Health & Safety documents 

 



 
 
 ITICOR0021A  Apply Occupational Health and Safety procedures 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team .  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  
 
Simulated activities must closely reflect the workplace and may need to take place over a period 
of time 

 
 
 
(6) Context of Assessment  
 

This unit may be assessed on or off the job.  Assessment should include practical demons tration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
 
 

CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These l evels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
 

Levels of Competency 
Level 1. Level 2. Level 3. 

• Carries out established 
processes 

• Makes judgement of 
quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and procedures  
• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities  Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques  Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
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ITICOR0031A:  Work effectively in an Information Technology 
environment  

Competency Descriptor: 
    
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Comply with general IT policies 
and procedures 

1.1 Roles of key players of the information technology 
organisation are clearly determined and briefly explained.  

  1.2 Career choices and options are determined.  

  1.3 Policies and procedures are consistently complied with, as 
directed by supervisor.  

2. Promote the organisation and 
the IT department in a manner 
consistent with the 
organisational mission 

2.1 Role of the information technology functions within the 
organisation is briefly explained.  

  2.2 Organisation is consistently promoted in a positive way.  

3. Identify information technology 
equipment/software and 
operating system supported by 
the organisation 

3.1 Information technology equipment/software and operating 
system supported by the organisation are clearly identified.  

 

  3.2 Equipment, location and servi ce requirements are 
accurately identified according to organisational 
requirements. 

 

This unit deals with the skills and knowledge required to assimilate 
into the information technology sector. This unit applies to all 
individuals working in the information technology sector. 
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RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to working effectively in 
an information technology environment and applies to all individuals in the information technology sector.  
 
Key players may include:  
 
• information Technology organisations  
• vendors of IT products and services  
• IT professional bodies 
• industry publications 
• government departments involved in IT 

industry promotion 
• employer organisations 
• relevant unions 

Clients may include but are not limited to:  
 
• internal customers 
• external customers 
• employers 
• employees 

 
Organisational policies/procedures may include  
but are not limited to:  
 
• occupational health and safety procedures 
• occupational Health and Safety policies  
• anti-discrimination policies 
• ethical work practices 
• ergonomic considerations 
• environmental factors 
• statutory and vendor requirements 

Information Technology unit may include:  
 
• a separate branch 
• a separate department 
• a separate division 
• integrated function of an organisation 
 

 
Organisational standards maybe formal, well -documented methodologies or are non -existent. Best 
practices from industry maybe used for training delivery purposes.  
 
Organisational variable may include:  
 
• type 
• size 
• values 
• culture 

Equipment may include but are not limited to:  
 
• personal computer 
• network systems 
• attached peripherals 

 
Software may include but are not limited to:  
 
• word processing application 
• spreadsheet application 
• database application 
• graphical application 
• browsers 

Operating system: 
 
• command line 
• graphical User Interface 
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Career choices may include but are not limited to:  
 
• database clerk/operator/administrator 
• web page designer/programmer 
• data entry clerk/operator/supervisor 
• network manager/administrator 
• computer Programmer 

IT functions in the organisation may include but are 
not limited to:  
 
• enabling and maintaining use of IT  
• producing documents/designs 
• enabling electronic communication 
• developing products 
• technical support 
 
 

 

EVIDENCE GUIDE  
 
Assessment must confirm the ability to assimilate into the Information Technology department by 
demonstrating organisational values through the organisational code of conduct in work place 
interactions. 
 
 
(1) Critical Aspects of Evidence 
 

It is critical that competency is observed in the following aspects:  
 
• Demonstrate compliance with organisational policies and procedures  
• Identify roles and functions of key players in the industry  
• Promote positive aspects of the organisation  
• Demonstrate knowledge of Occupational Health and Safety  
• Identify equipment, their location and maintenance requirements 
• Demonstrate knowledge of the operations of the Information Technology department  

 
 
(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• basic principles of ethical practice 

when promoting the organisation in a 
manner consistent with the 
organisational mission 

• basic principles of anti-discrimination to 
ensure consistency with the 
organisational mission 

• broad knowledge of organisational 
code of conduct and values that are 
consistent with the organisational 
mission 

• basic understanding of organisational 
systems 

• current industry accepted hardware 
and software products with broad 
knowledge of general features and 
capabilities 

• broad knowledge base of vendor 
product directions 

Skills 
The ability to:  

 
• read and write at a level where general 

workplace documents can be written and 
understood 

• verbally communicate clearly and precisely 
• solve routine problems in the workplace 

while under direct supervision 
• display basic analysis skills in relation to 

normal routine work processes  
• use the features of applications  
• employ basic skills in interpreting technical 

information 

 
 
(4) Resource Implications  
 

The following resources should be made available:  
 
• work environment (actual enterprise or simulated) 

 
 
(5) Method of Assessment 

 
Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 

Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  
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(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace.  

 
 
CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective work place practices. 
 

Levels of Competency 
Level 1. Level 2. Level 3. 

• Carries out established 
processes 

• Makes judgement of 
quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and procedures  
• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities  Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
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ITICOR0041A:   Communicate in the workplace  

Competency Descriptor:    
    
 
 
 
Competency Field:  Communication 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Establish contact with clients 1.1 Requests and inquiries from clients are received in a 
polite and courteous manner. 

  1.2 An effective service environment is created through 
verbal and non-verbal communication.  

  1.3 Questioning and active listening are used to determine 
client support needs. 

2. Process information 2.1 Inquiries are answered promptly. 

  2.2 Requests are referred to appropriate personnel. 

  2.3 Messages or information are recorded and passed on 
appropriately. 

  2.4 Clients are informed of the process and progress of 
action. 

  2.5 Follow-up action is taken according to organisational 
policy if required. 

 
 
RANGE STATEMENT 
 
This unit applies to the activities associated with the essential operations linked to communicating in the 
workplace and applies to all individuals in the information and communication industry. 
 
Verbal communication may include but not limited 
to: 
 
• answering enquiries from clients 
• use of voice mail 
• requests from colleagues 
• informal discussions 

Internal correspondence may include but not 
limited to: 
 
• memos 
• electronic mail 
• bulletin boards 

 

This unit deals with the skills and knowledge required to promote 
professional client support through verbal and non-verbal 
communication. This unit applies to all individuals working in the 
information and communication industry. 
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Organisational policies and standards may include 
but not limited to: 
 
• policies and procedures relating to answering 

client support enquires 
• policies and procedures relating to answering 

telephone , writing messages and on-line 
enquires 

• job descriptions/responsibilities 
• service standards 
• organisational code of conduct 

Communication may include but not limited to: 
 
• communicating with external clients and 

internal clients including team members, 
supervisors and management 

• enquires related to routine client support needs 
• clarifying and recording information and does 

not involve technical problem solving 

 
 
EVIDENCE GUIDE  
 
Assessment must confirm the ability to adhere to organisational policies in regard to external and internal 
client contact and the policies for processing of internal and external requests are followed. 
 
(1) Critical Aspects of Evidence      
           
          It is essential that competence is observed in the following aspects: 

 
• communicate information about work activities and processes 
• receive and convey information accurately 
• interact with other team members 
• demonstrate literacy in relation to work requirements 
• communicate effectively with clients 
• record and document information  

 
 
(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• organisation’s policies, procedures and 

code of conduct 
• general OH&S principles and 

responsibilities 
• spelling, grammar and punctuation 
• principles of effective communication in 

relation to listening, questioning and 
non-verbal communication 

Skills 
The ability to: 

 
• apply questioning and active listening 

techniques 
• use problem solving skills for a defined 

range of predictable problems 
• demonstrate basic negotiation skills in 

relation to other team members  
• provide basic customer service  
• convey meaning clearly, concisely and 

coherently 
• communicate non-verbally in a clear and 

precise manner 
• demonstrate literacy skills in regard to 

basic workplace documents 
 
 
(4) Resource Implications 
 

The following resources should be provided: 
 
• Work environment (simulated or actual enterprise) 

 
 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  
 
Simulated activities must closely reflect the workplace and may need to take place over a period 
of time. 

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 

Level 1. Level 2. Level 3. 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 2  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITICOR0051A:   Participate in a team or individually to achieve   
    organisational goal 

Competency Descriptor:    
    
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Establish own work schedule 1.1 Work to be completed is clearly identified. 

  1.2 Work is prioritised according to organisation guidelines. 

  1.3 Urgent requests are prioritised and acted on according to 
organisational guidelines. 

2. Participate in team structure 2.1 Members and roles of team are accurately identified. 

  2.2 Tasks and goals are clearly identified and acted on 
promptly. 

  2.3 Assistance is sought from team members when 
necessary. 

  2.4 Feedback is given clearly and received accurately to 
ensure organisation goals are met. 

 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to working individually or 
in a team and applies to all individuals in the information and communication industry. 
 
Team variables may include but not limited to: 
 
• peers 
• supervisor 
• other members of the organisation 
• people from a range of cultural, social and 

ethnic backgrounds 
• autonomy and responsibility of the team 
• responsibility of team members 
• life of the team 

Organisation variables may include but not limited 
to: 
 
• organisation charts and work flow guides 
• time line for tasks and goals 
• critical policy rating 

 
 

This unit deals with the skills and knowledge required to work 
individually and with others in an organisation. This unit applies to all 
individuals working in the information and communication industry. 
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EVIDENCE GUIDE  
Assessment must confirm the ability to participate in a team or act individually to meet organisation 
requirements and be able to respond to requests and prioritise work schedule to meet organisational 
guidelines. 
 
 
(1) Critical Aspects of Evidence  
 
 It is essential that competence is observed in the following aspects: 

 
• communicate information about work activities and processes 
• plan work activities 
• interact with other team members 
• demonstrate understanding of the roles and functions of team members 
• provide feedback  
 
 

(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 

 
 
(3) Underpinning Knowledge and Skills      
      

Knowledge 
Knowledge of: 

 
• principles of ethical work practice. 
• roles and responsibilities of individual 

team members. 
• general understanding of social and 

organisational systems when 
participating in teams. 

• results orientated approaches when 
establishing one’s own work schedule. 

• organisational structure and 
Information Technology division 
structure so as to inform own and 
teamwork practices. 

• general organisational strategic 
direction and values so as to inform 
own and teamwork practices. 

• general work team processes and 
group dynamics  

Skills 
The ability to: 

 
• make decision between a limited range 

of options 
• display assertiveness 
• employ questioning and active. 
• perform general customer service 
• implement time management for self 

management purposes 
• display basic planning skills. 
• use problem solving techniques  
• exhibit literacy skills in relation to 

general workplace documentation. 
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(4) Resource Implications  
 

The following resources should be provided: 
 
Work environment (simulated or actual enterprise  

 
 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 

 Competencies in this unit may be determined concurrently. Assessment must be in accordance 
 with the performance criteria.  

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
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CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency that 
underpin effective workplace practices. 
 
 

Levels of Competency 
Level 1. Level 2. Level 3. 

• Carries out established 
processes 

• Makes judgement of 
quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITICOR1341A:   Interact with clients  

Competency Descriptor:    
    
 
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Deliver support to clients 1.1 Communication is conducted with clients in a courteous 
and professional manner, according to organisational 
policy. 

  1.2 Routine client support requirements are acted on, or 
referred to supervisor according to organisational policy.  

  1.3 Client contact is maintained until problem is actioned.  

2. Respond to client complaints 2.1 A positive, helpful attitude to clients when handling 
complaints is conveyed.  

  2.2 Complaints are handled sensitively, courteously and with 
discretion. 

  2.3 Active listening and questioning is used to establish and 
confirm nature of complaint with client. 

  2.4 Action to resolve client complaint to client satisfaction is 
taken wherever possible or promptly referred to supervisor.  

3. Convey information and ideas to 
people 

3.1 Ideas and suggestions are expressed clearly to clients.  

  3.2 Problems and concerns are relayed to the supervisor 
according to procedures and guidelines. 

  3.3 Supervisor's recommendations are acted on in line with 
procedures and guidelines. 

 

This unit deals with the skills and knowledge required to provide routine 
client support in a professional manner, with exceptions being referred and 
applies to all individuals  operating in the information and communication 
industry. 
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RANGE STATEMENT  
This unit applies to the activities associated wi th the essential operations linked to interacting with clients 
and applies to all individuals in the information and communication technology industry.  
 
 
Clients may include but are not limited to:  
 
• internal and external clients 
• new and regular clients  
• people from a range of social, cultural or ethnic 

backgrounds 
 

Organisational policies/standards may include but 
are not limited to:  
 
• client service standards 
• complaints handling policy 
• client liaison policy 

 
Complaints encountered include:  
 
• complaints about products and services  
• complaints about staff conduct 
• incorrect billing information 

Client support requirements may include:  
 
• providing information about products and 

services 
• providing general information 
• clarifying or resolving problems 
• referrals to other departments 
• arranging for technical support  
 

 
 
EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to provide routine client support in a professional 
manner, with exceptions being referred to appropriate areas as they occur, according to e scalation 
procedures in accordance with the performance criteria and the range listed within the range of variable 
statements. 
 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects:  
 
• communicate information about work activities and processes  
• receive and convey information accurately 
• resolve basic problems 
• provide customer service  
• demonstrate professionalism 
• communicate effectively with clients 
• record and document information  
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(2) Pre-requisite Relationship of Units 
 

 
• Nil 

 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• general principles of equal employment 

opportunities and anti-discrimination  
• knowledge of the lines of 

communication to management 
• current industry accepted hardware 

and software products with broad 
knowledge of general features and 
capabilities and detailed knowledge in 
some areas 

• knowledge of the available products 
and services 

• knowledge of organisation quality 
assurance procedures 

• principles of ethical work practices  
• organisational policies in regard to 

external and internal client contact  
 

Skills 
The ability to: 

 
• provide customer service  
• handle difficult clients  
• diffuse potentially situations  
• communicate verbally and non-verbally 

appropriately to the work environment  
• carry out questioning and active 

listening to clarify information 
• display problem solving skills  
• apply interpersonal skills 
• refer problems to the appropriate 

personnel 
• process oral and written 

communication 

 
 
(4) Resource Implications  
 

To demonstrate this unit of competence the candidate will require:  
 

• Workplace (actual or simulated) 
 
 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment mus t be in accordance 
with the performance criteria.  
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(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess u nderpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace.  
 
 

CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NC TVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and procedures  
• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities  Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques  Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
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ITICOR0231A:   Operate a personal computer 

 
Competency Descriptor: 
       
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Initiate computer system 1.1 Equipment and work environment are correctly checked for 
readiness to perform scheduled tasks. 

  1.2 The hardware components of the computer and their 
functions are correctly identified. 

  1.3 Equipment is powered up correctly. 

  1.4 Access codes are correctly applied. 

  1.5 System information is closely examined to accurately 
identify functions and features. 

  1.6 Desktop configuration is customised in a manner suitable to 
meet individual requirements and/or special needs in 
accordance with organisation guidelines. 

  1.7 Available help functions are used correctly when required. 

2. Use keyboard and equipment 2.1 Occupational Health and Safety regulations are followed for 
correct posture, lighting and length of time in front of 
computer. 

  2.2 Keyboarding is carried out according to organisation 
guidelines on speed and accuracy. 

3. Navigate and manipulate 
desktop environment 

3.1 The selection, opening and closing of the correct desktop 
icons to access features follow the correct and appropriate 
procedures. 

  3.2 Different roles and parts of the desktop window are used 
correctly and appropriately for particular functions. 

  3.3 The opening, resizing and closing of desktop windows for 
navigation purposes follow the correct procedures. 

  3.4 Shortcuts are created from the desktop following the correct 
procedures. 

This unit deals with the skills and knowledge required to operate a personal 
computer to enter data and to access information and applies to all 
individuals operating in the information and communication industry. 
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4. Organise directory and folder 
structures 

4.1 Directories/folders with subdirectories/subfolders are created 
and named according to established guidelines. 

  4.2 Directory/folder attributes are accurately identified. 

  4.3 Subdirectories/folders are moved between 
directories/folders following the correct and appropriate 
procedures. 

  4.4 Directories/folders are renamed as required. 

  4.5 Directories/folders and subdirectories/folders are correctly 
accessed via different paths. 

5. Organise files for user and/or 
organisational requirements 

5.1 The most commonly used types of files are correctly 
accessed in a directory/folder. 

  5.2 Groups of files are correctly selected, opened and renamed 
according to procedures as required. 

  5.3 Files are correctly copied to disk. 

  5.4 Deleted files are accurately restored as necessary. 

  5.5 Software tools are correctly and appropriately used to locate 
files. 

6. Correctly shut down computer 6.1 All open applications are closed using correct procedures 
without loss of data. 

  6.2 Computer is shut down correctly. 

 
RANGE STATEMENT 
 
This unit applies to activities associated with essential operations linked to using and maintaining basic 
computer equipment. 
 
Input devices: 
 
• keyboard 
• mouse 
• scanner 
• microphone 
• camera 

Work environment: 
 
• equipment 
• furniture 
• cabling 
• power supply 

 
File operations include: 
 
• naming 
• updating and archiving files and directories 
• use of search, sort, print 

Equipment: 
 
• install supplied computer 
• install supplied peripherals 
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Software systems to include for: 
 
• word processing 
• spread sheet 
• internet access 

Files save on: 
 
• network 
• magnetic media 
• personal PC 

 
Data: 
 
• textual 
• numerical 
• graphical 

 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to accurately carry out basic data entry and retrieval 
operations on a computer system in accordance with the performance criteria and the range listed within 
the range of variables statement. 
 
(1) Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 

• initiate the use of the equipment 
• identify functions and features of software 
• demonstrate the ability to customise desktop environment 
• organise files, folders and directories 
• manipulate input devices 
• access and save files 
• manipulate features and functions 
 
 

(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil  
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(3)  Underpinning Knowledge and Skills 

 
Knowledge 
knowledge of: 
 
• safety for working with and around 

computers 
• computer hardware and software 

systems 
• procedure for initiating and closing down 

computer 
• methods of locating files 
• organisation’s standards applicable to 

customising desktop environment and 
naming of files 

• naming of files and folders 
• functions of the different parts of the 

desktop window 
• creating and saving 

files/folder/directories 
• basic technical terminology in relation to 

reading help files and prompts 
• log-in procedures for accessing a 

personal computer 

Skills 
The ability to: 

 
• identify computer hardware 
• manipulate data input devices 
• access files 
• use file operations 
• manipulate features and tools 
• customise desktop environment 
• navigate desktop environment 
• copy files 

 
 
(4) Resource Implications 

 
The following resources should be made available: 

 
• files saved on network, magnetic media 
• personal computer 
• input devices: keyboard, mouse, other selection devices 

 
 
(5)  Method of Assessment 

 
Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  

 
 

(6) Context of Assessment 
 

This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS 

 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITICOR0241A:  Operate a word processing application (basic)  

 
Competency Descriptor:    
    
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Create documents 1.1 Opening of documents and the addition of text and symbols 
are done according to information requirements. 

  1.2 Paragraphs are added, selected, copied, deleted or moved 
within a document. 

  1.3 Text is checked and amended in accordance with 
organisational and task requirement. 

  1.4 Manuals, user documentation and on-line help are used to 
overcome problems with document production 
presentation. 

  1.5 Document is saved to correct directory/folder. 

2. Customise basic settings to 
meet page layout conventions 

2.1 Font type, size and colour are changed to enhance the 
appearance of the document. 

  2.2 Alignment and justification options and line spacing are 
applied according to document formatting requirements. 

  2.3 Margin sizes are modified to suit the purpose of the 
documents. 

  2.4 Ability to view multiple documents at any one time is 
demonstrated. 

3. Format document 3.1 Italics, bold, underline and hyphenation are used as 
required and within organisational guidelines. 

  3.2 Various tools are used correctly throughout the drafting of a 
document. 

  3.3 Closing of documents and saving of documents to disk 
follows correct procedures. 

This unit deals with the skills and knowledge required to operate a 
word processing application, perform basic operations to build a 
simple document and applies to all individuals operating in the 
information and communication industry.  
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4. Create tables 4.1 Basic table is inserted into a word processing document 

using the correct procedures. 

  4.2 Cell attributes are appropriately customised to meet 
formatting and data requirements. 

  4.3 Columns and rows are inserted and deleted as necessary. 

  4.4 Borders and other formatting tools are appropriately used 
according to organisational style requirements. 

5. Add Images 5.1 Images and/or graphics are inserted in a word processing 
document and customised according to requirements. 

  5.2 Images are positioned and resized to meet the word 
processing document formatting needs. 

6. Print word processing 
documents 

6.1 Document is previewed in print preview mode. 

  6.2 Correct print options are selected. 

  6.3 Information is printed from installed printer. 

 
RANGE STATEMENT 
This unit applies to the activities associated with the essential operations linked to operating a personal 
computer and applies to all individuals in the information and communication industry. 
 
Software may include but are not limited to: 
 
• Microsoft Word 
• Microsoft Works 
• Corel WordPerfect 

Equipment may include: 
 
• personal computer 
• printer 

 
Software functions may include: 
 
• text formatting 
• page set-up 
• line spacing 
• paragraph formatting 
• tabs 
• spell check 
• grammar check 

Formatting may include: 
 
• page orientation 
• margins 
• enhancements to text –colour, font, size 
• enhancements to format – borders, patterns 

and colour 
• alignment on page 
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Printing may include: 
 
• printer set-up 
• printing multiple copies 
• printing specified pages 
• printing odd or even pages 
 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to complete basic operations associated with creating, 
formatting, saving and printing a document in accordance with the performance criteria and the range 
listed within the range of variable statements. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• create documents in line with organisation’s guidelines 
• customise settings 
• format and layout document to specification 
• insert images and tables 
• use software features and tools appropriately 
• apply printing procedures 

 
 
(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A Operate a personal computer  
 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• basic technical terminology in relation 

to reading help files and prompts 
• log-in procedures relating to accessing 

a PC 
• types of software 
• formatting styles 
• use and functions of word processing 

software 
• effect of formatting on readability and 

appearance of documents 
• page layout conventions 

Skills 
The ability to: 

 
• manipulate software features 
• format documents 
• create a range of documents 
• add images and tables 
• customise settings 
• apply printing procedures 
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(4) Resource Implications 
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• personal computer/network 
• printer 

 
 
(5) Method of Assessment 
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria. 

 
 
(6) Context of Assessment 

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 

 
 
CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level -  
Use mathematical ideas and techniques Level -  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 



 
 
 ITICOR0471A  Access the Internet 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

ITICOR0471A:   Access the Internet 

Competency Descriptor:    
    
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Identify and use local resources  1.1 Installed Internet software applications are correctly 
identified and started up using the correct procedures.  

  1.2 Appropriate Internet software is used off line or online 
following the correct operating procedures. 

  1.3 Access is gained to desired site and files are downloaded.  

  1.4 Downloaded files are scanned for viruses using installed 
software according to established guidelines.  

  1.5 Guidelines and regulation are adhered to in the retrieval of 
information and files.  

2. Identify and use remote 
resources 

2.1 Files and documents using the Internet search engines are 
accessed using the correct procedures. 

  2.2 The Internet is browsed to find related sites via links 
according to procedures. 

  2.3 Sending, downloading, reading and responding to e-mails 
follow organisational and operational procedures. 

  2.4 Files attached to incoming e-mails are correctly retrieved 
and appropriately sent as attached files.  

 

This unit deals with the skill and knowledge required to access the 
Internet and applies to all individuals operating in the information 
and communication industry. 
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RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to accessing the Internet 
and applies to all individuals in the information and communication industry.  
 
 
Software may include but are not limited to:  
 
• Microsoft Internet Explorer 
• Netscape 
• Lycos 
• Google 
• Yahoo 
 

Anti-virus software may include:  
 
• Norton 
• McAfee 
 

 
Policies and regulations may include issues related to but not limited to:  
 
• encryption and privacy 
• intellectual property rights 
• pornography 
 
 
 
EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to access the Internet and obtain and send information 
as in accordance with the performance criteria and the range listed within the range of variable 
statements. 
 
 
(1) Critical Aspects of Evidence 

 
It is essential that competence is observed in the following aspects:  
 
• identification of install internet software 
• initiate use of software 
• access and browse internet  
• download and virus -scan files 
• retrieve and send e-mails 
• retrieve and send attachments 

 
 
(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A  Operate a personal computer  
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• knowledge of how to initiate and 

conclude an Internet connection 
• knowledge of appropriate uses of 

different Internet protocols and data 
types (WWW, email, etc) 

• knowledge of privacy and security 
measures related to online tasks 

• knowledge of information sources 
 

Skills 
The ability to:  

 
• access the Internet and retrieve data 

using WWW and e-mail  
• send a simple e-mail  
• perform a simple search and save the text 

of a web page to disk  
• extract and virus -scan downloaded files  
• demonstrate an ability to find and use 

information relevant to the task from a 
variety of information sources  

 
 
(4) Resource Implications  
 

The following resources should be provided:  
 
• work environment (simulated or actual enterprise) 
• personal computer/networked system 
 
 

(5) Method of Asse ssment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team .  
 
Competencies in this unit may be determined concurrently. Assessment must be in ac cordance 
with the performance criteria.  
 
 

(6) Context of Assessment 
 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinnin g 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace.  
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CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Quali fication Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and procedures  
• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities  Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques  Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advi ce on how to use the Critical Employability Skills.  
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ITICOR0271A:   Send and retrieve information via the Internet  

 
Competency Descriptor:    
    
 
 
 
Competency Field:     Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Access the internet 1.1 Appropriate browser is opened and assigned a Home 
Page/Start Page through setting basic preferences. 

  1.2 The display/view modes are appropriately adjusted to suit 
personal requirements according to operational guidelines. 

  1.3 Toolbar is appropriately modified to meet user and 
browsing needs. 

  1.4 Access is gained to desired site and data is retrieved in 
accordance with guidelines and regulations. 

  1.5 Images are loaded or not loaded depending on modem 
speed, computer and browser capabilities. 

  1.6 URL is opened to obtain data and browse links in 
accordance with established procedures. 

2. Search internet 2.1 Search engines are opened using the correct methods and 
search requirements are clearly defined. 

  2.2 Usage of a range of search parameters (key words, logical 
operators) is demonstrated. 

  2.3 Search results are saved and presented as a report 
according to the information required and operational 
guidelines. 

  2.4 Bookmarks are created for required web page and saved in 
associated bookmark folder using correct procedures. 

  2.5 Page set-up options are appropriately modified and the 
web page or the required information is printed according to 
approved guidelines and procedures. 

  2.6 Established procedures are followed in shutting down and 
exiting browser. 

 

This unit deals with the skills and knowledge required to complete 
basic web search tasks and send and retrieve e-mails with 
attachments. This unit applies to individuals working in the 
information and communication industry. 
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3. Send and organise messages 3.1 Mail inbox is opened for a specific user and a new mail 

message created. 

  3.2 Each field (address to, subject, etc) is completed and text is 
added to message according to organisational guidelines 
on e-mail usage and e-mail content.  

  3.3 Auto signature is added and files are attached in the 
required format. 

  3.4 Priority of message is determined, message is spell-
checked, copied and text deleted and then sent. 

  3.5 Received messages are replied to and forwarded as 
appropriate. 

  3.6 Attachment is opened and saved to relevant directory/folder 
and a new folder is created if necessary. 

  3.7 Messages are searched for and are marked or deleted as 
necessary. 

  3.8 Messages are sorted (saved in folders/directories, 
archived, highlighted, etc) and unwanted messages are 
deleted. 

4. Create an address book 4.1 Mail addresses are added to address book and 
unnecessary addresses are deleted. 

  4.2 Address book is updated with incoming mail addresses. 

  4.3 An address list is created and mail sent out according to 
the list. 

  4.4 Different folders are created for different categories of 
addresses. 

 
RANGE STATEMENT                         
This unit applies to the activities associated with the essential operations linked to conducting basic web 
search tasks and sending and receiving e-mails with attachments and applies to individuals in the 
information and communication industry. 
 
Equipment including: 
 
• personal computer 
• network system 
• printer 
• attached peripherals 

Document may include but are not limited to: 
 
• established files 
• new document 
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May include presentation applications contained in: 
 
• Microsoft Office 
• Lotus Suite 
• Claris Works  
• other similar applications 

Disks may include but not limited to: 
 
• diskettes 
• zip disks 
• compact disks 
• hard disk 

 
Policies and regulations may include issues related 
to but not limited to: 
 
• encryption and privacy 
• intellectual property rights 
• pornography 

Operating Systems: 
 
• Command line 
• Graphical User Interface 

 

EVIDENCE GUIDE                   
 
Competency is to be demonstrated by the ability to browse the internet, search for information, send and 
receive e-mails and organise the mail browser applications in accordance with the performance criteria 
and the range listed within the range of variable statements. 
 
(1) Critical Aspects of Evidence      
 

It is essential that competence is observed in the following aspects: 
 
• customise settings 
• accessing the internet 
• assessing capability of the system to complete certain tasks 
• communicate effectively via the internet 
• observe protocols and security procedures 
• demonstrate the ability to use relevant software applications 
• create bookmarks and address book 
• safe and effective operational use of all equipment 

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• ITICOR0231A           Operate a personal computer 
• ITICOR0471A            Access the Internet 
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(3) Underpinning Knowledge and Skills            
 

Knowledge 
Knowledge of: 

 
• make-up and structure of web 

addresses 
• basic technical terminology in relation 

to reading help files and prompts 
• log-in procedures relating to accessing 

a PC  
• modem speed, traffic loads in relation 

to times of accessing the internet 
• evaluating and assessing the authority 

of information 
• organisational guidelines on internet 

and email usage, web etiquette 
• security, viruses, privacy legislation, 

copyright 
• different types of search engines 
• different cultures  
• the different types of messages that 

occur  
• types of software 

Skills 
The ability to: 

 
• access the Internet and retrieve data 

using WWW and e-mail  
• send a simple email  
• perform a simple search and save the 

text of a web page to disk 
• extract and virus-scan downloaded 

files 
• demonstrate an ability to find and use 

information relevant to the task from a 
variety of information sources 

• read and write at a level where basic 
workplace documents are understood 

• communicate clearly and precisely 
• interpret user manuals and help 

functions 
• exhibit cultural understanding 

 
 
(4) Resource Implications              
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• personal computer/network 
• internet access 
• printer 

To demonstrate this unit of competence the candidate will require access to documents 
detailing: 

• organisational style guide/ policy 
• organisational policies on internet and e-mail usage  
 
 

(5) Method of Assessment         
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria. 



 
 

ITICOR0271A Send and retrieve information via the Internet  
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
(6) Context of Assessment 

 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 
 
 
CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level -  
Use mathematical ideas and techniques Level -  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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BSBSBM0012A: Craft personal entrepreneurial strategy 

Competency Descriptor: 
    
 
 
 
Competency Field:  Small Business Operations 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Demonstrate knowledge of the 
nature of entrepreneurship 

1.1 Concepts associated with entrepreneurship are clearly 
defined. 

  1.2 Factors which influence entrepreneurship in and outside of 
Jamaica are correctly identified and explained. 

  1.3 The importance of entrepreneurship to economic 
development and employment is explained clearly. 

  1.4 The findings of research conducted on entrepreneurial 
ventures and successes in the Caribbean region are clearly 
presented in an appropriate format. 

  1.5 Differences between wage employment and entrepreneurial 
ventures are correctly stated. 

2. Identify and assess 
entrepreneurial characteristics 

2.1 Relevant research is carried out and required entrepreneurial 
characteristics identified. 

  2.2 Entrepreneurial characteristics identified are assessed and 
ranked. 

  2.3 An understanding of the process and discipline that enable 
an individual to evaluate and shape choices and to initiate 
effective action is correctly demonstrated. 

  2.4 Factors that will help an entrepreneur to manage the risk and 
uncertainties of the future, while maintaining a future 
orientated frame of mind, are identified. 

This unit deals with the skills and knowledge required to craft an 
entrepreneurial strategy that fits with the attitudes, behaviours, 
management competencies and experience necessary for entrepreneurs to 
meet the requirements and demands of a specific opportunity. 
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3. Develop self-assessment 

profile 
3.1 Self-assessment tools/methods to identify personal 

entrepreneurial potential are identified and properly used. 

  3.2 The ability to apply creativity, problem-solving techniques and 
principles to solve business related problems are 
demonstrated. 

  3.3 Feedback from others for the purpose of becoming aware of 
blind spots and for reinforcing or changing existing 
perceptions of strengths/ weaknesses is appropriately 
obtained. 

4. Craft an entrepreneurial 
strategy 

4.1 A profile of the past that includes accomplishments and 
preferences in terms of life and work styles, coupled with a 
look into the future and an identification of what one would 
like to do is developed. 

  4.2 Commitment, determination and perseverance; orientation 
towards goals; taking initiative and accepting personal 
responsibility; recognizing management competencies and 
identifying areas for development are determined. 

  4.3 Written guidelines to obtain feedback that is solicited, honest, 
straightforward, and helpful but not all positive or negative are 
developed to facilitate reviews. 

  4.4 Framework and process for setting goals which demand time, 
self-discipline, commitment, dedication and practice are 
developed. 

  4.5 Goals established are specific and concrete, measurable, 
relate to time, realistic and attainable. 

  4.6 Priorities, including identifying conflicts and trade-offs and 
how these may be resolved are established. 

  4.7 Potential problems, obstacles and risks in meeting goals are 
identified. 

  4.8 Specified action steps that are to be performed in order to 
accomplish goals are identified. 

  4.9 The method by which results will be measured is indicated. 



 
 
BSBSBM0012A     Craft personal entrepreneurial strategy 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
  4.10 Milestones for reviewing progress and tying these to specific 

dates on a calendar are established. 

  4.11 Sources of help to obtain resources are identified. 

  4.12 Evidence of the ability to review process and periodically 
revise goals is demonstrated. 

 

RANGE STATEMENT 
 
At this stage of the entrepreneurial process the entrepreneur must be able to conduct a self-assessment 
profile, examine the frame work for self assessment, develop a personal entrepreneurial strategy, identify 
data to be collected in the self-assessment process and learn about receiving feedback and setting goals. 
 
Concepts associated to include: 
 
• risk 
• entrepreneurship 
• macro-screening 
• micro-screening 
• competition 
• wage employment 

Influencing factors to include: 
 
• market conditions 
• markets – demand/supply 
• global trends 
• level of economic activities 
• funding 
• economic stability 
• social stability 
• resources availability 
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The entrepreneur must be able to: 
 
• understand the extreme complexity in predicting or 

aligning him/herself to specific careers in an 
environment of constant change 

• determine the kind of entrepreneur he or she wants to 
become based on attitudes, behaviours, 
competencies, experience and how these fit with the 
requirements and demands for a specific opportunity 

• evaluate thoroughly his or her attraction to 
entrepreneurship 

• effectively develop personal plan 
• utilize available information that will enhance his or her 

ability to achieve success 

The entrepreneur may encounter setbacks if 
the planning process is not effectively 
pursued. 
 
Pitfalls may include: 

 
• proceeding without effective planning 

which may result in commitment to 
uncertainty 

• commitment to a premature path with 
the desirability of flexibility can lead to 
disaster 

• personal plans fail for the same reasons 
as business plans including frustration if 
the plan appears not to be working 
immediately and the challenges of 
changing behaviour from an activity-
oriented routine to one that is goal 
oriented 

• developing plans that fail to anticipate 
obstacles, and those that lack progress 
milestones and reviews 

 

EVIDENCE GUIDE 
 
Competency is to be demonstrated when the entrepreneur is able to undertake a personal 
entrepreneurial assessment exercise to determine if he or she possesses the necessary credentials to be 
a successful entrepreneur. This stage of the entrepreneurial process is critical since experience has 
shown that the founder is one of the deciding forces if the venture is to succeed and prosper.  
 
 
(1)  Critical Aspects of Evidence 
  

The entrepreneur will be assessed by his/her action in developing an orchestrated plan in order to 
effectively pursue the business concept. 

 
 
(2)  Pre-requisite Relationship of Units 
  

• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• personal entrepreneurial profile systems 
• effective management systems: 

marketing, operations/productions, 
finance, administration, law 

• how to measure feedback 
• the method of developing a personal 

plan 
      and a business plan 
• understanding  the difference between 

entrepreneurial culture and 
management culture 

Skills 
The ability to: 
 
• determine barriers to entrepreneurship 
• minimize exposure to risk  
• exploit any available resource pool 
• tailor reward systems to meet a particular 

situation 
• effectively plan and execute activities 
• use computer technology to undertake 

assessments 

 
 
(4)  Resource Implications 
 

The following resources should be made available: 
 

Personal computer with access to the internet and appropriate software that will enable one to 
conduct the necessary analysis using the internet 

 
 
(5)  Method of Assessment 
 

A useful method of assessment is to determine if the venture can stand up to the test of critical 
evaluation. 

 
 
(6)  Context of Assessment 
 

This stage of the entrepreneurial process is assessed when comparisons are made between 
actual outcomes and plans/projections. 
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
Levels of Competency 

Level 1 Level 2 Level 3 
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  

 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB1121A:   Use a web authoring tool to create a simple web page  

Competency Descriptor:    
    
 
 
 
 
Competency Field:    Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Create document structure 1.1 The head and title of the document is created in the user 
agreed style according to procedures and guidelines. 

  1.2 The creation of the body of the document and the addition 
of text and paragraphs are carried out according to 
procedures. 

  1.3 Spaces are inserted appropriately to make document more 
easily readable. 

  1.4 Special symbols are added so that they will be displayed 
correctly across platforms. 

  1.5 Images are inserted and optimised as required. 

  1.6 Document is saved according to procedures using a name 
and text case that is useful for the purpose of the 
document. 

2. Format document and import 
objects 

2.1 Format of text (colour, bolding, size, text spacing) is 
changed to meet user presentation requirements. 

  2.2 Suitable background colour or image is determined 
according to user requirements (company logos, company 
style guides). 

  2.3 Elements on the pages are positioned for preferred look 
using correct procedures. 

This unit deals with the skills and knowledge required to create a 
simple web page using a web authoring tool and applies to 
individuals operating in the information and communication 
industry. 



 
 
 ITIWEB1121A: Use a web authoring tool to create a simple web page 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 
 

 
  2.4 Text is indented and lists are created using the correct 

procedures. 

  2.5 Images are inserted, optimised and formatted to document 
requirements. 

  2.6 Text is wrapped around images or space added around 
images. 

3. Create tables 3.1 A table is created for the page content base on document 
map/diagram and position on page. 

  3.2 The width of table is set and cells are formatted as required by 
document map/diagram. 

  3.3 Borders of table and any nested tables are created using the 
correct procedures. 

4. Generate links 4.1 Links and anchors are created within document. 

  4.2 Link to an FTP site is created to transfer files easily. 

  4.3 An image is divided into click able regions using the correct 
procedures. 

5. Create simple forms 5.1 Form elements are added to page. 

  5.2 Form element properties are set for each form element. 

  5.3 The form is connected to a script in a server virtual directory. 

  5.4 The form is tested to ensure no errors. 

6. Test and save document 6.1 Links, colours and formatting are tested across different 
platforms. 

  6.2 Document format is ensured to remain consistent across 
different platforms/browsers. 

  6.3 Display time of document is reduced for ease of use. 

  6.4 Document is saved in appropriate folder/directory for user 
access. 
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RANGE STATEMENT  
This unit applies to using a web-authoring tool to develop a simple web page. 
 
Web authoring tool used may include but not 
limited to:  
 
• Dream weaver 
• Golive 
• Adobe Photoshop 
• Fireworks  
• Frontpage 
 

Web development standards followed may include 
but not limited to the following: 
 
• Web Content Accessibility Guidelines 1.0 

(WCAG) 
• Authoring Tool Accessibility Guidelines 1.0 

(ATAG) 
• User Agent Accessibility Guidelines 1.0 

(UAAG) 
 
Mark-up language may include but limited to: 
  
• HTML and DHTML 
 
 

 
 

EVIDENCE GUIDE  
Competency is to be demonstrated by using web authoring tool to create basic web site content. 
 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence be observed in the following aspects. 
 
• develop web content using authoring tools to meet specifications 
• create cross browser web documents 

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisite for this unit are: 
 

• ITICOR0231A    Operate a personal computer 
• ITICOR0241A Operate a word processing application (basic) 
• ITICOR0471A Access the Internet 
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• basic design principles  
• technical environment characteristics 
• read and interpret basic authoring 

specifications  
• appropriate software and tools are 

selected to meet the required 
specifications 

 

Skills 
The ability to: 

 
• basic design 
• read and write at a level where basic 

workplace documents are understood 
• communicate clearly and precisely 

 
(4) Resource Implications  
 

The following resources should be made available 
 

• a personal computer 
• candidate will need access to more than one browser/ platform to test for consistency. 
• a web authoring software 
• organizational style guide/ policy 
• user requirements 
 
 

 
(5) Method of Assessment 
 

Competency should be determined by intermittent checking at various critical stages of project 
work. 

 
Competency should be determined by observing task assigned at completion (short/long 
programs). 

 
Competency should be assessed through the application of questions related to the underpinning 
knowledge. 

 
 
(6) Context of Assessment  

 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures. 
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collecting, analysing and organising ideas and information Level 1  
Communicating ideas and information Level 2  
Planning and organising activities Level 1  
Working with others and in teams Level 1  
Use mathematical ideas & techniques Level 1  
Solve problems Level 1  
Using technology Level 1  

 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB0162A:   Writing for the World Wide Web  

Competency Descriptor:    
    
 
 
 
 
Competency Field:     Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1 Site content requirements are 
determined 

1.1 Site purpose and functionality is confirmed with reference 
to client specification in accordance with established 
procedures. 

  1.2 Customer information needs are correctly identified with 
reference to audience, site functionality and client 
requirements. 

  1.3 Content channels and format requirements are accurately 
identified as required. 

  1.4 Templates and style guides are correctly identified where 
relevant. 

  1.5 Relevant content is identified and analysed with reference 
to audience needs, maintenance requirements, information 
architecture and site design and functionality. 

  1.6 Alterations to site design are negotiated as required by 
identified content requirements 

2 Site content is written 2.1 Appropriate content is generated in accordance with 
requirements and according to organisational guidelines. 

  2.2 Content is able to be scanned and the information is readily 
digestible. 

  2.3 Content is edited with reference to audience needs, site 
functionality and client requirements. 

This unit deals with the skills and knowledge required to write 
concise and relevant content for web pages and applies to individuals 
operating in the information and communication industry. 
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3 Upload content 3.1 Logging into server site using either the appropriate 

administrative or anonymous FTP protocol is completed in 
conformance with appropriate procedures and guidelines. 

  3.2 Appropriate transfer software is launched and the selected 
destination directory navigated to either graphically or 
through command line following the correct procedures. 

  3.3 Files are stored and ordered according user needs and file 
extensions. 

  3.4 Contention is closed using the correct procedures. 

    

 

RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to writing for the World 
Wide Web applies to individuals in the information and communication technology industry. 
 
Content may include but not limited to information 
and interactive features such as: 
 
• product information 
• company information 
• copyright and disclaimer notices 
• a site search engine 
• site map 
• frequently asked questions 
• what’s new 
• customer specific information 
• customer only information 
• error messages 
• instructions 
• feedback mechanisms 
• reference pages 
• forms 
• background articles 
• ratings/rankings/testimonials/quotes from 

reviews 
• hyperlink titles.  
• content may be text, video, audio, graphics, 

animation etc. 
The specific content solution will be different for 
each site. 

Content usability considerations may include; 
 
• how easy it is for the user to grasp the nature 

and extent of a site’s content 
•  how easy it is for them to explore the site 
• digest information  
• interact with that content 
 
Usability should also account for handicapped 
persons through devices such as captions and 
ALT tags for images and providing the same 
information in a number of formats. 
 
 
File transfer protocol client may include, but are 
not limited to, a wide variety of commercial 
available tools such as: 
 
• AxY FTP for Windows, Linux and Unix 
• Dreamweaver 
• MS Frontpage,  
• CuteFTP 
• Win 95/NT File sharing,  
• MS Internet Explorer graphical FTP 
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E-business variables include: 
 
• how organisations structure themselves  
• capture information 
• manage their workers 
• relate and partner with other organisations and groups to achieve effective functioning, efficient 

operations and cultural shifts 
 
Knowledge economy involves all individuals participating on-line for: 
 
• professional or personal research and learning, 
•  communicating with friends or associates  
• pursuit of leisure activities.  
 
E-commerce models include any kind of business-related transaction conducted with the assistance of 
electronic tools across and within organisations or with individual customers. These may include: 
 
• Brochure Site 
• Customer Service Site 
• Real Time Site 
• Quote Aggregator 
• Insurance Mall 
• Direct Channel 
• Virtual Carrier 
• Quote Mall 
• Agent Mall 
• Consumer Auction 
• Carrier Auction 
• Time Limited Information 
•  Investor Relations 
• Technical Support 
• Pre Sales Support and Corporate Awareness 
• Proprietary Standard Promotion 
 
E-commerce models are changing all the time and the above are just an example of possible models 
 
The knowledge economy is broader than on-line participation and includes: 
 
• knowledge workers and organisations 
• recognising the value of life long learning and the need to capture knowledge within organisations to 

ensure effective functioning. 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to develop content for web site that meets client and 
audience needs in accordance with the performance criteria and the range listed within the range of 
variable statements. 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
 
• demonstrate compliance with Occupational Health and Safety regulations applicable to 

workplace operations 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes  
• identify site purpose and functionality 
• identify format and channels 
• produce appropriate content 
• use appropriate software applications 
• complete task to specification 
• interactively communicate with others to ensure safe and effective workplace 

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• ITICOR0231A Operate a personal computer 
 
 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• content features such as clarity, scan ability, 

readability and the intuitiveness of micro-
content elements 

• the function and features of micro-content 
elements such as headings, highlighted 
words, link text ,etc 

• the relationship between content and site 
design 

• the function and features of style guides 
• web design and usability  
• copyright and intellectual property 
• regulations governing privacy 

 

Skills 
The ability to: 

 
• identify target audiences 
• analyse audience needs 
• identify relevant content 
• determine appropriate content channels 

and formats 
• write content 
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(4) Resource Implications  
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• style guides and templates where they exist 
• web site specification 
• current software including word processing and or web development software as 

determined by writing requirements 
 
 
(5) Method of Assessment  

 

This competency can be assessed in the workplace or in a simulated environment. Assessment 
of this unit of competence will usually include observation of real or simulated work processes 
and procedures, quality projects and questioning on underpinning knowledge and skills 

Competence in this unit needs to be assessed using formative assessment to ensure 
consistency of performance in a range of contexts 

Simulated activities must closely reflect the workplace and may need to take place over a period 
of time to allow the candidate to fully demonstrate competency 
 
Questions related to the performance criteria and directed to the candidate, peers and business 
client will assist in assessing competence. Observation of performance will assist in the collection 
of evidence. 

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 
Breadth, depth and complexity of knowledge and skills would prepare a person to perform in a 
range of varied activities or knowledge application where there is a clearly defined range of 
contexts in which the choice of actions required is usually clear and there is limited complexity in 
the range of options to be applied.   
 
An individual demonstrating these competencies would be able to:  
 
• demonstrate some relevant theoretical knowledge and apply a range of well developed skills 
• apply known solutions to a variety of predictable problems, perform processes that require a 

range of well developed skills where some discretion and judgement is required 
• interpret available information, using discretion and judgement;  
• take responsibility for ones own outputs in work and learning and take limited responsibility 

for the output of others. 
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CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT0282A:   Locate and evaluate online information  

Competency Descriptor:    
    
 
 
 
 
 
Competency Field:   Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Conduct a basic search using a 
search engine 

1.1 A search engine is located on the web and accessed using 
the correct procedures. 

  1.2 Appropriate key words to locate the desired information are 
entered into the ‘search’ box. 

  1.3 Indices, catalogues and directories provided by the search 
engine are used following the correct procedures. 

  1.4 Confidence and relevancy rankings are used where 
available in the correct manner. 

  1.5 Search is queried or refined depending on outcomes of the 
search in accordance with procedures. 

  1.6 Conduct a search within a web site using the internal 
search engine (if appropriate) and the correct procedures. 

2. Conduct an advanced search 
using search tools 

2.1 Boolean search techniques are used as required in 
conformance with procedures and guidelines. 

  2.2 Multiple or meta search tools are used with a range of key 
words according to the correct procedures. 

  2.3 Advanced search features, provided in most search tools, 
are used when appropriate in line with the correct 
procedures. 

  2.4 Search engines particular to field of knowledge are utilised 
following the correct procedures. 

This unit deals with the skills and knowledge required to use search 
engines to locate required information on the web and evaluate the 
content of sites for accuracy, currency and or authority and applies to 
individuals operating in the information and communication 
technology industry. 
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  2.5 Related virtual community sites, clearinghouses, 

newsgroups, gofers are accessed according to guidelines 
and procedures. 

  2.6 Search with domain names is conducted following the 
correct procedures. 

3. Evaluate information located 3.1 Accuracy of the information is determined by cross-
referencing with a number of sites, and through 
consideration of identifier information contained on the site. 

  3.2 Checking of the date that the page was last updated and/or 
the properties of the site to determine currency of 
information followed procedures and guidelines. 

  3.3 Site authority and information reliability is determined, 
including copyright statements, privacy statements and 
organisational information. 

 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to locating and evaluating 
online information and applies to individuals in the information and communication technology industry. 
 
 
Hardware may include IT equipment of all types: 
 
• work stations, PCs 
• networks 
• remote sites 
• servers 

Search types may include: 
 
• custom searches 
• simple searches 
• directory searches 
• current new searches 
• web content searches (chat rooms, bulletin 

boards) 
 
Search tools may include: 
 
• Snap 
• Quest finder 
• Ask Jeeves 
• Google 
• Met crawler 
• Alt Vista, Excite 
• info seek, Find link 
• Northern Light 
• AOL NetFind 
• Hotbot 
• Look Smart 
• Yahoo 
• Netscape 

• Lycos 
• Open Text 
• WebCrawler 
• Go To Dot Com 
• Beaucoup 
• Meta Search 
• Search.com 
• Go2Network 
• Savvy Search 
• Profusion 
• Dog pile 
• Metagopher 
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E-commerce models include any kind of business-related transaction conducted with the assistance of 
electronic tools across and within organisations or with individual customers. May include: 
 
• Brochure Site 
• Customer Service Site 
• Real Time Site 
• Quote Aggregator 
• Insurance Mall 
• Direct Channel 
• Virtual Carrier 
• Quote Mall 
• Agent Mall 

• Consumer Auction 
• Carrier Auctio 
• Time Limited Information 
• Investor Relations 
• Technical Support 
• Pre Sales Support and Corporate Awareness 
• Proprietary Standard Promotion. 
 

 
E-commerce models are changing all the time and the above are just an example of possible models. 
 
 
Knowledge economy involves all individuals 
participating on-line for: 
 
• professional or personal research and learning 
• communicating with friends or associates 
• the pursuit of leisure activities. 
 
 

E-business encompasses how organisations: 
 
• structure themselves 
• capture information 
• manage their workers 
• relate and partner with other organisations and 

groups to achieve effective functioning, efficient 
operations and cultural shifts 

 
The knowledge economy is broader than on-line participation and includes knowledge workers and 
organisations and recognises the value of life long learning and the need to capture knowledge within 
organisations to ensure effective functioning. 
 
Means of checking site authority include: 
 
• checking the domain name, high confidence 

can generally be attributed to sites from the 
.gov and .edu sites where levels of public and 
private scrutiny are known. 

• known researchers, authors or sites are  
 used 
• the likelihood of the information being  
 available is assessed, for example a site 
 purporting to contain highly confidential  
 military technology specifications should be 
 treated with caution 
• identify the purpose and reputation of the  
 site being accessed: many sites identify 
 affiliations with organisations that indicate  
 site credibility;  eg., this is the home page of 
 the xxx institute, a collaborative joint research 
 venture between the Commonwealth 
 Government, xxx Corporation, and the 
 University of ABC 
 

• links to other sites are checked to determine 
credibility: credible sites may have reciprocal 
links with sites that establish its bona fides; 
e.g., a research institute should have reciprocal 
links to parent universities and individuals 
respected in the field 

• authors are identified on documents: this can 
be very helpful, especially if valid biographical 
information is presented 

• the intent of the information 
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Conduct secondary checks, where appropriate. A variety of techniques can be used including: 
 
• checking the phone book 
• ringing the organisation 
• checking registration information such as business names with appropriate authorities and 

professional bodies. 
 

EVIDENCE GUIDE  
Competency is to be demonstrated by the ability to correctly use search tools to locate information and 
make an informed assessment of the accuracy, currency, authority and reliability of the site in accordance 
with the performance criteria and the range listed within the range of variable statements. 
 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• demonstrate compliance with Occupational Health and Safety regulations applicable to 

workplace operations 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 
• perform tasks to specification 
• use software tools effectively 
• demonstrate the ability to navigate desktop environment 
• interpret job specifications 
• safe and effective operational use of all equipment 
• interactively communicate with others to ensure safe and effective workplace  
 
 

(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• ITIDEO0231A  Operate a computing package 
• ITICOR0471A   Access the internet 
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• usage of browser 
• usage of the Web 
• usage of research techniques 
• copyright and intellectual property 
• regulations governing privacy 

 

Skills 
The ability to: 

 
• understand key words 
• operate a PC 
• open web sites 

 
(4) Resource Implications  
 

To demonstrate competence in this unit the candidate will need access to: 
 
• personal computer 
• server 
• remote web sites 
• network 
• browser software 
• search tools 

 
 
(5) Method of Assessment  
 

This competency can be assessed in the workplace or in a simulated environment. 

Assessment of this unit of competence will usually include observation of real or simulated work 
processes and procedures, quality projects and questioning on underpinning knowledge and 
skills. 

Questions related to the performance criteria and directed to the candidate, peers and business 
client will assist in assessing competence. Observation of skills will assist in the collection of 
evidence. 
 
Simulated activities must closely reflect the workplace. 

 
 
(6) Context of Assessment  

 
Work is likely to be carried out under direct supervision. 
 
Breadth, depth and complexity of knowledge and skills would prepare a person to perform a 
defined range of activities most of which may be routine and predictable.   
 
Although simulated activities must closely reflect the workplace the candidate will be able to 
quickly demonstrate competence at locating information and using advanced search techniques.   
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2 
Communicate ideas and information Level 1 
Plan and organise activities Level 1 
Work with others and in team Level 1 
Use mathematical ideas and techniques Level 1 
Solve problems Level 2 
Use technology Level 2 
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
 
 
 



 
 
 ITIDAT1082A Operate a word processing application (advance) 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 
 
 

ITIDAT1082A:   Operate a word processing application (advance) 

Competency Descriptor:    
    
 
 
 
Competency Field:   Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Insert, format and protect form 
elements 

1.1 A rough sketch of the form to be created is drawn on a 
paper.  

  1.2 The form fields required to gather information are 
determined. 

  1.3 The desktop environment is customized to include forms 
toolbar. 

  1.4 Form fields are inserted and their properties set. 

  1.5 Form fields are checked to conform that they are long 
enough to handle input from the user. 

  1.6 The form fields are formatted and styled as required. 

  1.7 Forms and fields are protected/unprotected.  

2. Create tables for forms 2.1 Tables are created for alignment of fields or to control row 
height. 

  2.2 Form fields are placed in table cells. 

  2.3 Table cells are formatted as required. 

3. Create and work with a long 
document 

3.1 A general outline is decided and work is divided into 
sections or chapters with headings and sub-headings.  

  3.2 Templates are created and styles applied on headings to 
consider how the final version will be bound. 

  3.3 Document maps are used to move quickly around the 
document. 

This unit deals with the skills and knowledge required to operate a 
word processing application and applies to individuals operating in 
the information and communication industry. 
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  3.4 Sections are created in documents when certain parts of 

the documents are required to be formatted differently from 
the other parts of the document. 

  3.5 Different headers and footers are added to different pages 
within the document as required. 

  3.6 Table of contents are applied as required. 

4. Create macros and run macros 4.1 Macros are recorded as required. 

  4.2 Macros are run and edited as required. 

  4.3 Macros are added to the toolbar. 

 
 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to advance operations of 
a word processing application and applies to all individuals in the information and communication 
industry. 
 
 
Software may include but are not limited to: 
 
• Microsoft Word 
• Microsoft Works 
• Corel WordPerfect 
 

Equipment may include: 
 
• personal computer 
• printer 

 
Formatting may include: 
 
• page orientation 
• margins 
• enhancements to text –colour, font, size 
• enhancements to format – borders, patterns and colour 
• alignment on page 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to complete basic operations associated with creating 
and formatting forms, long documents and macros in accordance with the performance criteria and the 
range listed within the range of variable statements. 
 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• create documents in line with organisation’s guidelines 
• customise settings 
• format and layout document to specification 
• insert form elements 
• use software features and tools appropriately 
• create and run macros 
 
 

(2) Pre-requisite Relationship of Units 
 

ITICOR0231A Operate a personal computer 
 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• operating systems software and 

software tools 
• applications and their features 
• form fields and their properties 
• use of document maps 
• macros and templates 
 

Skills 
The ability to: 

 
• create form elements 
• customise settings 
• create tables and templates 
• work with long documents 
• format and style documents 

 
(4) Resource Implications  
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• personal computer/network 
• printer 
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(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria. 
 
 

(6) Context of Assessment  
 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
 
 
 

CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level -  
Use mathematical ideas and techniques Level -  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT0212A:   Use advanced features of computer applications  

Competency Descriptor:    
    
 
 
 
 
Competency Field:   Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Manipulate data 1.1 Advanced features of application are appropriat ely employed 
in the preparation and presentation of data.  

  1.2 Data is efficiently transferred between applications. 

  1.3 Objects, macros and templates are created correctly and 
appropriately employed for routine activities.  

  1.4 Shortcuts and featur es are regularly employed for increased 
productivity. 

  1.5 Related data files are linked as required.  

2. Access and use support 
resources 

2.1 Routine problems are promptly solved with the use of the 
appropriate support resources. 

  2.2 Online help is easily accessed and used to overcome 
difficulties with applications. 

  2.3 Manuals and training booklets are used to solve advanced 
problems expeditiously. 

  2.4 Problems are accurately analysed and speedily eliminated 
according to results. 

  2.5 Technical support is accessed and trouble shooting results 
and alert messages are supplied to technical support in the 
appropriate timeframe. 

This unit deals with the skills and knowledge required to utilise 
computer applications to their full capacity employing all advanced 
features as required and applies to individuals operating in the 
information and communication technology industry. 
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3. Configure the computing 

environment 
3.1 Performance of PC is enhanced in line with organisational 

guidelines. 

  3.2 Environment is configured according to user/organisational 
requirements. 

  3.3 PC environment is customised to requirements and optimised.  

 
RANGE STATEMENT  
 
This unit applies to the activities associated with the essential operations linked to utilisi ng computer 
applications to their full capacity employing all advance features and applies to individuals in the 
information and communication technology industry. 
 
 
Hardware components may include but are not 
limited to: 
 
• personal computers  
• networked systems 
 

Documents may include but are not limited to:  
 
• established files  
• established applications 

 
Software applications may include but are not 
limited to: 
 
• commercial software applications 
• organisational specific software 
• word processing 
• spreadsheet 
• database 

Applications may include presentation applications 
contained in:  
 
• Microsoft Office,  
• Lotus Suite, 
•  Claris Works,  
• Star Office  
• other similar applications 
 

 
Storage media/disks may include but are not 
limited to: 
 
• diskettes,  
• CDs,  
• zip disks,  
• local HDDs,  
• remote HDDs 
 

Information Technology components may include:  
 
• hardware,  
• software  
• communication packages 

 
Keyboarding speed will vary according to different organisational requirements and different job roles 
within an organisation. The keyboard technique should be in line with OH&S requirements for safe use of 
keyboards. 
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Documentation and reporting documentation for version control may follow ISO standards:  
 
• audit trails 
• naming standards 
• version control 
• project management templates and report writing styles will vary according to organisational 

approach. 
• information gathering processes may have associated templates  
 
 
Organisation variables may include but are not 
limited to: 
 
• keyboarding and accuracy as per organisation 

guidelines;  
Occupational Health and Safety guidelines related 
to use of:  
 
• screen based equipment  
• computing equipment and peripherals  
• ergonomic work stations 
• security procedures 

 

Occupational Health and Safety standards may 
include: 
 
• company requirements, 
• statutory requirements 
• vendor requirements 
 
Ergonomic and environmental factors must be 
considered during the demonstration of this 
competency 

 
Ergonomics considerations may include but are not 
limited to: 
 
• occupational health safety procedures  
• using and cleaning visual display units (VDUs) 
• advice on footrests 
• exercises 
• time for breaks 
• armrests 
• chairs  

Environmental safety issues may include:  
 
• air quality 
• lighting 
• noise level 
• cleanliness of equipment, furniture and 

surroundings 
• fire hazards 
• minimization of electromagnetic radiation 

(EMR) 
 

EVIDENCE GUIDE  
 
Assessment must confirm the ability to utilise computer applications to their full capacity employing all 
advanced features and import/export capacities for efficiency and productivity purposes  according to the 
performance criteria and the range listed within the range of variable statements.  
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(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects:  
 
• demonstrate compliance with Occupational Health and Safety regulations applicable t o 

workplace operations 
• indicate compliance with organisational policies and procedures  
• apply organisational quality procedures and processes  
• perform all tasks in accordance with standard operating procedures  
• perform tasks to specification 
• use software tools effectively 
• demonstrate the ability to navigate desktop environment  
• interpret job specifications 
• safe and effective operational use of all equipment  
• interactively communicate with others to ensure safe and effective workplace  

 
 
(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A  Operate a personal computer 
• ITICOR0241A  Operate a word processing applications (basic) 
• ITIDAT0171A  Operate a spreadsheet application (basic) 
• ITIDBO0251A  Operate a database application (basic) 
• ITIMED0261A  Operate a presentation package (basic) 

 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• general Occupational Health and 

Safety principles and responsibilities  
• basic understanding of operating 

systems software and system tools 
• broad knowledge base of vendor 

product directions 
• broad knowledge base of vendor 

applications and their features  
• basic understanding of troubleshooting  
• broad knowledge of Occupational 

Health and Safety requirements in 
relation to work safety, environmental 
factors and ergonomic considerations 

 

Skills 
The ability to:  

 
• follow health, safety and security 

procedures 
• use applications features correctly 
• communicate effectively 
• apply problem solving skills 
• interpret technical information 
• analyse situations 
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(4) Resource Implications  
 

Competency can be demonstrated in a simulated environment or in the workplace.  
 
The following resources should be provided:  
• personal computer/network system 
• appropriate computer application 
 
 

(5) Method of Assessment  
 
Competence in this unit may be assessed using formative assessment to ensure consistency of 
performance in a range of contexts.  
 
Assessment of this unit of competence could include review of documents developed by the 
candidate. Questions related to the performance criteria and directed to the candida te, peers and  
business client will assist in assessing competence. Observation of skills will assist in the 
collection of evidence.  
 
Simulated activities must closely reflect the workplace.  
 
Peers and supervisors must be available to give information on t he extent and the quality of 
contribution made. 

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess under pinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 2  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques  Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
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ITINET1372A:   Install software applications  

Competency Descriptor:    
    
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Determine software or software 
upgrade requirements of clients 

1.1 Client requirements are clearly documented and reported to 
supervisor according to established procedures. 

  1.2 Supervisor’s instructions to meet client requirements are 
acted on in line with organisation guidelines, corporate 
purchasing and licensing arrangements and budget 
constraints. 

2. Obtain software or software 
upgrade 

2.1 Appropriate software is obtained under instruction from 
management or supervisor. 

  2.2 Licensing requirements are determined and recorded in line 
with organisation guidelines. 

3. Install software or upgrade 3.1 Upgrades are installed to meet supervisor instructions and 
in accordance with installation procedures. 

  3.2 Process is undertaken so clients experience minimal 
disruption. 

  3.3 Computer is correctly installed to accept software according 
to installation instructions. 

  3.4 Testing and acceptance are carried out in line with 
corporate guidelines.  

  3.5 Client requirements are satisfied and amendments are 
made as required for client or the client is referred to 
appropriate person/supervisor if necessary. 

 
 

This unit deals with the skills and knowledge required to install 
software applications under instructions and applies to individuals 
operating in the information and communication industry. 
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RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to operating a personal 
computer and applies to all individuals in the information technology industry. 
 
 
Hardware may include but not limited to: 
 
• personal computers but not networks 

Client user may include: 
 
• department within the organisation  
• third party  
The relation and ease of access will vary. 

 
Software may include but are not limited to:  
 
• commercial software applications 
• organisational specific software 
• operating systems - stand alone PC systems 

and network operating systems 
• word processing 
• spreadsheet 
• database 
• graphics 
• communication packages 
• any applications as used by the organisation 
• software installation instructions and manuals 
• range of suppliers 

Organisation variables may include but are not 
limited to:  
 
• contracting arrangements relating to 

Information Technology purchasing 
• licensing requirements and supplier options 
• storage and retrieval of product licences 
• storage of Information Technology equipment 

and documentation 
• testing standards 
 

 

EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to install software applications through operating system 
instructions and to configure computer to accept new software or upgrade in accordance with the 
performance criteria and the range listed within the range of variable statements. 
 
 
(1) Critical Aspects of Evidence      
 

It is essential that competence is observed in the following aspects: 
  
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 
• perform tasks to specification 
• use software tools effectively 
• demonstrate the ability to carry out installation procedures 
• interpret job specifications 
• safe and effective operational use of all equipment 
• interactively communicate with others to ensure safe and effective workplace  
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(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• ITICOR0231A Operate a personal computer 
 
 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• organisational guidelines for purchasing 
• broad general knowledge of licensing 

arrangements and responsibilities 
• broad general knowledge of software 

copyright responsibilities 
• broad general knowledge of operating 

systems supported by the organisation  
• broad general knowledge of hardware 

storage devices 
• broad general knowledge of input/output 

devices 
• broad general knowledge of the client 

business domain 
 

Skills 
The ability to: 

 
• provide general customer service 
• make decision in a limited range of 

options 
• demonstrate problem solving of 

known problems in routine 
procedures 

• exhibit plain English literacy and 
communication skills in relation to 
the presentation of information  

• display report writing skills for 
business requiring some analysis 
and evaluation of information in a 
defined range of areas 

 
(4) Resource Implications  
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• software 

 
 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  

 
 
(6) Context of Assessment 

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 1  
Plan and organise activities Level 2  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT0252A:  Design organisational documents using computing 
packages  

Competency Descriptor:    
    
 
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Design documents to meet 
organisational requirements 

1.1 Business document requirements are determined and 
configured according to guidelines. 

  1.2 Organisational design guidelines are determined and 
implemented. 

  1.3 Appropriate software is selected using the correct 
procedures. 

  1.4 Software is used to design documents according to the 
correct procedures and guidelines. 

  1.5 Documents are stored for access and editing as required in 
conformance with procedures and guidelines. 

2. Access, retrieve and manipulate 
data 

2.1 Software application is opened using the correct 
procedures. 

  2.2 File is determined and opened, and design is amended 
according to requirements and procedures. 

  2.3 Documents are designed to meet organisational 
requirements in line with organisation guidelines and 
procedures. 

  2.4 Applications are exited without loss of data in the correct 
manner. 

 

This unit deals with the skills and knowledge required to produce 
organisational documents using application software within 
organisational guidelines and applies to individuals operating in 
the information and communication industry. 



 
 
 ITIDAT0252A Design organisational documents using computing packages 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to designing 
organisational documents using computing packages and applies to individuals in the information and 
communication technology industry. 
 
 
Information Technology components may include: 
 
• hardware 
•  software 
• communications packages 

Storage media/disks may include but are not 
limited to: 
 
• diskettes 
• CDs 
• zip disks 
• local HDDs 
• remote HDDs 
 

 
Hardware may include but are not limited to: 
 
• personal computers 
• networked systems 
• personal organisers 
• communications equipment 
 
Peripherals may include: 
 
• printers, 
• scanners 
• tape cartridges 
• speakers 
• multi media kits 
 
keyboard equipment may include: 
 
• mouse 
• touch pad 
• keyboard 
• pens 
 

Software may include but are not limited to:  
 
• commercial software applications 
• organisational specific software 
• word processing 
• spreadsheet 
• database 
• graphic 
• communication packages 
• presentation functionalities 
 
May include presentation applications contained in: 
Microsoft Office, Lotus Suite, Claris Works, Star 
Office or other similar applications. 
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Keyboarding speed will vary according to: 
 
• different organisational requirements 
• different job roles within an organisation. 
 
 

Documentation and reporting for version control 
may follow ISO standards: 
 
• audit trails 
• naming standards 
• version control 
• project management templates and report 

writing styles will vary according to 
organisational approach 

 
 
The keyboard technique will be in line with OHS requirements for safe use of keyboards. 
 
Information gathering processes may have associated templates. 
 
Organisational variables may include but are not 
limited to: 
 
• keyboarding and accuracy as per organisation 

guidelines 
• Occupational Health and Safety guidelines 

related to use of screen based equipment, 
computing equipment and peripherals and 
ergonomic work stations; security procedures 

 

Occupational Health and Safety Guidelines relate 
to: 
 
• use of screen based equipment 
• use of computing equipment 
• use of peripherals 
• ergonomic work stations 

 
Business documents may include: 
 
• newsletters 
• client database 
• proposals 
• reports 
• account statements 
• project reviews 
• web pages 
 

EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to producing organisational documents using application 
software within organisational guidelines. Competency should be demonstrated by building several 
working documents, with final output being produced with minimum supervision. Function and features of 
a range of available software applications are readily accessed and employed according to organisational 
requirements in accordance with the performance criteria and the range listed within the range of variable 
statements. 
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(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• demonstrate compliance with Occupational Health and Safety regulations applicable to 

workplace operations 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes 
• perform tasks to specification 
• use software tools effectively 
• demonstrate the ability to manipulate features 
• interpret job specifications 
• safe and effective operational use of all equipment 
• interactively communicate with others to ensure safe and effective workplace  

 
 
(2) Pre-requisite Relationship of Units 
 

• ITIDAT0141A Operate a computing package 
 
 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• detailed knowledge of organisational style 

guide 
• organisation storage and retrieval 

procedures  
• broad knowledge of function and features 

of operating systems 
• general Occupational Health and Safety 

regulations 
• current business practices in relation to 

preparing reports 
• use of input/output devices  
• organisational procedures for document 

design 
 

Skills 
The ability to: 

 
• carry out decision making in a limited 

range of options 
• perform general customer service in 

relation to internal customers 
• employ questioning and actively listening 

skills to clarify information 
• use problem solving skills for known 

problems in routine procedures 
• employ basic analytical skills for known 

problems in routine procedures 
• display literacy in regard to general 

workplace documentation 
• operate computing packages and 

hardware  
 

 
(4) Resource Implications  
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• computing packages 
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(5) Method of Assessment  
 

Competence in this unit may be assessed using formative assessment to ensure consistency of 
performance in a range of contexts.  
 
Assessment of this unit of competence could include review of documents developed by the 
candidate. Questions related to the performance criteria and directed to the candidate, peers and  
business client will assist in assessing competence. Observation of skills will assist in the 
collection of evidence. 
 
Simulated activities must closely reflect the workplace. 
 
Peers and supervisors must be available to give information on the extent and the quality of 
contribution made. 

 
 
(6) Context of Assessment  

This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 
 
 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 2  
Plan and organise activities Level 1  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITINET1362A:   Connect hardware peripherals 

Competency Descriptor:    
    
 
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Confirm requirements of client 1.1 Client’s peripheral requirements are identified and are 
confirmed in accordance with organisation standards. 

  1.2 Client requirements and peripherals needed in line with 
organisation guidelines are documented and are reported 
to the supervisor. 

  1.3 Client requirements are cleared with supervisor in line with 
organisation guidelines. 

  1.4 Client support expectations are covered by vendor’s 
warranty and support services. 

2. Obtain required peripherals 2.1 Peripherals are obtained under instruction from 
management/supervisor. 

  2.2 Peripherals are entered into equipment inventory according 
to organisation’s procedures. 

  2.3 Contents are validated and method of ensuring the physical 
contents match the packing list is demonstrated. 

  2.4 Peripherals are stored according to vendor/manual 
guidelines. 

3. Connect hardware peripherals 3.1 Timeframe for installation schedule is verified with higher 
authority in line with organisation guidelines. 

  3.2 Existing peripherals are disconnected and replaced, with 
minimal disruption to clients. 

  3.3 New peripherals are connected with minimum disruption 
using the correct procedures. 

This unit deals with the skills and knowledge required to connect 
hardware peripherals according to instructions and applies to 
individuals operating in the information and communication 
technology industry. 
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  3.4 Computer is configured to accept new peripherals. 

  3.5 Hardware peripherals are tested, client satisfaction is 
confirmed and amendments are made as required for client 
in line with procedures and guidelines. 

 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to connecting hardware 
peripherals according to instruction computer and applies to individuals in the information and 
communication technology industry. 
 
Peripherals may include but are not limited to: 
 
• printers, scanners, tape cartridges,  
• speakers, multi media kits,  
• PC fax, modems,  
• key board equipment may include mouse, 

touch pad, key board, pens  
• mobile phones, palmtops & PDAs, laptops,  
 and desktop computers  
• Bluetooth devices, Universal Serial Bus  
 (USB) 

 
 

Peripherals can be sourced from existing  
inventory or vendors. 
Peripherals will normally connect to an existing 
interface port or wireless and do not include 
peripherals accessed internally. 

Hardware may include Information Technology 
equipment of all types: 
 
• Workstations, PCs, IBM, Compaq, Hewlett 

Packard, Sun, Dell, Gateway 2000, SGI, Sun 
Microsystems 

• Bridges, 3Com, Compaq, CISCO, IBM 
• modems, analog, cable, ISDN, DSL 
• servers, Acer, Apple, Compaq, Dell, Gateway 

2000, Hewlett-Packard, IBM, Macintosh, NEC, 
SGI, Sun Microsystems, Unisys 

• network cards, Adaptec, ARTIC, Compex, SMC 
• switches, 3Com, Accton, Cabletron, CISCO, D-

Link, Farallon, Hewlett-Packard, Intel, Network 
Technologies 

• hubs & repeaters, 3Com, Compaq, CISCO, 
Accton, Asante, D-Link, Farallon, Hewlett-
Packard, Intel, Omnitron, 

• routers & gateways, 3Com, CISCO, D-Link, 
Intel,  

• File & print servers, AcerAltos, Aerocomm, 
AlphaServer, Dell, D-Link, Hewlett-Packard, 
IBM, NEC, Sun Microsystems 

 
Operating systems may include but are not limited to: 
 
• Win 95/98/NT/2000 
• Sun Solaris/SunOS 
• HP-UX 
• AIX 
• Digital Unix 
• Silicon Graphics IRIX 

• DOS 
• DEC VMS 
• Mac OSX 
• Linux 
• NetWare 
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Software and applications may include; 
 
• packaged software 
• in-house development 
• out-sourced development 
 
The amount of maintenance, change and tailoring 
that can be undertaken will vary. 
 

Help desk and maintenance structures for reporting 
will vary to include: 
 
• call centre or a general contact point which 

then calls a supplier or other technician  
• others may be staffed by technicians capable 

of solving the problem 
 

 
Thus documentation and other procedures will 
vary. Systems to monitor change request may be 
manual or computerised. 

Configuration includes: 
 
• automatic 
• plug and play 
• manual 

 
Occupational Health and Safety standards may 
include: 
 
• company requirements 
• statutory requirements 
• vendor requirements.  
 
 

Ergonomic and environmental factors must be 
considered during the demonstration of this 
competency. 

 

EVIDENCE GUIDE  
Competency is to be demonstrated by the ability to correctly connect internal hardware components 
according to vendor and technical specifications in accordance with the performance criteria and the 
range listed within the range of variable statements. 
 
 
(1) Critical Aspects of Evidence  
 
 It is essential that competence is observed in the following aspects: 

 
• demonstrate compliance with Occupational Health and Safety regulations applicable to 

workplace operations 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 
• perform tasks to specification 
• observe security procedures 
• demonstrate the ability to follow installation procedures 
• interpret job specifications 
• safe and effective operational use of all equipment 
• interactively communicate with others to ensure safe and effective workplace 
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(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• ITICOR0021A Apply Occupational Health and Safety procedures 

 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• broad general knowledge of OH&S 

procedures for electrical equipment 
• detailed knowledge of inventory 

procedures 
• organisational guidelines relating to 

external suppliers and vendors 
• general understanding of systems, 

technical  
• broad knowledge base incorporating 

theoretical concepts of three or more 
current industry accepted hardware 
peripherals; knowledge of general 
features and capabilities and detailed 
knowledge in some 

• broad knowledge base incorporating  
theoretical concepts of three or more 
current industry accepted system 
components; knowledge of general 
features and capabilities and detailed 
knowledge in some 

• broad knowledge base incorporating  
theoretical concepts of operating 
systems 

• broad knowledge of help desk and 
maintenance practices  

• current industry accepted hardware 
and software products with broad 
knowledge of general features and 
capabilities and detailed knowledge in 
some areas 

• broad knowledge base incorporating  
theoretical concepts of input/output 
devices 

Skills 
The ability to: 

 
• provide customer service skills in 

relation to maintenance procedures 
• handle difficult clients skilfully in 

relation to maintenance procedures 
• apply conflict resolution skills in 

relation to maintenance procedures 
• make decision in a limited range of 

options 
• display literacy in regard to general 

workplace documentation 
• solve problem for a defined range of 

predictable problems  
• exhibit Plain English literacy and 

communication skills in relation to 
analysis, evaluation and presentation 
of information 

• demonstrate facilitation and 
presentation skills in relation to 
transferring and collecting information  

• use negotiation skills in relation to 
other team members and applied to a 
defined range of predictable problems 

• demonstrate report writing skills for 
business requiring depth in some 
areas, analysis and evaluation of 
information in a defined range of areas 
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(4) Resource Implications  
 

To demonstrate this unit of competence the candidate will require access to: 
• the organisation’s hardware blueprint  
• the vendor’s support staff (on call if assessment is a live activity) 
• additional staff may be required to support the assessment 

 
 
(5) Method of Assessment  
 

Competence in this unit needs to be assessed using formative assessment to ensure consistency 
of performance in a range of contexts. 
 
Assessment of this unit of competence will usually include observation of real or simulated work 
processes and procedures, quality projects and questioning on underpinning knowledge and 
skills. The questioning of team members will provide valuable input to the assessment. 
 
Simulated activities must closely reflect the workplace and may need to take place over a period 
of time. 
 
Evidence can be collected through a supervisor’s report, peer reports and client reports.  Each 
report should be structured and require comment on each performance criteria and the evidence 
guide. 

 
 
(6) Context of Assessment  

 
This competency can be assessed in the workplace or in a simulated environment.  The purpose 
of this unit of competence is to define the standard of performance to be achieved in the 
workplace. 
 
An individual demonstrating these competencies would be able to: demonstrate knowledge by 
recall in a narrow range of areas; demonstrate basic practical skills, such as the use of relevant 
tools; perform a sequence of routine tasks given clear direction; and receive and pass on 
information. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB0722A:  Create a simple mark-up language document  

Competency Descriptor:    
    
 
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Determine document usage and 
structure. 

1.1 Uses of the document and the audience are identified. 

  1.2 Appropriate mark-up language based on document uses 
and audience is determined. 

  1.3 Document structure based on user requirements is 
designed. 

  1.4 Documents, map/diagrams are developed and confirmed by 
client. 

2. Create document structure. 

 

2.1 Head and title of the document is created in user agreed 
style. 

  2.2 Body of the document is created; texts and paragraphs are 
added as required. 

  2.3 Spaces are added as required to make the document 
readable. 

  2.4 Special symbols are added as required to ensure the 
document is displayed correctly across platforms. 

  2.5 Documents are saved using correct text case as per 
organization coding and naming standards/guidelines to 
meet documentation needs. 

This unit deal with skills and knowledge required to design, create and 
save a simple mark-up language document. This document has to be 
created with use of a text editor rather than a code generator, and applies 
to but not limited to individuals working as web page designers. 
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3. Format document and import 

objects 
3.1 Text in the chosen mark-up language document is formatted 

by applying required colour, font-face, style, size etc. 

  3.2 Required and suitable background colours or images that 
may include company logos, style, guides etc are 
determined.  

  3.3 Elements on the page are positioned for preferred look 
using chosen mark-up language. 

  3.4 Texts are indented and lists (ordered, unordered, nested) 
are created using chosen mark-up language. 

  3.5 Images are inserted, optimised (GIF, JPEG may include 
animated images) and formatted (size, convert to browser 
safe colours) to meet document requirements. 

  3.6 Text is wrapped, spaces added around images using 
chosen mark-up language. 

  3.7 Images are scaled, aligned to meet document’s formatting 
requirements. 

4. Create tables. 4.1 Tables are created for the page content base on document 
map/diagram and positioned on page. 

  4.2 Table widths are set, cells are formatted (spanned across 
columns, content aligned, spaces applied in and around 
cells, coloured) as required by document map/diagram. 

  4.3 Borders are created for tables and any nested tables using 
chosen mark-up language. 

5. Generate links. 5.1 Links (text and images) and anchors are created within 
document. 

  5.2 Links to FTP sites are created to transfer files easily. 

  5.3 Create basic image maps using chosen mark-up language. 
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6. Create Form Elements 6.1 Form elements viz., text fields, radio buttons, checkboxes, 

input, submit etc are created using chosen mark-up 
language. 

  6.2 Form elements are contained in the form region. 

  6.3 Tables are used to present form elements. 

  6.4 Required input item attributes, such as type, display 
characteristics, variable names and values are specified. 

7. Test and save document. 7.1 Colours, links etc are tested across different platforms. 

  7.2 Code is validated and any redundant tags and code are 
removed. 

  7.3 Consistency of the document format across different 
platforms/browsers are verified and ensured. 

  7.4 Display time of document is reduced for ease of use. 

  7.5 Document is saved in appropriate folder/directory for user 
access and as per organizational requirements. 

 

RANGE STATEMENT  
This unit applies to creating a mark-up document to a given specification 
 
 
Mark-up language may include but not limited to: 
 
• HTML  
• XHTML 
 

Disks may include but not limited to: 
 
• Diskettes 
• CD’s 
• Zip disks 

 
Software used may include but are not limited to: 

 
• text editors such as Word pad, Notepad. 
• commercial application software like 

Frontpage, Dream weaver etc as long as it is 
not used for automated code generation 

Operating system may include: 
 
• Command Line  
• Graphical User Interface systems 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by developing a mark-up language document to specification 
 
 
(1) Critical Aspects of Evidence 

 
It is essential that competencies be obtained in the following aspects. 

 
• ability to design 
• create and save a simple mark-up language document without help of automated code 

generation 
 
 
(2) Pre-requisite Relationship of Units 

 
Pre-requisite for this unit are: 
 
• ITICOR0231A  Operate a personal computer 
• ITICOR0241A Operate a word processing application 
• ITCOR0471A Access the internet 
 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
knowledge of: 
 
• demonstrate some relevant theoretical 

knowledge of SGML and the 
associated standards 

• demonstrate knowledge of the world 
wide web, its operation and its related 
components (browsers, servers, 
network etc) 

• demonstrate some relevant theoretical 
knowledge of open platforms. 

• demonstrate some knowledge of 
Internet and browser related issues like 
bandwidth, screen size 

• demonstrate some relevant theoretical 
knowledge of copyright, ethics and 
privacy 

Skills 
The ability to 

 
• basic analysis in relation to a limited range 

of routine areas 
• choose appropriate Text Editors/Software 
• basic design skills to apply to known 

solutions to a variety of predictable 
problems 

• problem solving skills in known areas 
during normal routine 

• reading and writing at a level where basic 
workplace documents are understood 

• communication is clear and precise 
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(4) Resource Implications  
 

The following resources should be made available 
 

• a personal computer 
• candidate will need access to more than one browser/ platform to test for consistency 
• organizational style guide/ policy 
• user requirements 

 
 
(5) Method of Assessment  
 

Competency should be determined by intermittent checking at various critical stages of project 
work. 

  
Competency should be determined by observing task assigned at completion. (Short/Long 
Programs). 

 
Competency should be assessed through the application of questions related to the underpinning 
knowledge. 

 
 
(6) Context of Assessment 

 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures. 
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collecting, analysing and organising ideas and information Level 1  
Communicating ideas and information Level 1  
Planning and organising activities Level 1  
Working with others and in teams Level -  
Use mathematical ideas & techniques Level -  
Solve problems Level 1  
Using technology Level 1  
 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB0962A:   Develop cascading style sheets (CSS) 

Competency Descriptor:    
    
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Prepare mark up pages 1.1 HTML that the CSS will be applied to is identified. 

  1.2 HTML code is validated and redundant tags removed. 

  1.3 Business content is entered in the HTML page. 

  1.4 The required style of the HTML pages are determined 
based on business needs. 

2. Apply styles to HTML elements 2.1 Chosen style attributes are applied to HTML selectors 
/elements. 

  2.2 Property and values are applied to selectors (for example 
to define colour, font size) according to design 
specifications. 

  2.3 Multiple style declarations for single selectors are correctly 
separated. 

3. Attach CSS to HTML documents 3.1 The basic, document wide style sheet for the document is 
applied using the style sheet element. 

  3.2 Document sheet is applied to an individual element using 
the style attribute. 

  3.3 External style sheet is linked to HTML pages using the link 
element. 

  3.4 Multiple media attributes specify the media/ medium (for 
example aural, Braille) to which the sheets are applied. 

This unit deals with the skills and knowledge required to design and 
add style to mark up language document, and applies to individuals 
working as web page designers. 
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  3.5 Style sheet is imported using the CSS @ import notation. 

  3.6 A range of CSS enhanced browsers are used to check the 
consistency of style to ensure design meets business and 
client expectations. 

4. Apply CSS inheritance rules to 
documents 

4.1 CSS inheritance rules are developed from ‘parents’ to be 
applied generally to ‘children’ documents using the tree like 
structure. 

  4.2 CSS inheritance rules are applied generally. 

  4.3 Specific changes are made to a general rule to over ride 
inheritance. 

  4.4 Common tasks, such as fonts, links and pseudo class are 
applied to documents to ensure consistency with design 
requirements. 

  4.5 Accessibility guidelines are applied as general rules to 
pages. 

5. Validate presentation style 5.1 Page style is previewed in a number of browsers to ensure 
business and customer expectations are meet. 

  5.2 Aesthetic acceptability of the style is approved as meeting 
business requirements. 

  5.3 Ensure accessibility guidelines are able to be meet through 
applied style. 

  5.4 CSS presentation is signed off by business. 
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RANGE STATEMENT  
This unit applies to the creation a CSS and adding it to a mark-up language document 
 
CSS authoring tools may include but not  
limited to  
 
• Dreamweaver MX (Windows & Mac ) 
• GoLive6 (Mac & Windows) 
• Amaya (Linux, Mac & Windows) 
• HTML-Kit (Windows) 
• TopStyle Pro (Windows) 
• G-G Css (Windows) 
• Stylemaster 

Mark-up language documents may include but not 
limited to  
 
• HTML/XHTML 
• DHTML 

 
Accessibility standards adopted may include  
but limited to the following: 

• Web Content Accessibility Guidelines 1.0 
(WCAG) 

• Authoring Tool Accessibility Guidelines 1.0 
(ATAG) 

• User Agent Accessibility Guidelines 1.0 
(UAAG) 

The term properties may mean the following 
 
• font properties 
• colour and Background properties 
• text and Box Properties 
• classification Properties  

 
CSS specification followed may be either of  
the following: 
 
• CSS1 
• CSS2 
 

Css enabled browser used may include but not 
limited to  
 
• Mozilla 1.4 
• Netscape 7.1 
• Clue Browser v4.1.1 
• Internet Explorer v 5.0 and above 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to develop an appropriate presentation style for a mark-
up language document. 
 
 
(1) Critical Aspects of Evidence  

 
It is essential that competencies be obtained in the following aspects. 
 
• develop a presentation style for HTML document using Embedded or linked CSS 
• presentation confirms to Web Accessibility guidelines and meets business needs 

 
 
(2) Pre-requisite Relationship of Units 
 
 Pre-requisite for this unit are: 
 

• ITIWEB0722A   Create a simple mark-up language document  
• ITICOR0231A    Operate a personal computer 
• ITICOR0241A Operate a word processing application 
• ITICOR0471A Access the internet 

 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• website architecture 
• about mark up language document 
• basic design principles  
• web Accessibility guidelines/standards 

 
 

Skills 
The ability to: 
 
• use HTML/XHTML 
• select and use a CSS enhanced 

browser 
• select appropriate software and tools to 

meet the required specifications 
• reading and writing at a level where 

basic workplace documents are 
understood 

• communication is clear and precise 
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(4) Resource Implications  
 

 The following resources should be made available 
 

• Personal Computer 
• application for creating CSS 
• CSS enhanced browser 
• HTML documents to have CSS applied to 

 
 
(5) Method of Assessment 
 

Competency should be determined by intermittent checking at various critical stages of project 
work. 

  
Competency should be determined by observing task assigned at completion. (Short/Long 
Programs). 

 
Competency should be assessed through the application of questions related to the underpinning 
knowledge. 
 
 

 
(6) Context of Assessment  

 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures. 
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CRITICAL EMPLOYABILITY SKILLS    
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 

Collecting, analysing and organising ideas and information Level 2  
Communicating ideas and information Level 3  
Planning and organising activities Level 2  
Working with others and in teams Level 1  
Use mathematical ideas & techniques Level 1  
Solve problems Level 2  
Using technology Level 2  

 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
 



 
 
 ITIWEB0412A: Create web pages with multimedia 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 
 

ITIWEB0412A:  Create web pages with multimedia 

Competency Descriptor:    
    
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Identify the tools and parameters 
of web page design 

1.1 The uses of HTML or XML on and off the Internet are 
described. 

  1.2 Principles of design and navigation are correctly applied 
to the context of web page viewing. 

  1.3 Differences between page layout languages versus 
document content description are outlined. 

  1.4 File types for images and other data are chosen to suit 
the intended viewing environment. 

  1.5 HTML or XML specifications and extension types are 
named and a suitable XML HTML level or DTD is chosen 
for the current task. 

  1.6 Types of web authoring software are identified and 
selected in accordance with type of authoring task and 
workplace procedures. 

2. Produce web pages 2.1 Images, sound, and other referenced files are sourced 
and optimised for download and display. 

  2.2 Web authoring, conversion, or test editing software is 
used to prepare pages incorporating text with images and 
video, sound, scripts or programming, according to 
design brief. 

  2.3 Completed XML or HTML pages are saved to hard disk 
with appropriate file names. 

  2.4 Raw XML or HTML is checked for obvious redundancies 
and omissions, and enhanced if necessary with recent 
extensions, ALT tags, etc. 

This unit deals with the skills and knowledge required to create web 
pages with multimedia, and applies to individuals operating in the 
information and communication industry. 
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3. Validate and prepare for 

distribution 
3.1 Pages are validated with suitable syntax parsing and rules 

checking software. 

  3.2 XML or HTML is corrected in response to validation reports 
until clean validation is achieved at chosen level. 

  3.3 Pages and associated files are uploaded to server or 
transferred to other media and prepared for access. 

  3.4 Internal and external links are checked for functionality in 
their final location. 

 

RANGE STATEMENT  
This unit applies to creating web pages with multimedia 
 
The distribution/display media may include but  
not limited to: 
 
• world wide web public access, 
• local intranet 
• CD-ROM 
• kiosk or specific purpose delivery  
 methods as required 

 

Validation procedures followed may include but 
limited to using: 
 
• SGML syntax parsers and "lint" or rules-based 

checkers, either accessed via the Internet or 
run from a local disk. 

 
Software use may include but are not limited to: 
 
• commercial software applications 
• organisational specific software 
• commercial multimedia software 
• word processing, spreadsheet, database, 

graphic, communication packages and 
presentation functionalities 

Storage media used may include but not limited to: 
 
• diskettes 
• CDs 
• zip disks 

 
 

EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to create web pages, which contain multimedia, in 
accordance with the performance criteria and the range listed within the range of variables statements.  
 
(1) Critical Aspects of Evidence  
 

It is essential that competence be observed in the following aspects: 
 
• create and validate at least TWO linked web pages incorporating multimedia  
• prepare these web pages for distribution on the Internet or other medium 
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(2) Pre-requisite Relationship of Units 
 

Pre-requisite for this unit are: 
 
• Nil 

 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• software used for web authoring, how 

they are used and advantages and 
disadvantages. 

• types of adjustments required when 
converting printable artwork to web 
pages 

• Internet-related issues such as 
bandwidth, platform-independence and 
screen types, and how they are 
resolved 

• the purpose and process of validation 
and the role of standards and 
extensions 

• hardware, software and configurations 
required to view completed work 

 
 
 

 

Skills 
The ability to apply: 

 
• project planning skills in relation to scope, 

time, cost, quality, communications 
• research skills for identifying, analysing 

and evaluating broad features of current 
multimedia usage and best practice in 
multimedia products and procedures 

• basic analysis skills in relation to normal 
routine work processes 

• detailed skills in using applications features 
• basic skills in interpreting technical 

information. 
• plain English literacy and communication 

skills in relation to analysis, evaluation and 
presentation of information 

• problem solving skills for a defined range 
of predictable problems 

• group facilitation and presentation skills in 
relation to transferring and collecting 
information and gaining consensus on 
concepts 

 
 
(4) Resource Implications  
 

The following resources should be made available 
 

• a personal computer 
• web authoring/conversion/editing software 
• candidate will need access to more than one browser/ platform to test for consistency 
• organizational style guide/ policy 
• user requirements 
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(5) Method of Assessment  

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 
 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 
 

 Assessment should be conducted over time and will generally be in conjunction with assessment 
 of other units of competency. 

 
Simulated activities must closely reflect the workplace. 

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 

 
 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 

Levels of Competency 
Level 1. Level 2. Level 3. 

• Carries out established 
processes 

• Makes judgement of 
quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collecting, analysing and organising ideas and information Level 2  
Communicating ideas and information Level 2  
Planning and organising activities Level 2  
Working with others and in teams Level 2  
Use mathematical ideas & techniques Level 2  
Solve problems Level 2  
Using technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB0492A:   Apply a web authoring tool to develop web document   

Competency Descriptor:    
    
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Prepare for development  1.1 Preferred web authoring tool is ide ntified and selected 
according to business preferences. 

  1.2 Preferences for the web authoring tool are set including site 
FTP. 

  1.3 The web author tool environment/ workspace is navigated 
and customised to meet individual requirements. 

  1.4 Buttons and tools are selected correctly, opened and 
closed to access a full range of features.  

  1.5 Site is defined, clearly named and a root folder created.  

2. Create files 2.1 A file is created and saved in correct location/ directory  

  2.2 Text content is inserted and formatted according to 
business information needs. 

  2.3 Images are inserted and optimised as required.  

  2.4 The need for framesets is identified and frameset created, if 
necessary. 

  2.5 Frames are named and saved appropriately. 

  2.6 Local formatting tools are used as required to create 
required business image.  

3. Create formatting templates 3.1 A basic external Cascading Style Sheets (CSS) is created.  

  3.2 Styles are defined for the required tags according the 
business needs. 

  3.3 CSS linked to the relevant files and files display the 
relevant formatting. 

This unit deals with the skills and knowledge required to using web authoring 
and other related software to build a required web site content, and applies to 
individuals working in the information and communication industry. 
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4. Define library items 4.1 Items that recur on several pages are identified.  

  4.2 Selected items are formatted according to CSS definition.  

  4.3 The tags of the selected items are checked.  

  4.4 Items are selected and library items created and clearly 
named. 

  4.5 Items contained in library are updated as required by 
business information needs. 

5. Develop templates 5.1 Create and save a file as a template and link with CS S. 

  5.2 Format the template and create and name editable regions.  

  5.3 Place generic image icons in page as required by business 
image. 

  5.4 Template is saved/ modified saved.  

6. Create simple forms 6.1 Form elements are added to page.  

  6.2 Form element properties are set for each form element.  

  6.3 Insert additional fields as required for processing form.  

  6.4 Availability and location of server -side script is identified.  

  6.5 The form is connected to a script in a server virtual 
directory. 

  6.6 The form is tested to ensure no errors.  

7. Create simple navigation 7.1 Links between pages are created to reflect content 
structure using both text and images.  

  7.2 The link is check in browsers for errors.  

  7.3 Multiple links are created on one image. 

  7.4 The links are checked browsers. 

  7.5 Website content is checked across a number of different 
browsers and browser versions to ensure consistency of 
presentation and performance.  
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RANGE STATEMENT  
This unit applies to using a web -authoring tool to develop a web document  
 
Web development standards followed may  
include but not limited to the following:  
 
• Web Content Accessibility Guidelines 2.0 

(WCAG) 
• Authoring Tool Accessibility Guidelines 1.0 

(ATAG) 
• User Agent Accessibility Guidelines 1.0 

(UAAG) 

Web authoring tool used may include but not 
limited to: 
 
• Dreamweaver 
• Golive,  
• Adobe Photoshop 
• Fireworks 
• Frontpage 

 
 
Mark-up language may include but limited to:  
  
• HTML and DHTML 
 

The code generation may be automated by 
commercial applications though the candidate will 
needs to be able validate the code and fix any 
problems. 

EVIDENCE GUIDE  
 
Competency is to be demonstrated by using web authoring tool to create web site content.  
 
(1) Critical Aspects of Evidence  

 
It is essential that competence be observed in the following aspects. 
 
• develop web content using authoring tools to meet specifications  
• create cross browser web documents 
 

(2) Pre-requisite Relationship of Units 
 
Pre-requisite for this unit are:  

 
• ITICOR0231A    Operate a personal computer 
• ITICOR0241A  Operate a word processing application (basic) 
• ITICOR0471A  Access the internet 
 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• Website architecture 
• SGML and the associated standards  
• basic design principles  
• technical environment characteristics 
• read and interpret authoring 

specifications  
• appropriate software and tools are 

selected to meet the required 
specifications 

Skills 
The ability to:  

 
• basic design 
• read and write at a level where basic 

workplace documents are understood 
• communicate clearly and precisely 

 

 



ITIWEB0492A: Developing a web document using web authoring tool 

Standards & Assessment Development Unit, NCTVET 
National Council on Technical & Vocational    ITI03                     Page 4 of 4 
Education & Train ing 

 
(4) Resource Implications  
 

The following resources should be made available.  
 

• a personal computer 
• candidate will need access to more than one browser/ platform to test for consistency.  
• a web authoring software 
• organizational style guide/ policy 
• user requirements 

 
(5) Method of Assessment  
 

Competency should be determined by intermittent checking at various critical stages of project 
work. 

  
Competency should be determined by observing task assigned at completion (short/ long 
programs). 

 
Competency should be assessed through the application of questions related to the underpinning 
knowledge. 

 
(6) Context of Assessment  

 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work  practices and safety procedures . 
 

CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic  competency 
that underpin effective workplace practices.  
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collecting, analysing and organising ideas and information Level 2  
Communicating ideas and information Level 2  
Planning and organising activities Level 2  
Working with others and in teams Level 1  
Use mathematical ideas & techniques  Level 2  
Solve problems Level 2  
Using technology Level 2  

 
Please refer to the Assessment Guidelines for advice on how to use the Critical Empl oyability Skills. 
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ITIDBO0832A:  Use SQL to create database structures and 
manipulate data  

Competency Descriptor:       
 
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Execute a SQL statement to 
access and retrieve data 

1.1 Various criteria are correctly used to selectively choose 
data for retrieval based on functionality and scope 
requirements. 

  1.2 The select statement query is broadened to include 
additional information by aggregating data based on 
functionality and scope requirements and business 
requirements. 

  1.3 The appropriate join and outer join capabilities in a select 
statement are employed to draw on information from a 
range of tables according to the correct procedures. 

  1.4 Arithmetic expressions with precedence and parentheses 
are used to change the way data is displayed in 
accordance with procedures and guidelines. 

  1.5 The structure of tables contained in database is accurately 
identified based on functionality and scope requirements. 

2. Perform SQL statement to limit 
and sort rows retrieved by a 
query 

2.1 Data is appropriately selected and the order of rows 
displayed is changed based on functionality requirements 
according to the correct procedures and guidelines. 

  2.2 Rows are restricted using the like and where clauses based 
on functionality and scope requirements. 

  2.3 Rows are sorted in a range of different orders based on 
functionality requirements. 

3. Create queries that require 
numeric, character and date 
functions 

3.1 Queries are created that require numeric, character and 
date functions in conformance with correct procedures. 

This unit deals with the skill and knowledge required to use a 
structured query language to create and define database structures in 
a relational database and applies to individuals operating in the 
information and communication industry. 
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  3.2 Performing of calculations on data and the modification of 

individual data items as necessary followed the appropriate 
procedures. 

  3.3 The output for groups of data is appropriately manipulated 
using group functions in accordance with information 
requirements. 

  3.4 Column data types are converted according to information 
requirements and the correct procedures. 

  3.5 Transactions are controlled to ensure data currency in 
relation to access rights in conformance with procedures 
and guidelines. 

4. Execute create table statement 4.1 Table identifying number of columns, data types and any 
constraints in line with business information requirements 
are created using the correct procedures. 

  4.2 Selection of unique table name follows established naming 
conventions. 

  4.3 Data is correctly inserted into the table while at the same 
time ensuring values match specified column names in 
accordance with correct procedures and guidelines. 

  4.4 Rows are correctly inserted into table according to 
information requirements using the correct procedures. 

  4.5 Records that match specified criteria are updated and 
changed using the update statement in accordance with 
guidelines and procedures. 

  4.6 Columns are modified appropriately by using the alter table 
statement inline with information requirements. 

  4.7 Records or rows are deleted from a table according to 
information requirements using the delete statement. 

  4.8 Ability to view data in data dictionary view is correctly 
demonstrated. 

  4.9 An entire table is deleted using the drop table statement 
once the table and records are no longer required . 

5. Create and run sub-queries 5.1 Single row and multiple sub-queries that provides the most 
efficient access to required information are constructed. 

  5.2 A sub-query is created to question values based on 
unknown criteria. 
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  5.3 A sub-query is built to determine values existing in one set 
of data and not in another. 

  5.4 A multiple column sub-query is written to retrieve required 
valid information. 

6. Create views 6.1 A view is created with and without a check constraints 
depending on requirements. 

  6.2 Retrieving, inserting, updating and deleting data through a 
view is correctly demonstrated. 

  6.3 Appropriate measures are taken to ensure view read 
consistency of data at all times. 

  6.4 Appropriate steps are taken to ensure there is no delay 
between readers and writers (readers do not wait for writers 
and vis versa). 

  6.5 Access privileges for the view is checked and a 
determination is made whether or not DML operations 
should be denied. 

  6.6 Dropping a view to remove the view definition from 
database is demonstrated. 

 
 
RANGE STATEMENT  
 
This unit applies to the activities associated with the essential operations linked to using SQL to create 
database structures and manipulate data and applies to individuals in the information technology industry. 
 
Databases may include but are not limited to: 
 
• Oracle 
• Sybase 
• Microsoft SQL Server 
• Access connected to a SQL server 
• Ingres 

• DB2 
• Informix 
• MSQL 
• MySQL 
• SQL Server 

 
SQL may include:  
 
• proprietary extensions 
 
 

Information requirements may include but are not 
limited to: 
 
• information identify through modelling data 

processes and objects 
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Business information needs will vary according to specific business needs and type of business. 
 
Workplace environment may involve a business 
involved in: 
 
• total organisational change 
• system only change 
• business improvement process 
• an e-commerce solution involving the total 

organisation or part of the organisation 

Components may include but not limited to: 
 
• hardware 
• software 
• communication packages 
 

 
Documentation and reporting documentation for 
version control may follow ISO standards: 
 
• audit trails 
• naming standards 
• version control 
• project management templates and report 

writing styles will vary according to 
organisational approach 

• information gathering processes may have 
associated templates 

OH and S procedures/precautions include: 
 
• company guidelines 
• statutory requirements 
• vendor requirements 
 
Ergonomic and environmental factors must be 
considered during the demonstration of this 
competency. 

 
Cultural understanding requires the capacity to 
apply an understanding of cultures when carrying 
out workplace tasks, including: 
 
• commitment to organisational goals such as 

quality, safety, efficiency, teamwork, security 
and environmental protection 

• customer service and personal development 
• interacting with people from widely different 

backgrounds and cultures in the achievement 
of common work goals. 

• manages processes 
• selects the criteria for the evaluation process 

Standards and procedures will vary from formal 
procedures that must be adhered to with check 
point and sign offs with documented procedures 
and templates: 
 
• implementation of financial control mechanisms 
• communication with stakeholders 
• dispute resolution and modification procedures 
• processes for determining size and cost 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to use a structured query language to create database 
structures, store, retrieve and manipulate data in a relational database in accordance with the 
performance criteria and the range listed within the range of variable statements. 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
 
• demonstrate compliance with Occupational Health and Safety regulations applicable to 

workplace operations 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes  
• select criteria for data retrieval 
• use statement query 
• identify table structure 
• retrieve and sort rows 
• create queries 
• modify data as required 
• create and run sub-queries 
• create views 
• interactively communicate with others to ensure safe and effective workplace 
 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 
(3) Underpinning Knowledge and Skills           

 
Knowledge 
Knowledge of: 

 
• demonstrate understanding of a broad knowledge base incorporating some theoretical 

concepts of data modelling structures 
• demonstrate understanding of a broad knowledge base incorporating some theoretical 

concepts of OO modelling structures 
• OO data model particularly in relation to developing a prototype 
• data analysis particularly in determining data types and data structures and query and report 

design 
• run time facilities in relation to implementing live database  
• DBMS fundamentals in 
• relation to overall unit of competence 
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Underpinning Knowledge and Skills (Cont’d) 
 
Skills 
The ability to: 

 
• use analysis skills to determine data objects required, data structures and business 

requirements  
• exhibit data modelling skills particularly during the design and development phases 
• execute report, queries and view development using analytical and evaluation skills 

 
 
(4) Resource Implications  
 

The following resources should be made available: 
 
• personal computer/networked system 
 
To demonstrate this unit of competence the candidate will also require access to documents 
detailing: 
 
• the clients requirements,  
• functionality and scope requirements,  
• access requirements and policy,  
• security policy, 
• naming standards 
 
In the context of accessing the client and business information listed above, the candidate should 
also source reports or outcomes from the appropriate business analysis process for the purpose 
of demonstrating competence in this unit. 

 
 

(5) Method of Assessment  
 

Competence in this unit may be assessed using formative assessment to ensure consistency of 
performance in a range of contexts.  
 
Assessment of this unit of competence could include review of documents developed by the 
candidate. Questions related to the performance criteria and directed to the candidate, peers and  
business client will assist in assessing competence. Observation of skills will assist in the 
collection of evidence. 
 
Simulated activities must closely reflect the workplace. 
 
Peers and supervisors must be available to give information on the extent and the quality of 
contribution made. 
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(6) Context of Assessment  

 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 
 

 
CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 1  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB0743A:  Produce client-side script for dynamic web pages 

Competency Descriptor:    
    
 
 
 
Competency Field: Information and Technology  
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Construct a script using basic 
syntax. 

1.1 Data types, constants, operators, variables etc are 
identified and developed to be included in web pages.  

  1.2 Conditional statements are created to create necessary 
effects in the web page.  

  1.3 Codes are written to manipulate screen objects.  

  1.4 Code required to perform basic mathematical and string 
handling operations are written.  

2. Write scripts using methods, 
functions and events 

2.1 Ranges of methods to create a number of dynamic web 
page features (dates, time, countdown) etc not requiring 
server side extensions are employed. 

  2.2 Scripts required to implement functions are created.  

  2.3 All forms of parameter passing and returning mechanisms 
are utilized. 

  2.4 Event and event handling functions are used and written.  

3. Create objects for dynamic 
web pages 

3.1 Frames and multiple loading frames are created according 
to web page formatting requirements. 

  3.2 Scripts required to manage frames (i.e., bouncing or forcing 
frames) are created.  

  3.3 Client side scripts for forms, email, postcodes etc are 
created. 

  3.4 Client side validation scripts for forms, email, postcodes etc 
are created. 

  3.5 Dynamic page are created and loaded.  

4. Test scripts and debug 4.1 Potential errors are identified and rectified.  

  4.2 Logic errors are reviewed by viewing varia bles while script 
is running. 

This unit deals with the knowledge and skill required to write a 
basic client-side scripts for dynamic web pages, and applies to 
individuals working as web programmers. 
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  4.3 Error messages and debug script are reviewed.  

  4.4 Script editor debugger is run and the values of variables 
are checked. 

 
RANGE STATEMENT  
This unit applies to producing basic client side scripts for dynamic web pag es 
 
Scripting technologies used may include but not 
limited to: 
 
• javascript 
• vbscript 

 

Coding conventions followed may include:  
 
• naming conventions 
• commenting convention 
• text formatting and indenting guidelines  

 
• Visual tools like Golive, Dreamweaver, Fireworks, Netobject Fusion may be used as long as it is not 

used for automated code generation 
 

EVIDENCE GUIDE  
 
Competency is demonstrated by producing a basic client side script for dynamic web page  
 
(1) Critical Aspects of Evidence      
 

It is essential that competencies be obtained in the following aspects.  
 
• Use basic language constructs (control structures) 
• Create and use functions and events  
• Create and manipulate objects 
• Create validation scripts 

 
(2) Pre-requisite Relationship of Units 
 

Pre-requisite for this unit are:  
 
• ITICOR0231A  Operate a personal Computer  
• ITICOR0241A  Operate a word processing application 
• ITICOR0471A  Access the internet 
• ITIWEB0722A  Create a basic mark -up language document to specification 



ITIWEB0743A: Producing client-side scripts for dynamic web pages 

Standards & Assessment Unit, NCTVET 
National Council on Technical & Vocational    ITI03                     Page 3 of 4 
Education & Training 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• demonstrate understanding of basic 

design principles incorporating some 
theoretical concepts  

• demonstrate understanding of internet 
protocols incorporating some 
theoretical concepts 

• demonstrate understanding of server 
side and client side concepts 
incorporating some theoretical 
concepts 

• demonstrate understanding of different 
types of functions particularly when 
creating scripts to implement functions  

• demonstrate understanding of events 
and event handlers particularly when 
creating event handlers 

• demonstrate understanding of security 
restrictions on servers incorporating 
some theoretical concepts  

• demonstrate understanding of SGML 
and the associated standards  

• basic knowledge of open platforms  
• demonstrate understanding of 

copyright, ethics and privacy 
incorporating some theoretical 
concepts   

Skills 
The ability to:  
 
• test and debug a script using various 

debugging and error handling 
techniques 

• create a simple mark -up language 
document 

• identify and use compatible browsers. 
• project planning skills in relation to 

scope, time, cost, quality, 
communications 

• basic analysis skills in relation to 
normal routine work processes.  

• detailed skills in using applications 
features. 

• basic skills in interpreting technical 
information 

• plain English literacy and 
communication skills in relation to 
analysis, evaluation and presentation 
of information 

• problem solving skills for a defined 
range of predictable problems 

 
 

 
(4) Resource Implications  

 
The following resources should made available 

• a personal computer 
• candidate will need access to more than one browser/platform  to test for consistency  
• organizational style guides/policy 
• user requirements 

(5) Method of Assessment  
 

Competency should be determined by intermittent checking at various critical stages of proje ct 
work. 
 
Competency should be determined by observing task assigned at completion ( Short and Long 
Programs) 
 
Competency should be assessed through the application of questions related to the underpinning 
knowledge 
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(6) Context of Assessment 
 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practice and safety procedures.  

 
 
CRITICAL EMPLOYABILITY SKILLS                      
Three levels of performance denote level of competency required to perform a  task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collecting, analysing and organising ideas and information Level 1  
Communicating ideas and information Level 1  
Planning and organising activities  Level 1  
Working with others and in teams Level 1  
Use mathematical ideas & techniques  Level 1  
Solve problems Level 1  
Using technology Level 2  
 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
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ITIWEB0813A:   Create dynamic web pages  

 
Competency Descriptor:    
    
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Prepare the technical 
environment 

1.1 Development environment and server software is available 
and accessible. 

  1.2 Access to corporate or networked server is in accordance 
with organisational policy and procedures. 

  1.3 A virtual directory is created and saved in the correct 
directory for server access. 

2. Create dynamic pages 2.1 Pages are created and saved with the correct extensions 
and stored in the correct directory /folder. 

  2.2 The code is added between delimiter tags. 

  2.3 Comments are executed as part of the code. 

  2.4 A long line of code is correctly broken and indented into 
rows for easier reading.  

  2.5 HTML tags are used to format pages and business content 
is added as required. 

  2.6 Pages are saved in correct directory and the editor is 
minimised. 

  2.7 File/page is accessed through http://localhost/, the local IP 
address, or the full URL. 

  2.8 Modifications are made as required. 

3. Add functions to dynamic 
pages 

3.1 Variables and arrays are declared and used according to 
requirements, and if necessary variable types. 

  3.2 Variable values, strings and constants are assigned. 

  3.3 Functions, such as date, weekday, are called and used in 
formulas if required. 

  3.4 Arguments and parameters are set. 

This unit deals with the knowledge and skill required to create 
dynamic web pages. 
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  3.5 Randomised statements, integers and round functions are 
correctly called. 

  3.6 String functions are formatted as required. 

  3.7 Conditionals (If Then Statements) are incorporated as 
required. 

4. Test and sign off dynamic 
pages 

4.1 Pages are saved to correct location on server with required 
extension. 

  4.2 Pages are opened through browser and tested. 

  4.3 Formatting and dynamic function all perform as required by 
the business and customers. 

  4.4 Client signs off pages as meeting business requirements. 

 
 
RANGE STATEMENT  
 
This unit applies to developing dynamic web pages. 
 
Languages may include but not limited to: 
 
• Vbscript 
• Jscript 
• Coldfusion 
• Perlscript 

Dynamic pages may include: 
 
• data driven pages 
• scripted applications 

 
Development environment may include but not 
limited to: 
 
• text file editors 
• HTML editors 
• Dreamweaver 
• Microsoft Visual IinterDev 
• Drumbeat 

Servers used may include but not limited to: 
 
• internet information server 
• personal web server 
• Apache 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by developing dynamic web pages. 
 
(1) Critical Aspects of Evidence  

 
 
It is essential that competencies be obtained in the following aspects. 
 
• interpret design requirements and prepare technical environment 
• select and apply appropriate procedures, technology and standards 
• ability to produce dynamic web pages with a large range of functions which meet the needs 

of the business and their customers 
• testing dynamic web pages 
• verification of output meeting design specifications 
• compliance with industry and organisational standards, guidelines and procedures 

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisite for this unit is: 
 
• Nil 

 
 
(3) Underpinning Knowledge and Skills  

 
Knowledge 
Knowledge of: 
 
• programming theory  
• built in objects/ functions 
• internet technology 
• stateless programming 
• website models and technologies 
• copyright and intellectual property 

Skills 
The ability to: 

 
• apply basic HTML design skills 
• configure a web server 
• interpret technical information 
• select and apply appropriate 

technology 

 
 
(4) Resource Implications 
 

To demonstrate competence in this unit the candidate will need access to: 
 
• design brief 
• server access 
• development environment 
• industry standards 

 
 



 
 

 ITIWEB0813A: Create dynamic web pages 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
(5) Method of Assessment  
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
 

(6) Context of Assessment 
 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practice and safety procedures. 
 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collecting, analysing and organising ideas and information Level  3  
Communicating ideas and information Level  3  
Planning and organising activities Level  3  
Working with others and in teams Level  2  
Use mathematical ideas & techniques Level  3  
Solve problems Level  3  
Using technology Level  3  

 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB0793A:  Create a Common Gateway Interface (CGI) script 

 
Competency Descriptor: 
       
 
 
 
Competency Field:   Information Technology 
 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Define specification for CGI 
script 

1.1 The functionality of the CGI form is determined.  

  1.2 The functionality of the CGI script is defined.  

  1.3 The appropriate language in which the CGI script is to be 
written is chosen.  

  1.4 Server requirements are determined.  

2. Create CGI form 2.1 CGI form is written incorporating the required form 
elements. 

  2.2 A Hyper Text Mark-up Language (HTML) web document 
that uses the form elements required by the CGI script 
specification and includes the Uniform Resource Locator 
(URL) for the CGI script is produced. 

3. Write CGI script 3.1 The CGI script is written correctly using the appropriate 
language in accordance with industry standards and 
practices.  

  3.2 The CGI script is written to function as required by the CGI 
script specification. 

4. Test CGI script 4.1 The server that will host the CGI script is configured, if 
required.  

  4.2 The CGI script is uploaded to the server.  

  4.3 The CGI form is run and its output is assessed.  

  4.4 The CGI form is reiterated until the specification for the CGI 
script is met.  

This unit deals with the skills and knowledge required to define and 
produce Common Gateway Interface (CGI) script and install that 
script on a server.  
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RANGE STATEMENT 
 
The Range Statement contextualises the unit of competency and provides a focus for assessment. The 
information provided is intended to define the scope of assessment and to assist assessors define the 
performance to be achieved by an individual in the workplace. The Range Statement relates to the unit 
of competency as a whole. It allows for different work environments and situations that may affect 
performance. 
 
 
Languages for CGI may include: 
 
 C/C++ 
 PERL 
 Visual Basic 
 AppleScript, 
 Python  
 Shell 

Server requirements may include but is not limited 
to: 
 
 Secure shell access 
 Telnet to a server 
 Telnet-only access on another server 
 ability to FTP documents to a server  
 Virtual Private Network (VPN)  
 remote desktop 

 
One or more servers may be used depending on 
size and functionality of website and may include:  
 
 BEA Web logic servers  
 Apache HTTP server  
 IBM Visual Age and Web Sphere  
 Microsoft-Internet-Information-Server  
 Net Dynamics  
 Lotus Domino  
 Netscape Enterprise Server, Netscape-Fast 

Track, Netscape-Commerce  
 Sun Microsystems iPlanet Web Server  
 iPlanet-Enterprise  
 Sun Microsystems Java Web Server  
 Email servers  
 File and print servers  
 FTP servers  
 Proxy servers 

Form  may include: 
 
 text box 
 scrollable text box 
 on/off flags 
 single selection buttons 
 selection lists 
 submit and reset 
 hidden form tags 
 
CGI script specifications may include: 
 
 CGI/1.1 Specification,  
 CGI/1.2 Specification 
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EVIDENCE GUIDE 
 
The Evidence Guide provides advice on assessment and must be read in conjunction with the 
Performance Criteria, required skills and knowledge, the Range Statement and the assessment 
guidelines for this Training Package.  
 
 
 (1) Critical Aspects and Evidence 
 

The purpose of this unit is to define the standard of performance to be achieved in the workplace. In 
undertaking training and assessment activities related to this unit, consideration should be given to 
the implementation of appropriate diversity and accessibility practices in order to accommodate 
people who may have special needs. Applications may involve responsibility for and limited 
organisation of others.  
 
An individual demonstrating this competency would be able to:  
 
 demonstrate understanding of a broad knowledge base incorporating some theoretical concepts  
 apply solutions to a defined range of unpredictable problems  
 identify and apply skill and knowledge areas to a wide variety of contexts, with depth in some 

areas  
 identify, analyse and evaluate information from a variety of sources  
 take responsibility for own outputs in relation to specified quality standards  
 take limited responsibility for the quantity and quality of the output of others  
 demonstrate CGI language coding skills 
 demonstrate the ability to create and upload scripts 
 
The scope and complexity of knowledge and skills is dependent on the tasks undertaken as part of 
creating the code to specification. Interpret available information and request clarification where 
needed and take responsibility for outputs in work and learning. 

 
 
(2) Pre-requisite Relationship of Units 
 
      The pre-requisite for this unit is: 
 

  Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
 appropriate language for scripting  
 security issues  
 web servers  
 script form and elements 
 Internet technology 
 database 
 interacting with websites 
 web directories 
 CGI 1.1/1.2 specifications  
 security issues surrounding CGI  
 copyright and intellectual property  
 copy left and Free Software 

Foundation 
 operating system commands 
 industry standards 

Skills 
The ability to: 
 
 create HTML  
 use basic operating system commands  
 use FTP clients  
 solve problems 
 work with other 
 create codes 
 analyse and interpret technical information 
 communicate effectively 
 use scripting language 

 

 
 
(4)     Resource Implications 
 

The following resources should be made available: 
 

 workplace (actual or simulated) 
 specifications 
 relevant tools and equipment 
 web servers  
 e-business website  
 FTP or file transfer client software  
 server access 
 organisational policies and procedures 
 industry standards 
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(5) Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. Assessment will usually include observation of real or simulated 
work processes and procedures and/or performance in a project context as well as questioning 
on underpinning knowledge and skills. Assessment will also usually include observation of CGI 
code results. The questioning of team members, supervisors, subordinates, peers and clients 
where appropriate may provide valuable input to the assessment process. The interdependence 
of units for assessment purposes may vary with the particular project or scenario. 
 
The breadth, depth and complexity of knowledge and skills in this competency would cover a 
broad range of varied activities or application in a wider variety of contexts most of which are 
complex and non-routine. Leadership and guidance would be involved when organising activities 
of self and others as well as contributing to technical solutions of a non-routine or contingency 
nature.  
 
Performance of a broad range of skilled applications including the requirement to evaluate and 
analyse current practices, develop new criteria and procedures for performing current practices 
and provision of some leadership and guidance to others in the application and planning of the 
skills would be characteristic.  

 
 

(6)     Context of Assessment 
 

Competency in this unit should be assessed using summative assessment to ensure consistency 
of performance in a range of contexts. This unit can be assessed either in the workplace or in a 
simulated environment. However, simulated activities must closely reflect the workplace to 
enable full demonstration of competency.  

. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
 Carries out established 

processes 
 Makes judgement of 

quality using given criteria 
 

 Manages process 
 Selects the criteria for the 

evaluation process 

 Establishes principles and 
procedures 

 Evaluates and reshapes process 
 Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 

 



ITIWEB1923A: Transferring content to website using commercial applications 

Standards  & Assessment Unit, NCTVET  
National Council on Technical & Vocational    ITI03                     Page 1 of 4 
Education & Training 

ITIWEB1923A:  Transfer content to a website using commercial 
applications  

Competency Descriptor:    
    
 
 
 
 
Competency Field: Information Technology  
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Configure the File Transfer 
Protocol client 

1.1 Compatible FTP client is downloaded or obtained as 
required. 

  1.2 User details such as; User ID, password and Host Name/ 
ID are entered into the correct profile fields to create a 
permanent profile. 

  1.3 Settings such as auto-detect, save profile and password 
are chosen depending on company security and privacy 
requirements and guidelines. 

  1.4 Connection configurations are tested by connecting to the 
web server and the settings are reviewed if necessary.  

2. Prepare content for transfer 2.1 Received content is prepared and backed up on the local 
computer or server.  

  2.2 Ensure that files downloaded are acceptable to operating 
system. 

  2.3 Appropriate FTP client software is identified based on 
technical environment. 

  2.4 Private or autonomous host location is identified.  

3. Establish connection to 
server 

3.1 Log into server site using either administrative or 
anonymous FTP protocol. 

  3.2 Proceed through security procedures based on 
organisational processes. 

  3.3 Transfer software is launched and dest ination directory 
navigated to either graphically or through command line.  

  3.4 Proper permissions to access destination directory are to 
be identified and applied.  

This unit deals with the skill and knowledge required to transfer content 
from a remote location to or from a web server using a range of commercial 
information technology products in order to publish the information on the 
web site, and applies to individuals working as web designers, programmers, 
administrators and developers. 
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4 Transfer files 

 

4.1 Files to be transferred (uploaded or downloaded) are 
selected and correct mode (ASCII or Binary) is chosen.  

  4.2 Anti-viruses software is run on downloaded files.  

  4.3 Files are moved renamed, copied, and deleted on the 
server as necessary and as permissions allow.  

  4.4 Files are stored and ordered according user needs and file 
extensions. 

  4.5 Appropriate steps are completed for downloaded files such 
as; translating, decompressing, or un-archiving the files for 
use. 

  4.6 Connection is closed.  

 
RANGE STATEMENT  
 
Choice of ftp client tool may be from the wide   
range of commercial tools available, which may 
include but not limited to:  
 
• AxY FTP for Windows, Linux and Unix  
• Cftp for Unix 
• Curl for Unix supports FTP, HTTP,  
 Telnet, etc 
• GFTP with GUI for Unix supports FTP,  
 HTTP  
 and SSH 
• Lftp command line FTP for Solaris, IRIX,  
 HP-UX, Digital UNIX and Linux  
• Lukemftp command-line FTP supports  
 FTP  
 and HTTP URLs  
• NcFTP Client command-line FTP and HTTP 

URLs for Solaris, FreeBSD, AIX and Linux  
• MS Frontpage 
• Win 95/NT File sharing,  
• MS Internet Explorer graphical FTP 
 
 
 
 
 
 
 
 

Commercial application may include but not 
limited to: 
 
• ftp 
• telenet 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by successfully transferring content to a website using prescribed 
commercial applications 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence be observed in the following aspects.  
 
• configure a FTP Client  
• prepare content to be transferred 
• connect to the server 
• transfer content. 

 
(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A    Operate a personal computer 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• web site architecture 
• server operating systems 
• server access security procedures  
• ftp software protocols 
• copyright and intellectual property 
• internet protocols  
• security issues – denial of service,  

viruses, hackers 
 

Skills 
The ability to:  

 
• web site analysis 
• web site publishing 
• file transfer 
• directory maintenance 
• information architecture 
• connecting to remote servers  
• file back up 

 
 

(4) Resource Implications  
 
 The following resources should be made available 
 

• Webservers 
• E-business website 
• FTP or file transfer client software 
• Server security password 

 
(5) Method of Assessment  

 
Competency should be assessed through the application of questions related to the underpinning 
knowledge. 
 
Competency should be determined by observing task assigned at completion.  

 
(6) Context of Assessment  

 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures.  
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CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collecting, analysing and organising ideas and information Level  2  
Communicating ideas and information Level  1  
Planning and organising activities  Level  2  
Working with others and in teams Level  1  
Use mathematical ideas & techniques  Level  1  
Solve problems Level  2  
Using technology Level  2  

 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
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ITIWEB1053A:   Integrate a database with a website  

 
Competency Descriptor:       
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Database(s) is prepared 1.1 Site data needs are identified from technical requirements. 

  1.2 Existing database(s) are reviewed to ensure site data 
needs can be met. 

  1.3 Additions / adjustments to database are made as required. 

2. Database logins are created 2.1 Site operators and site visitors are identified against 
business needs. 

  2.2 Database permission sets, authentication and authorisation 
parameters are determined for each class of user. 

  2.3 Login names are created using relevant web server utility. 

  2.4 Login names are added to web server using relevant server 
utility. 

3. Data source names are 
created 

3.1 Server utility is used to create data source names (DSN) as 
required by website architecture. 

  3.2 DSN, database login name and passwords are confirmed 
against business requirements. 

  3.3 Server utility is used to create a database connection string 
to connect the site to the database. 

  3.4 Site configuration files are amended to store site 
connection string. 

4. Database connectivity tested 4.1 Required information can be readily retrieved from website. 

  4.2 Database integrity is maintained according to security 
benchmarks. 

  4.3 Access permissions function correctly. 

 
 
 

This unit deals with the skill and knowledge required to ensure 
database connectivity with the website. 
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RANGE STATEMENT 
 
The Range Statement contextualises the unit of competency and provides a focus for assessment. The 
information provided is intended to define the scope of assessment and to assist assessors define the 
performance to be achieved by an individual in the workplace. The Range Statement relates to the unit of 
competency as a whole. It allows for different work environments and situations that may affect 
performance. 
 
Databases may include but are not limited to: 
 
• Oracle 
• Sybase 
• Microsoft SQL Server 
• Access connected to a SQL server 
• Ingres 
• DB2 
• Informix 
• MSQL 
• MySQL 
• SQL Server etc 

Common gateway interface languages may include 
but not limited to: 

• C 
• C++ 
• Java 
• PERL 
• ASP 
• Vbscript 

 
Servers used may include but not limited to: 
 
• BEA Weblogic Servers 
• Apache HTTP Server 
• IBM VisualAge and WebSphere  
• Microsoft-Internet-Information-Server 
• Microsoft-IIS 
• Microsoft-IIS-W 
 Microsoft-PWS-95 
• Microsoft-PWS 

Connectivity tool used may include but not limited 
to: 
 
• Cold Fusion Professional 1.5 
• Sapphire/Web 2.0 
• NetDynamics 1.0 
• Apple WebObjects Enterprise 

 
Security access privileges and passwords must 
reflect the business/organisational requirements in 
terms of roles and functions performed by different 
positions. 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to integrate a database with a website in accordance 
with the performance criteria and the range listed within the range of variable statements. 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence be observed in the following aspects: 
 

• demonstrate knowledge of principles applicable to website and database design, creation, 
administration and integration 

• demonstrate the ability to select and use appropriate development and administration 
software and utilities 

• demonstrate the ability to connect a database to a website to specifications in a manner that 
accurately reflects the business requirements 

• development is analysed against the business requirements and design needs prior to task 
completion and business sign off 

• ensure that website database connectivity does not compromise on security and privacy 
• technical specifications and the design and integration solution selected meet requirements 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 
(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3) Underpinning Knowledge and Skills           
 

Knowledge 
Knowledge of: 
 
• data analysis particularly in determining 

data types and data structures and 
query and report design  

• Common Gateway Interface (CGI) 
• the function and features of primary 

files and transaction logs 
• the function and features of Open 

Database Connection (ODC) 
• the function and features of website 

foundations 
• the function and purpose of data 

source names (DSN) 
• web servers 
• website design and functions 
• database products and their 

applications 
• E-business operations 
• database design and operations 
• database administration 
• website administration software and 

site server utilities 
• markup languages 
• scripting languages 
• website security 
• privacy and confidentiality legislations 
• organisational policies and procedures 
• industry standards 

Skills 
The ability to: 
 
• demonstrate analysis skills to determine 

data objects required, data structures, 
business requirements  

• register a data source name (DSN) 
• demonstrate the use of website 

administration software and site server 
utilities 

• build a database using a commercially 
available database product  

• use HTML 

 
 
(4) Resource Implications  
 
 To demonstrate competence in this unit the candidate will need access to: 
 

• workplace (actual enterprise or simulated) 
• web servers 
• website 
• requirements documentation  
• business planning documentation 
• organisational policies and procedures 
• industry standards 
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(5) Method of Assessment  

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. Competency should be determined by intermittent checking at various 
critical stages of project work. Competency should be determined by observing task assigned at 
completion (short/long programs) 
  

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 
 

 
(6) Context of Assessment         

 
Assessment may take place on the job, off the job or a combination of both of these. However,  
assessment of this unit would most effectively be undertaken on the job due to the specific 
workplace environment requirements. Off the job assessment must be undertaken in a closely 
simulated workplace environment. 

 
 
CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out 

established processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collecting, analysing and organising ideas and information Level 3  
Communicating ideas and information Level 3  
Planning and organising activities Level 3  
Working with others and in teams Level 3  
Use mathematical ideas & techniques Level 3  
Solve problems Level 3  
Using technology Level 3  

 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT0163A:   Coordinate and maintain teams 

Competency Descriptor: 
 
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Establish, develop and improve 
teams 

1.1 Clear, accurate and relevant team objectives are developed 
including expected performance standards. 

  1.2 Objectives are designed to reflect organisational culture 
and performance standards. 

  1.3 Objectives are regularly reviewed against service provision. 

  1.4 A collaborative approach is adopted with team members. 

  1.5 Team members’ input is recognised. 

2. Coordinate team 2.1 Work to be completed is determined. 

  2.2 Team tasks are clarified, planned and allocated in 
consultation with team members to ensure effective team 
operation and efficient use of human resources. 

  2.3 Team is motivated to achieve high standard of client 
support. 

  2.4 Team is provided with feedback in regard to 
achievement/non-achievement of agreed 
performance/service standards. 

  2.5 Team members are encouraged to contribute feedback in 
regard to achievement of performance/service standards. 

3. Delegate responsibility and 
authority 

3.1 Team and individual responsibilities and limits of 
responsibility are clearly defined in line with organisational 
procedures. 

  3.2 Delegation of responsibilities is clearly communicated and 
effectively carried out. 

  3.3 Policies, plans, problems and solutions are communicated 
clearly and concisely to team. 

 

This unit deals with the skills and knowledge required to establish 
and improve teams and teamwork in an Information Technology 
environment and applies to individuals operating in the Information 
Technology sector. 
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RANGE STATEMENT 
 
This unit applies to activities associated with essential operations linked to coordinating and maintaining 
teams. 
 
Team members may include but are not  
limited to:  
 
• peers 
• supervisors 
• other members of the organisation 
• people from a range of social, cultural  
 or ethnic backgrounds 

Organisational variables may include but are not 
limited to:  
 
• organisational charts and work-flow guides 
• strategic direction and values 
• performance standards 
• particularly service standards 

 
Team variables include: 
 
• dynamics of team 
• autonomy and responsibility of the team 
• responsibility of team members 
• degree of delegation authorised 
• life of the team 
• size and diversity of the team  

Factor affecting communication may include: 
 
• skills in English language of team members 
• literacy and numeracy skills of team members 
• leadership style of team leader 
• communication style of team members 
 

 
EVIDENCE GUIDE  
 
Assessment must confirm the ability to coordinate and maintain teams to meet organisation requirements 
and to coordinate teams to meet requests and prioritise work schedule to meet organisational guidelines 
in accordance with the performance criteria and the range listed within the range of variables. 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
 
• plan, develop and review tasks and objectives that reflects organisational goals  
• identifying roles and responsibilities of team members 
• use effective consultative processes 
• organise and optimise use of human resources 
• communicate objectives, responsibilities, policies and work plans effectively 
• monitor and provide feedback of team performance 
• motivate team members to improve performance 
• delegate responsibilities and authority in accordance with enterprise policies 

 
 
(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Ni  
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• principles of equal employment 

opportunities and anti-discrimination 
when establishing, developing and 
improving teams 

• Occupational Health and Safety 
requirements in relation to work safety, 
environmental factors and ergonomic 
considerations 

• detailed theoretical concepts of current 
industry systems development 
methodologies 

• current business practices in relation to 
preparing reports 

• components of the business planning 
process relevant to the development of 
Information Technology business 
solutions 

• current industry accepted hardware 
and software products with broad 
knowledge of general features and 
capabilities 

• vendor product directions 
• client business domain when 

establishing, developing and improving 
teams 

• quality assurance practices, for 
example, when coordinating a team 

• information gathering techniques 
• change management systems, for 

example, when establishing, 
developing and improving teams 

Skills 
The ability to: 

 
• provide leadership in relation to 

guidance for achieving outcomes, 
transferring and collecting information 
and gaining consensus on concepts 

• demonstrate project planning skills in 
relation to scope, time, cost, quality 
and communications  

• demonstrate operational planning and 
efficient use of human resources  

• solve problem for a broad range of 
unpredictable problems involving 
analysis, diagnosis, evaluation and the 
development of new criteria, 
knowledge or procedures 

• solve problem for a defined range of 
unpredictable problems involving 
participation in the development of 
strategic initiatives  

• communicate effectively in relation to 
the analysis, evaluation and 
presentation of information 

• work in teams and contribute to 
solutions and goals of a non-routine or 
contingency nature 

• facilitate group discussions and make 
presentations in relation to transferring 
and collecting information and gaining 
consensus on concepts 

 
 
(4) Resource Implications 
 

The following resources should be made available: 
 
• workplace (actual enterprise or simulated) 
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(5) Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 
 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
procedures and underpinning knowledge. 
 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
 
(6) Context of Assessment 

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 

 
 
CRITICAL EMPLOYABILITY SKILLS    
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 3  
Solve problems Level 3  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT0073A:   Maintain ethical conduct 

 
Competency Descriptor: 
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Protect the interests of clients 1.1 Continuity of computing services and information flow as 
expected of job role is ensured. 

  1.2 The integrity and security of information of other individuals 
are maintained in accordance with privacy legislation and 
company policy. 

  1.3 Potential conflicts of interest are accurately identified and 
articulated as quickly as possible to the relevant parties. 

  1.4 Client interests including confidentiality and proprietary 
rights are rigorously maintained. 

2. Produce quality products and 
services 

2.1 The appropriate products and services are provided which 
match the operational and financial needs of clients and 
employers. 

  2.2 Services and products produced for clients and employers 
are ensured to be of the highest quality. 

  2.3 Work is consistently maintained to industry and 
international standards. 

  2.4 Quality processes are thoroughly implemented when 
developing products and maintaining service. 

  2.5 Products produced for clients and employers are the best 
possible fit to their needs. 

3. Ensure correct representation 3.1 Professional skills, knowledge and qualifications are 
correctly presented. 

  3.2 Services and products developed by self and others are 
correctly acknowledged. 

This unit deals with the skills and knowledge required to maintain 
professional and ethical conduct when dealing with clients, 
employers and colleagues and applies to individuals operating in the 
Information and Communication Industry. 
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  3.3 Information provided to employers and clients is always 

unbiased and professionally qualified. 

  3.4 Estimates for work are as realistic as possible, taking into 
considering the stages of work, budget constraints and 
ability to influence project stages. 

4. Maintain good work practices 4.1 Work practices are consistently employed that protect and 
promote the health and safety of self and others. 

  4.2 Colleagues and employees are treated equitably and 
professionally at all times. 

  4.3 Colleagues, clients and employees are not misled at any 
time regarding the suitability of services or products. 

  4.4 Professional opinion is clearly qualified based on expertise 
or knowledge limitations. 

  4.5 Professional skills and knowledge are continually updated 
and upgraded. 

 

RANGE STATEMENT  
 
This unit applies to the activities associated with the essential operations linked to maintaining 
professional and ethical conduct. 
 
Legislation, codes and national standards may 
include: 
 
• Occupational Health and Safety 
• industry code of practice 
• access and equity legislation 
• copyright laws 
• defamation laws 
• privacy legislation 
• intellectual property laws 
• confidentiality requirements 
• legal and regulatory policies affecting e-

business 

Knowledge of organisation may include: 
 
• organisational structure 
• management of workers 
• acquisition of information 
• partnering with other organisations and groups 

to achieve effective functioning, efficient 
operations and cultural shifts 

 
Guidelines may include but are not limited to: 
 
• legal 
• security 
• ethical 
• customer service 
• conflict of interest 

Professional development aids may include: 
 
• seminars 
• courses 
• professional membership requirements 
• industry updates 
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Information to be secured include: 
 
• client personal information 
• company database 
• financial information 
• passwords 
• organisation business plans    
• any business conducted with client 

Conflict of interest may include: 
 
• member of the organisation having an interest 

in the business of a competitor 
• conducting business with client who is a family 

member  
• placing one’s personal interest ahead of the 

client’s and the organisation’s  
 
Producing quality products and service may 
include: 
 
• providing good customer service 
• providing sound advise to clients 
• products meet quality requirements 
• give honest and realistic work estimates  
• products satisfy client requirements 

 

 
 
EVIDENCE GUIDE  
 
Competency must be demonstrated by the ability of the candidate to conduct his/her work practices in an 
ethical and professional manner in accordance with the performance criteria and the range listed within 
the range of variable statements. 
 
(1) Critical Aspects of Evidence  
 

It is critical that competency is observed in the following aspects: 
 
• demonstrate compliance with organisational policies and procedures 
• ensuring the confidentiality and security of information 
• provide honest and reliable service 
• produce highest quality products 
• promote the interest of the client 
• improve ones own skills and knowledge 
• maintain ethical and professional conduct 

 
 
(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3) Underpinning Knowledge and Skills    
 

Knowledge 
Knowledge of: 

 
• Occupational Health and Safety 

legislations 
• organisational requirements on 

customer service 
• copyright and intellectual property laws 
• access and equity legislations 
• international privacy laws 
• statutory regulations governing 

conducting business 

Skills 
The ability to: 

 
• demonstrate professional development 

skills in relation to identifying personal 
skills requiring skill upgrading and 
updating 

• research and identify relevant courses, 
seminars or industry information 

• maintain security and confidentiality 
• maintain good work practices 
• provide good customer service 

 
 
(4) Resource Implications  

 
The following resources should be made available: 
 
• work environment (actual enterprise or simulated 
• relevant standards and regulations 

 
 
(5) Method of Assessment  
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 
 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
procedures and underpinning knowledge. 
 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT0143A:   Prepare technical documentation 

Competency Descriptor: 
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Documentation needs are 
identified and analysed 

1.1 Documentation requirements are identified in conjunction 
with the client.  

  1.2 Documentation requirements are interpreted, evaluated 
and confirmed. 

  1.3 Scope of work is defined that details time, technology and 
resource constraints. 

  1.4 Scope of work is validated by client as required. 

  1.5 Information requirements are identified and analysed with 
reference to layout and document structure. 

  1.6 Content format and channels are identified with reference 
to project scope. 

  1.7 Templates and style guides are identified where relevant. 

2. Documentation is designed 2.1 Information sources are identified as relevant to required 
content.  

  2.2 Content is researched and identified with reference to 
scope of work and identified format and channels. 

  2.3 Relevant content is analysed and extracted with reference 
to information requirements and in accordance with 
relevant copyright restrictions. 

  2.4 Structure of the documentation is developed with reference 
to flow of information, style, tone and content format.  

  2.5 Document structure is validated by client as required. 

3. Documentation is developed 3.1 Content is presented in a clear and concise way so as to 
meet audience needs as defined by scope of work.  

  3.2 Technical terminology is translated to plain English as 
required. 

This unit deals with the skills and knowledge required to create 
documentation that is clear to the target audience and easy to 
navigate through the content and applies to individuals operating in 
the information and communication industry. 
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  3.3 Content format and channels are applied in accordance 
with relevant standards. 

4. Documentation is evaluated, 
edited and prepared for 
publication 

4.1 Feedback is received from subject matter experts in a 
timely and appropriate manner following client review / 
revision procedures as required. 

  4.2 Document is edited to ensure technical and grammatical 
accuracy. 

  4.3 Document is completed to meet client requirements and 
scope of work. 

  4.4 Document is prepared for publication according to client 
requirements. 

 
 
RANGE STATEMENT  
 
This unit applies to activities associated with essential operations linked to preparing technical 
documentation. 
 
Technical documentation may include: 
 
• project specifications 
• reports 
• help references 
• technical manuals 
• training materials and self paced tutorials 
• on line help 
• user guides 
• brochures 

Content format and channels may include: 
 
• text, audio, animation, and graphics provided 

through books, manuals and CD-ROMs 
• computer based tutorials 
• help screens 
• the world wide web  

 
Types of documents may include but are not limited 
to:  
 
• technical manuals 
• procedure manuals 
• training materials in either hard copy, electronic 

copy, on-line help and Internet/intranet 

Style of templates will vary according to: 
 
• type of documentation 
• tools used to undertake documentation 

 
Tools for documenting may include: 
 
• word processing packages 
• desktop publishing packages 
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Content may include information and interactive 
features such as: 
 
• product information 
• company information 
• copyright and disclaimer notices 
• site map 
• frequently asked questions 
• what’s new 
• customer specific information 
• customer only information 
• error messages 
• instructions 
• feedback mechanisms 
• reference pages 
• forms 
• background articles 
• ratings/rankings/testimonials/quotes from 

reviews 
• hyperlink titles 

Documentation standards may include but are not 
limited to: 
 
• policy relating to sign-off, storage, distribution 

and revision 
• ISO standards 
• organisational standards 
• project standards 
 

 
 
EVIDENCE GUIDE    
 
Assessment must confirm the ability to create documentation that is clear to the target audience and easy 
to navigate through the content in accordance with the performance criteria and the range listed within the 
range of variables. 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
 
• compliance with organisational policies and procedures 
• perform all tasks in accordance with standard operating procedures 
• establish work requirements and resources 
• identify, analyse and document information  
• use effective consultative processes 
• perform all tasks to specifications 
• present information clearly and effectively 
• safe and effective operational use of all resources 
• prepare, evaluate and edit content for publication 

 
 
(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 



 
 

 ITIDAT0143A: Prepare technical documentation 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• content features such as clarity and 

readability  
• instructional design where relevant 
• the function and features of templates 

and style guides 
• document design  
• web design and usability 

Skills 
The ability to: 

 
• use word processing software or 

multimedia authoring tools as required 
by project scope 

• identify target audiences 
• analyse audience needs 
• identify relevant content 
• determine appropriate content 

channels and formats 
• write content 

 
 
(4) Resource Implications  
 

The following resources should be made available: 
 
• workplace (actual enterprise or simulated) 
• technical specifications 
• documentation standards 

 
 
(5) Method of Assessment  
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 
 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
procedures and underpinning knowledge. 
 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT0103A:   Create user and technical documentation  

Competency Descriptor:    
    
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Determine documentation 
standards and requirements 

1.1 Standards for documentation are determined from overall 
project documentation standards and industry standards. 

  1.2 Documentation types and design templates are identified 
and agreed with higher authorities. 

  1.3 Authors are informed of the standards and any technical 
resources/materials/manuals to support documentation.  

2. Produce technical software 
documentation 

2.1 Technical documentation is recorded in line with project 
documentation standards. 

  2.2 All supporting technical information such as the architecture 
and detailed project plan are clearly and accurately 
referenced. 

  2.3 Modification and maintenance requirements are clearly 
documented to documentation standards. 

  2.4 Documentation is understandable to programmers as a 
stand alone document. 

3. Create client user 
documentation 

3.1 Developed software’s operational procedures are clearly 
and coherently documented in non-technical jargon. 

  3.2 Documentation is aligned with client requirements to 
support ease of use.  

  3.3 Documentation is written in clear, coherent and concise 
plain English and logically sequenced and cross- 
referenced. 

This unit deals with the skills and knowledge required to define and 
document reference material to use, support and maintain system and 
applies to individuals operating in the information and 
communication industry. 
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4. Obtain endorsement/sign-off 4.1 Developed documentation is reviewed by target audience.  

  4.2 Changes are made according to target audience feedback.  

  4.3 Documentation is submitted for higher authority sign off.  

 
 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to creating user and 
technical documentation and applies to individuals in the information and communication technology 
industry. 
 
 
Documentation standards may include but are not 
restricted to: 
 
• policy relating to sign-off, storage, distribution, 

revision  
• ISO/AS standards, organisational standards, 

project standards 
• tools for documenting eg. word processin g 

packages, desktop publishing packages. 

Documentation may include but are not limited to:  
 
• technical manuals 
• user manuals 
• policy and procedure manuals 
• training materials in either hard copy, 

electronic copy, on-line help, Internet/intranet  

 
Style of templates will vary according to:  
 
• type of documentation 
• tools used to undertake documentation 
 

Development methods/tools will vary from the 
traditional Systems Development life cycle with little 
or no formalisation to a very well structured CASE 
tool. 
 

 
Documentation and reporting may include:  
 
• audit trails 
• naming standards 
• version control  
 

Occupational Health and Safety requirements 
include: 
 
• company requirements 
• statutory requirements 
• vendor requirements.  
Ergonomic and environmental factors must be 
considered during the demonstration of this 
competency. 

 
Organisational standards may be based upon formal, well -documented methodologies or are non -
existent. Best practice examples from industry should be used for training delivery purposes.  
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability clearly and coherently document client and technical 
information in a manner, which is accepted by the target audience as applicable and useable  in 
accordance with the performance criteria and the range list ed within the range of variable statements.  
 
 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects:  
 
• demonstrate compliance with Occupational Health and Safety regulations applicable to 

workplace operations 
• indicate compliance with organisational policies and procedures  
• apply organisational quality procedures and processes  
• perform tasks to specification 
• use software tools effectively 
• demonstrate the ability to navigate desktop environment  
• interpret job specifications 
• safe and effective operational use of all equipment  
• interactively communicate with others to ensure safe and effective workplace   

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• ITICOR0231A  Operate a personal computer 
• IITCOR0241A  Operate a word processing application (basic) 
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• current business practices in relation to 

preparing reports  
• detailed knowledge of documentation 

practices and standards 
• broad knowledge base of quality 

assurance practices 
• broad general knowledge of the client 

business domain 
• general OH&S principles and 

responsibilities 
• current industry accepted hardware 

and software products with broad 
knowledge of general features and 
capabilities 

• broad knowledge base of vendor 
product directions 

Skills 
The ability to:  

 
• employ problem solving skills for a 

defined range of predictable problems  
• display report writing skills for business 

requiring depth in some areas, analysis 
and evaluation of information in a 
defined range of areas  

• use plain English literacy and 
communication skills in relation to 
analysis, evaluation and presentation 
of information 

• exhibit technical writing skills for 
business requiring depth in some 
areas, analysis and evaluation of 
information in a defined range of areas  

• utilise comprehension skills relevant to 
technical materials 

 
 
(4) Resource Implications              
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• project specific resources and documentation 
 
 
 

(5) Method of Assessment  
 

Assessment of this unit of competence could include review of performance of the candidate. 
Questions related to the performance criteria and directed to the candidate, peers and business 
client will assist in determining competence. Observation of skills will assist in the collection of 
evidence. 
 
Competence in this unit needs to be assessed using formative assessment to ensure consistency 
of performance in a range of contexts.  
 
This unit has importance to a range of Information Technology services and could therefore be 
assessed in a holistic manner with other competencies.  
 
Simulated activities must closely reflect the workplace.  
 
Assessment must be in accordance with the performance criteria.  
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(6) Context of Assessment  
 
This competency can be assessed in the workplace or in a simulated environment.  
 

 
 
CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities  Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques  Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment  Guidelines for advice on how to use the Critical Employability Skills.  
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ITIDAT2073A:   Confirm client business needs  

Competency Descriptor: 
 
 
 
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1 Confirm client expectations and 
needs 

1.1 Information is cross-checked and verified as re levant to 
project brief using appropriate techniques to confirm needs.  

  1.2 Cost effective, relevant and reliable methods are used to 
present requirements to client users in order that they may 
confirm requirements. 

  1.3 The identified needs are submitted to higher authority for 
confirmation from key decision makers in the company.  

2 Confirm that information is 
consistent and complete 

2.1 Information is checked to ensure that it covers functional, 
quality and added-value requirements, fits within any 
constraints and fully covers the project proposal/brief.  

  2.2 Latent assumptions are explored and detailed according to 
project requirements. 

  2.3 Consistency and coherence of the elicitation process are 
confirmed through the internal reviews/walk throughs. 

3 Verify that overall process is 
integrated, ensures remote 
users and any distributed 
requirements are covered 

3.1 All techniques used to elicit and to validate information are 
verified and found to be consistent and compatible.  

  3.2 Relevant details only are contained in requirements model 
and the elicitation process is confirmed through 
requirements model. 

  3.3 Details of function usage by business unit including entity, 
volumes and function frequency are obtained.  

  3.4 Matrix/relationship of business units to geographic locations 
is confirmed. 

This unit deals with the skills and knowledge required to validate 
information and propose solutions during the requirements 
engineering phase.  This competency occurs after the business 
review process and applies to individuals operating in the 
information technology sector. 
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4 Specify organisation specific 

issues 
4.1 Functions where complexity, function dependency or usage 

require special attention are identified.  

  4.2 Transition issues relating to user competence levels, 
organisation structure and existing systems are identified 
and recorded. 

  4.3 Organisation specific issues are documented and reported 
to higher authorities and/ or technical specialists.  

  4.4 The scope of the requirements is reported to higher 
authorities for sign off.  

 

RANGE STATEMENT  
This unit applies to activities associated with essential operations linked to confirming clients business 
needs. 
 
Clients may include:  
 
• department within an organisation 
• organisation involve in business improvement  
• organisation involve in system change 
• organisation involve in total organisation 

change 

Consulting techniques may include:  
 
• interviews 
• surveys 
• focus groups 
• chat room 

 
 
Analysis techniques may include:  
 
• gap analysis 
• urgency and impact assessment  
• statistical or other information gathering 

methodologies 
  

Source of information may include:  
 
• change management plans 
• project management plans 
• current systems design plans  
• business strategic plans 

 
Factors affecting the administration of project 
include: 
 
• size of project 
• duration of project 
• budget 
• number of persons involved 
• type of project (discrete or integrated) 
 

Business solutions may include:  
 
• integration of new solutions with existing 

infrastructure 
• e-business solution 
• total change of system   
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EVIDENCE GUIDE  
Competency is to be demonstrated by the ability to meet client requirements by successfully documenting 
the client’s needs and producing a coherent and expressive list of solutions and must confirm the ability to 
maintain coherence in of all techniques across the elicitation, modelling, analysis and validation stages in 
accordance with the performance criteria and the range listed within the range of variables statement.  
 
(1) Critical Aspects of Evidence 
 

It is essential that competence be observed in the following aspects: 
 
• verification of information presented in the project brief 
• applying cost effective and reliable methods to present project brief to clients   
• constraints are dealt with effectively  
• produce and present project brief/proposal 
• use of effective and reliable methods to elicit information  
• present accurate and complete information that fulfil requirements  
• organisation specific issues are documented  
• required information reported to the relevant higher relevant authority  
• work effectively with others 

 
(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• ITIDAT2063A  Determine client business expectation and needs  
 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• client business domain  
• current industry system development 

methodologies 
• current industry information gathering 

methodologies 
• general features and capabilities of 

industry accepted hardware and 
software products 

• degree of involvement of stakeholders 
and their specific roles  

• quality assurance practices 
• project planning 
• risk management 
 

Skills 
The ability to:  

 
• analyse, evaluate and present information 
• solve complex problems 
• manage time 
• manage cost 
• manage quality 
• conduct research 
• gather information 
• work in a team 
• manage project 
• produce project brief/proposal 
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(4) Resource Implications  
 

The following resources should be made available:  
 
• workplace (actual enterprise or simulated) 
• the client’s needs and a list of solutions  
• project requirements 
• a client expectations brief 
• the business’s objectives  
• information on a range of IT business solutions  

 
(5) Method of Assessment  

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 
 
Assessment should be by direct observation of tasks and/or sampl es of work and questioning on 
underpinning knowledge. 
 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  As sessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 



 
 
 ITIDAT2073A: Confirm client business needs 
 
 

Standards and Assessment Development Unit, NCTVET ITI03 Page 5 of 5 
Copyright  2004 National Council on Technical & Vocational Education & Training (NCTVET) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities  Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques  Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
 
 
 
 
 
 
 
 
  



 
 
 ITIDAT2063A Determine client business expectation and needs 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

ITIDAT2063A:   Determine client business expectations and needs 

 
Competency Descriptor: 
 
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Specify context of business need 
or problem 

1.1 The business need is fully understood by project team and 
client. 

  1.2 Methods for gathering and collecting information are 
ensured to be cost effective and relevant, both to the 
project and client environment. 

  1.3 System boundaries, scope and methodologies to be used 
are determined. 

2. Specify interested parties 2.1 People (especially the owner, sponsor and those that will 
contribute to defining the requirements and using the 
system) and roles of client users are identified. 

  2.2 The physical requirements of the system are identified 
taking into account current system functionality, geography, 
environment, client user and cost constraints. 

3. Plan the requirements phase 3.1 Most appropriate way to obtain requirements information is 
decided on. 

  3.2 Any questionnaires or material needed for workshops and 
interviews are developed and trialled. 

  3.3 A workable and extensible administration system to cope 
with incoming data is prepared. 

  3.4 An extensible Data Dictionary to be used throughout the 
project is prepared. 

  3.5 Commitment and timing is agreed on by users and 
managers impacted by the plan. 

4. Gather requirements 4.1 Questionnaires are issued and participation in workshops 
and interviews has occurred as per the requirements plan. 

  4.2 Collected data is evaluated and collation of the 
requirements is started. 

This unit deals with the skills and knowledge required to ensure the 
client business requirements are developed as a pre-requisite to 
designing the new/ additional system and applies to individuals 
operating in the information and communication industry. 
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  4.3 Any gaps in knowledge or other requirements issues 
relevant to obtaining a satisfactory resolution are followed 
up. 

  4.4 Views and requirements of key client users are identified 
and documented. 

5. Carry out preliminary analysis of 
information 

5.1 All functional areas included by the project brief are 
covered in the analysis and meet the client’s stated 
business expectations. 

  5.2 All views and requirements are compared for commonalties 
in line with project brief. 

6. Resolve conflicts and develop 
consensus 

6.1 Conflicting information is investigated and a single position 
is developed. 

  6.2 The identified position is circulated for discussion with key 
client users according to agreed project scope. 

  6.3 Consensus is gained with key client users subject to project 
brief and cost constraints. 

 
 
RANGE STATEMENT  
 
This unit applies to activities associated with essential operations linked to Determining clients business 
expectations and needs. 
 
Clients may include: 
 
• department within an organisation 
• a business requiring an e-commerce solution 
• organisation involve in partial or total system 

change 

Business solutions may include: 
 
• integration of new solutions with existing 

infrastructure 
• e-business solution 
• total change of system   

 
Factors affecting the administration of project 
include: 
 
• size of project 
• duration of project 
• budget 
• number of persons involved 
• type of project (discrete or integrated) 

Source of information may include: 
 
• change management plans 
• project management plans 
• current systems design plans 
• business strategic plans 
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Consulting techniques may include: 
 
• interviews 
• surveys 
• focus groups 
• chat room 

Systems may include: 
 
• legacy systems 
• green field sites 
• organisation wide system 
• discrete system 

 
Analysis techniques may include: 
 
• gap analysis 
• urgency and impact assessment 
• statistical or other information gathering 

methodologies 

 

 
 
EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to produce a clear statement of business expectations 
and needs which include all critical business requirements and must confirm the ability to maintain 
coherence of all techniques across the elicitation, modelling, analysis and validation stages in accordance 
with the performance criteria and the range listed within the range of variables statement. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence be observed in the following aspects: 
 
• demonstration of sufficient knowledge of interview, investigation and documentation 

techniques 
• use of cost effective and relevant methods to gather and collect information 
• identification of relevant physical requirements of system 
• application of satisfactory administrative process 
• identification of the roles of stakeholders 
• carry out through analysis and evaluation of information 
• communicate effectively with others to achieve consensus 
• resolution of conflicts 
• apply relevant documentation and reporting procedures 

 
 
(2) Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• client business domain  
• current industry system development 

methodologies 
• current industry information gathering 

methodologies 
• general features and capabilities of 

industry accepted hardware and 
software products 

• degree of involvement of stakeholders 
and their specific roles  

• quality assurance practices 
• project planning 
• risk management 

Skills 
The ability to: 

 
• analyse, evaluate and present information 
• solve complex problems 
• manage time 
• manage cost 
• manage quality 
• conduct research 
• gather information 
• work in a team 
• manage project 
• produce project brief/proposal 

 
 
(4) Resource Implications  
 

The following resources should be made available: 
 
• workplace (actual enterprise or simulated) 
• the business’s current needs 
• project requirements  
• a client expectations brief 
• the business’s objectives 
• information on a range of IT business solutions 
• need access to the outcomes of the business analysis process 

 
 
(5) Method of Assessment  
 

Assessment methods must confirm consistency of performance over time to allow the candidate 
to demonstrate the information gathering techniques and communications skills required in this 
unit and in a range of workplace relevant contexts. 
 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 
 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITINET0073A:   Relate to clients on a business level  

Competency Descriptor:    
    
 
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Build and maintain business 
networks and relationships 

1.1 Organisational standards and values are used in 
conducting business. 

  1.2 Networks are used to determine and build business 
relationships in line with organisation guidelines. 

  1.3 Organisational culture and service standards are used to 
develop and maintain positive business relationships. 

2. Plan to meet internal and 
external client requirements 

2.1 Clients’ needs are carefully researched, so they can be 
correctly met. 

  2.2 Plans to achieve the quality, time and cost specifications 
agreed with clients are developed following established 
guidelines. 

  2.3 Information on costs and resource allocation is accurately 
assessed and interpreted. 

3. Negotiate client support service 
costs 

3.1 Cost negotiations are conducted within a designated time 
frame and in a manner likely to promote good business 
relationships. 

  3.2 Clarification is sought promptly, where areas of uncertainty 
or disagreement occur. 

  3.3 Proposed client support service is presented in a clear, 
concise and comprehensive manner to client. 

  3.4 Client is in agreement with support service time frame and 
cost, or is referred to appropriate person for further 
negotiations. 

This unit deals with the skills and knowledge required to formulate 
and implement small service level agreements and applies to 
individuals operating in the information and communication 
industry. 
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4. Monitor, adjust and 

implement procedures to 
maintain client focus 

4.1 Organisational systems and procedures are used to 
monitor progress in achieving client support service targets. 

  4.2 Client feedback is sought and used to improve the 
provision of client support services. 

  4.3 Adjustments to client support service are made based on 
feedback and in line with organisational policy. 

 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to relating to clients on a 
business level and applies to all individuals in the information and communication technology industry. 
 
Organisation policies and standards may include 
but are not limited to: 
 
• client service standards 
• client liaison policy 
• service level agreement policy 
• ethical work practices policies and procedures 
• supplier list 

Clients may include but are not limited to: 
 
• internal and external clients 
• new clients 
• ongoing and/or future clients 
• people from a range of social, cultural or ethnic 

backgrounds 
• seniority of clients 
• communication styles of clients 
 

 
Occupational Health and Safety requirements 
include: 
 
• company requirements 
• statutory requirements 
• vendor requirements 
 
Ergonomic and environmental factors must be 
considered during the demonstration of this 
competency. 
 

Documentation and reporting may include: 
 
• audit trails 
• naming standards 
• version control  
 
 

 
Client user may include: 
 
• department within the organisation 
• third party  
 
The relation and ease of access will vary 
depending on the client user. 
 

Tools may include but are not limited to: 
 
• tools to document and present proposals 
• tools to track and monitor service 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability through the formulation and implementation of small 
service level agreements to encourage clients to engage in further business and to successfully negotiate 
client support service provision and satisfy client requirements for client support service within quality, 
time and cost parameters in accordance with the performance criteria and the range listed within the 
range of variable statements. 
 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes 
• communicate information about work activities and processes 
• receive and convey information accurately 
• plan, implement and monitor activities  
• carry out accurate research and analysis 
• conduct negotiation skilfully 
• demonstrate professionalism 
• communicate effectively with clients 
• record and document information  

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

  
• some theoretical concepts relating to negotiation and business relationships, for example, 

when building and maintaining business networks and relationships 
• current business practices in relation to preparing reports, for example, when monitoring, 

adjusting and implementing procedures to maintain client focus 
• components of the client's business planning process relevant to the development of IT 

business solutions 
• current industry accepted hardware and software products with broad knowledge of general 

features and capabilities 
• broad knowledge base of vendor product directions, for example, when planning to meet 

internal and external client requirements 
• broad general knowledge of the client business domain, for example, when monitoring, 

adjusting and implementing procedures to maintain client focus 
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Critical Aspects of Evidence (Cont’d) 

 
• broad knowledge base of quality assurance practices, for example, when monitoring, 

adjusting and implementing procedures 
• a basic knowledge of information gathering techniques, for example, when building and 

maintaining business networks and relationships 
• broad general knowledge of change management systems, for example, when monitoring, 

adjusting and implementing procedures to maintain 
• client focus 
• broad general knowledge of organisational policies on contracting, for example, when 

negotiating client support service costs 
• organisational policies on external client relationships 
 
 
Skills 
The ability to: 

 
• apply customer service skills in a range of contexts at various levels 
• use problem solving for a broad range of unpredictable problems involving analysis, 

diagnosis, evaluation and the development of new criteria, knowledge or procedures, for 
example, when adjusting client support services based on feedback and in line with 
organisational policies 

• display facilitation and presentation skills in relation to transferring and collecting information 
and gaining consensus on concepts, for example when determining and building business 
relationships 

• use plain English, literacy and communication skills in relation to analysis, evaluation and 
presentation of information to clients 

• exhibit teamwork skills involve the contribution to solutions and goals of a non-routine or 
contingency nature 

• employ negotiation skills in relation to others applied to an undefined range of predictable 
problems 

• interact with clients 
 
 
(4) Resource Implications  
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
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(5) Method of Assessment  

 
Competence in this unit may be assessed using formative assessment to ensure consistency of 
performance in a range of contexts.  
 
Assessment of this unit of competence could include review of documents developed by the 
candidate. Questions related to the performance criteria and directed to the candidate, peers and  
business client will assist in assessing competence. Observation of skills will assist in the 
collection of evidence. 
 
 
Simulated activities must closely reflect the workplace. 
 
Peers and supervisors must be available to give information on the extent and the quality of 
contribution made. 
 
 

(6) Context of Assessment  
 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 
 
 
 

CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB0943A:   Build a basic website to specification 

 
Competency Descriptor: 
       
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Website structure developed 1.1 Business requirements and site purpose are accurately 
identified. 

  1.2 Appropriate development software and tools are selected 
and used based on technical requirements. 

  1.3 Site structure and navigation flow are identified and 
developed following established procedures. 

  1.4 Design documentation is reviewed and design work 
integrated with site structure and navigation in accordance 
with enterprise guidelines and requirements. 

2. Build site 2.1 Existing information and basic content is incorporated into 
site based on business and customer needs. 

  2.2 Design specifications are consistently applied to all aspects 
of the site. 

  2.3 Feedback sought from business and all modifications are 
completed in accordance with enterprise guidelines and 
requirements. 

3. Test site 3.1 Developed site is audited against technical requirements 
and design specifications. 

  3.2 Functions, processes and navigation are tested in 
accordance with enterprise guidelines and requirements. 

  3.3 Site is signed off by business as meeting their requirements 
in accordance with enterprise guidelines and procedures. 

 

This unit deals with the skills and knowledge required to build a 
basic website that is consistent with the design and technical 
requirements and business expectations.  
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RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to building a basic website to 
specification. 
 
Web development standards may include: 
 
• Web Content Accessibility Guidelines 1.0 

(WCAG) 
• Authoring Tool Accessibility Guidelines 1.0 

(ATAG) 

Software variables may include but are not limited 
to text editors such as: 
 
• Word pad 
• Notepad 

 
Commercial software applications may include: 
 
• Dreamweaver 
• Golive 
• Fireworks 
• NetObjects Fusion 
• Frontpage 

Hardware may include IT equipment of all types: 
 
• work stations, PCs 
• networks 
• remote sites 
• servers 

 
Basic content may include: 
 
• jpeg 
• gif 
• text 
• PDF files 
 
It does not include streaming video, looping sound 
files or animation. 

Code generation may be automated by: 
 
• commercial applications though the candidate 

will need to be able to validate the code and fix 
any problems 

 
Knowledge economy involves all individuals 
participating on-line for: 
 
• professional or personal research and learning 
• communicating with friends or associates 
• the pursuit of leisure activities 
 
The knowledge economy is broader than on-line 
participation and includes knowledge workers and 
organisations and recognises the value of life long 
learning and the need to capture knowledge within 
organisations to ensure effective functioning. 

E-business encompasses how organisations: 
 
• structure themselves 
• capture information 
• manage their workers 
• relate and partner with other organisations and 

groups to achieve effective functioning, efficient 
operations and cultural shifts 
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E-commerce models include any kind of business-
related transaction conducted with the assistance 
of electronic tools across and within organisations 
or with individual customers. May include: 
 
• Brochure Site 
• Customer Service Site 
• Real Time Site 
• Quote Aggregator 
• Insurance Mall 
• Direct Channel 
• Virtual Carrier 
• Quote Mall 
• Agent Mall 
• Consumer Auction 
• Carrier Auctio 
• Time Limited Information 
• Investor Relations 
• Technical Support 
• Pre Sales Support and Corporate Awareness 
• Proprietary Standard Promotion. 
 
E-commerce models are changing all the time and 
the above are just an example of possible models. 

 Standards are being introduced on a regular 
basis and it is worthwhile to monitor 
organizations in relation to: 
 
• XML standards Organization for the 

Advancement of Structured Information 
Standards 

• ISO and IEEE to web-oriented groups like 
IETF and W3C 

• IEEE Standard 2001-1999 Web Page 
Engineering 

• The Internet Commerce Standards 1.0 
 
 
 
Mark-up language may be limited to: 
 
• HTML 
• DHTML 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to build a basic website to specification in accordance 
with the performance criteria and the range listed within the range of variable statements. 
 
(1)  Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 

• demonstrate knowledge of design principles and website architecture 
• demonstrate the ability to select and use appropriate site development software and tools 
• demonstrate the ability to develop a basic web site in a manner that accurately reflects the 

business requirements 
• development is audited against the business requirements and design needs prior to task 

completion and business sign off 
• technical specifications and the design solution selected meet requirements 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 
(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• website architecture 
• SGML and the associated standards 
• basic design principles 
• technical environment characteristics 
• design specifications 
• appropriate software and tools to meet 

the required specifications 
• copyright and intellectual property 
• national legislations governing privacy 

 Skills 
The ability to: 

 
• use appropriate development 

software and tools 
• apply HTML 
• apply debugging and error 

handling techniques 
• develop site structure 

 
 
(4)  Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to: 
 

• workplace (actual enterprise or simulated) 
• site development software and tools 
• business expectations brief 

 
 
(5)  Method of Assessment 

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 

 
 
(6)  Context of Assessment 
 

Assessment may take place on the job, off the job or a combination of both of these. However, 
assessment of this unit would most effectively be undertaken on the job due to the specific 
workplace environment requirements. Off the job assessment must be undertaken in a closely 
simulated workplace environment. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 

 



 
 ITIWEB1813A                                                                              Maintain web site performance 
 
 

Copyright  2008 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 
 

ITIWEB1813A: Maintain web site performance 

 
Competency Descriptor: 
       
 
 
 
Competency Field:  Information Technology 
 
 
ELEMENT OF 
COMPETENCY 

PERFORMANCE CRITERIA 

1. Benchmark performance 1.1 Business and customer performance expectations are 
identified from requirements documentation 

  1.2 Administration and maintenance benchmarks are identified 
according to technical requirements 

  1.3 Security benchmarks are identified according to the business 
requirements 

  1.4 Benchmark standards are documented and applied 

2. Track site performance 2.1 Performance is measured against benchmarks across all key 
performance areas 

  2.2 Procedures and processes for users and administrators to 
identify faults or suggest improvements are established and 
implemented according to the business requirements 

  2.3 Automatic fault reporting procedures and processes are 
established and monitored according to the business 
requirements 

  2.4 Security measures are monitored and maintained 

  2.5 Administration and maintenance schedules are developed and 
implemented according to enterprise needs 

  2.6 Preventative maintenance and/or administration indicators are 
identified and alert system established 

  2.7 User activity is tracked and changes made according to user 
activity, if necessary 

 

 

This unit defines the competency required to ensure that a web 
site performance remains effective once it has ‘gone live’. 
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3. Tune performance 3.1 Actual performance standards are compared against 
benchmarks over an appropriate period and changes made 
based on discrepancies 

  3.2 Performance shortfalls are corrected and changes documented 
according to documentation standards 

  3.3 Diagnostic tools are used to correct faults and ensure 
performance benchmarks 

  3.4 Preventative maintenance is undertaken on a regular basis to 
ensure continuous and consistent performance 

  3.5 Fault correction, maintenance and administration is completed 
and changes documented 

4. Initiate performance 
improvement 

4.1 User surveys or feedback channels are available to identify 
any maintenance or administration requirements in order to 
ensure that the site continues to meet user expectations 

  4.2 Security tools and procedures are reviewed and improved as 
necessary 

  4.3 Maintenance and monitoring schedules are documented and 
implemented according the business requirements 

  4.4 Maintenance and administration documentation is evaluated to 
identify areas for performance improvement. Example, 
common faults or administration problems are identified from 
documentation and improvements developed and 
implemented 

  4.5 Update site on a regular basis, i.e. including currency of 
information, links and releasing new versions of process on the 
site 

  4.6 Responses to users who provide feedback and information are 
provided promptly 
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RANGE STATEMENT 
This unit applies to activities associated with the essential operations linked to build using Rapid 
Application Development. 
 
Documentation: 
 
 benchmarks have been developed and 

disseminated prior to assessment 
 maintenance and administration policies, 

procedures and processes are established 
 

 Server analysis tools may include: 
 
 Apache Jserv 
 Apache JSSI 
 Apache Jmeter 

Web development standards may include: 
 
 Web Content Accessibility Guidelines 1.0 

(WCAG) 
 Authoring Tool Accessibility Guidelines 1.0 

(ATAG) 
 User Agent Accessibility Guidelines 1.0 

(UAAG) 
 

 Customer interface: 
 
 customer documentation is available that 

has identified the probable customer 
expectation; software, hardware and 
operating system preferences; and has 
enabled the candidate to conduct a user 
analysis 

Operating system may include: 
 
 Win 95/98/2000, Sun Solaris/SunOS, HP-UX, 

AIX, Digital Unix, Silicon Graphics IRIX, DOS, 
DEC, VMS, Mac OSX, Linux, Netware 

 

 Hardware may include IT equipments of all 
types such as: 
 
 Work stations, PCs 
 Networks 
 Remote Sites 
 Servers 
 

E-commerce models may include: 
 
 any kind of business-related transaction 

conducted with the assistance of electronic 
tools across and within organizations or with 
individual customers 

 brochure site, customer service site, real time 
site, quote aggregator, insurance mall, direct 
channel, virtual carrier, quote mall, agent 
mall, consumer auction, carrier auction, time 
limited information, investor relations, 
technical support, pre-sales support and 
corporate awareness, proprietary standard 
promotion 

 

 E-business encompasses how organizations 
structure themselves and capture information, 
manage their workers, relate and partner with 
other organizations and groups to achieve 
effective functioning, efficient operations and 
cultural shifts 
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Knowledge economy involves: 
 
 all individuals participating on-line for 

professional or personal research and 
learning, communicating with friends or 
associates and the pursuit of leisure activities 

 knowledge workers and organizations and 
recognizes the value of life long learning and 
the need to capture knowledge within 
organizations to ensure effective functioning 

 One or more servers depending on size and 
functionality of website may include: 
 
 BEA Weblogic Servers 
 Apache HTTP Server 
 IBM Visual Age and WebSphere 
 Microsoft-Internet-Information-Server, 

Microsoft-IIS-W, Microsoft-PWS-95 & 
Microsoft-PWS 

 Windows 2000 Server 
 NetDynamics 
 Lotus Domino 
 Netscape Enterprise Server, Netscape=Fast 

Track, Netscape-Commerce 
 Sun Micro Systems Java Web Server 
 Email Servers 
 File & Print Servers 
 FTP Servers 
 Proxy servers 

 

EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to develop and maintain performance benchmarks to 
ensure that the performance of the web site is consistent and continuous and meets customer and 
business expectations in accordance with the performance criteria and the range listed within the range 
of variable statements. 
 
(1) Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 
 demonstrate knowledge of fundamentals and features of Rapid Application Development 
 demonstrate the ability to build using Rapid Application Development within the required 

timeframe and to technical and client specifications 
 code produced is bug free 
 technical specifications and the design solution selected meet requirements 
 apply organisational quality procedures and processes 
 perform all tasks in accordance with standard operating procedures 

 
 
(2) Pre-requisite Relationship of Units 
 
 The pre-requisite for this unit is: 

 
 Nil 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
 website architecture 
 website security 
 work load metrics 
 technical performance measurement 
 business process design 
 customer and business liaison 
 copyright and intellectual property 
 National Privacy Principle 

Guidelines 
 The Commonwealth Privacy Act 

1988 as amended by the Privacy 
Amendment (Private Sector) Act 
2000 

 The National Privacy Principles 
 user and business performance 

expectations 
 applying performance benchmarks 
 electronic commerce modeling 

language 
 
 

 Skills 
The ability to: 

 
 develop website  
 analyze website 
 design technical test 
 implement test  
 evaluate test 
 evaluate feedback 
 evaluate analysis 
 diagnose fault  
 correct fault 
 implement administration and maintenance 

schedules 

 
 
(4) Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to: 
 
 workplace (actual enterprise or simulated) 
 web servers and website 
 technical requirements 

 
 
(5) Method of Assessment 

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment of 
other units of competency. 

 
Simulated activities must closely reflect the workplace. 
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(6) Context of Assessment 
 

This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
 Carries out established 

processes 
 Makes judgement of 

quality using given criteria 
 

 Manages process 
 Selects the criteria for the 

evaluation process 

 Establishes principles and 
procedures 

 Evaluates and reshapes process 
 Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB2033A:  Ensure site usability 

 
Competency Descriptor: 
       
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Design a user test 1.1 Usability test methodology such as customer based 
evaluation, expert evaluation and focus groups is 
established in accordance with enterprise guidelines. 

  1.2 All business critical functions to be tested are accurately 
identified. 

  1.3 The full range of users, including internal and external 
customers, is accurately identified. 

  1.4 User expectations are confirmed through any market 
analysis documentation, business intelligence or customer 
feedback in accordance with enterprise guidelines. 

  1.5 Performance expectations of the business are established 
from the business requirements documentation or other 
elicitation process. 

  1.6 Performance measurement and success criteria to measure 
actual performance against user and business expectations 
are established in accordance with enterprise guidelines. 

  1.7 Site is made ready and available for testing in accordance 
with enterprise guidelines and requirements. 

2. Conduct user test 2.1 The site purpose and interactive process methodology is 
intuitively understood by users and business.  

  2.2 Process performance indicators and benchmarks are 
documented and disseminated to sample group in 
accordance with enterprise guidelines and procedures. 

  2.3 A full representative range of users and user-preferred 
technologies to test all functions are assembled based on 
the current and future directions of the business. 

  2.4 Maximum customer satisfaction is ensured through ease of 
navigation in accordance with enterprise guidelines and 
requirements.   

This unit deals with the skills and knowledge required to 
determine that clients can use sites once a connection has been 
established. 
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  2.5 Page location within the site is clearly visible enabling 
navigation from random page access points with easy links 
to other pages, site maps and indexes. 

  2.6 All items are clearly named for ease of recognition and 
navigation in accordance with enterprise guidelines.  

  2.7 All links developed are descriptive and unambiguous. 

  2.8 Download size and speed is appropriate to customer needs 
and technology. 

  2.9 Search engine key words correspond to customer key word 
usage. 

  2.10 Customer and legal accessibility, privacy and equity 
requirements/ expectations are met. 

  2.11 All plug in software is accessible from the site.  

3. Evaluate user test 3.1 Performance results are collected and measured against 
performance indicators and benchmarks based on business 
and customer expectations. 

  3.2 Performance shortfalls are identified and acceptable 
performance solutions developed according to business 
requirements. 

  3.3 Evaluation feedback is provided to users and the business 
in accordance with enterprise guidelines and requirements. 

4. Document results 4.1 Solutions to problems identified during the testing phase are 
discussed with developers and refined. 

  4.2 Proposed solutions meet business requirements and 
customer expectations. 

  4.3 Final solution is documented and distributed to business 
stakeholders and developers in accordance with enterprise 
guidelines. 
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RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to ensuring site usability. 
 
Web site requirements include: 
 
• web site developed to the point of usability 

testing 
• pre-determined range of customers 

requirements 
• pre-determined range of on line processes  

Software may include: 
 
• software used to develop website 
• software used to operate the website 
• plug ins 

 
E-commerce models include any kind of business-
related transaction conducted with the assistance 
of electronic tools across and within organisations 
or with individual customers. May include: 
 
• Brochure Site 
• Customer Service Site 
• Real Time Site 
• Quote Aggregator 
• Insurance Mall 
• Direct Channel 
• Virtual Carrier 
• Quote Mall 
• Agent Mall 
• Consumer Auction 
• Carrier Auctio 
• Time Limited Information 
• Investor Relations 
• Technical Support 
• Pre Sales Support and Corporate Awareness 
• Proprietary Standard Promotion. 
 
E-commerce models are changing all the time and 
the above are just an example of possible models. 

Knowledge economy involves all individuals 
participating on-line for: 
 
• professional or personal research and learning 
• communicating with friends or associates 
• the pursuit of leisure activities 
 
The knowledge economy is broader than on-line 
participation and includes knowledge workers and 
organisations and recognises the value of life long 
learning and the need to capture knowledge within 
organisations to ensure effective functioning. 

 
Hardware may include Information Technology 
equipment of all types: 
 
• work stations, PCs 
• networks 
• remote sites 
• servers 

Intuitive include: 
 
• low numbers of cursor movements 
• low click rates 
• users able to move quickly to the area they 

intended 
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Operating systems may include: 
 
• Win 95/98/2000 
• Sun Solaris/SunOS 
• HP-UX, AIX 
• Digital Unix 
• Silicon Graphics IRIX 
• DOS 
• Mac OSX 
• Linux 
• Netware 

E-business encompasses how organisations: 
 
• structure themselves 
• capture information 
• manage their workers 
• relate and partner with other organisations and 

groups to achieve effective functioning, efficient 
operations and cultural shifts 

 
Navigation requirements may include: 
 
• be easily used 
• provide different ways of searching 
• provide feedback to users 

 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to ensure site usability in accordance with the 
performance criteria and the range listed within the range of variables statement. 
 
(1)  Critical Aspects of Evidence 
 

It is essential that competence be observed in the following aspects: 
 

• demonstrate knowledge of technical test design, website architecture and analysis 
• establish business and user expectations and performance requirements  
• establish performance measurement and success criteria 
• demonstrate the ability to design a valid usability test, facilitate the test process and 

document the results 
• proposed solutions must meet customer and business expectations and the current and 

future needs of the business 
• apply organizational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 
(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• website architecture 
• website security 
• Work Load Metrics 
• Technical Performance Measurement 
• business process design 
• customer and business liaison 
• website privacy, accessibility and equity 

legislation 
• Electronic Commerce Modelling 

Language 
• copyright and intellectual property 
• legislations governing privacy 

Skills 
The ability to: 

 
• develop website  
• analyse website  
• design technical test  
• perform implementation test 
• evaluate tests 
• evaluate feedback 
• conduct evaluation analysis 

 
 
(4)  Resource Implications 
 

The following resources should be made available: 
 
• workplace (actual enterprise or simulated) 
• webservers 
• E-business website 
• site server 
• site servers software 
• analysis software 
• requirements documentation 
• Customer Relationship Model 

 
 
(5)  Method of Assessment 

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 
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(6)  Context of Assessment 
 

Assessment may take place on the job, off the job or a combination of both of these. However, 
assessment of this unit would most effectively be undertaken on the job due to the specific 
workplace environment requirements. Off the job assessment must be undertaken in a closely 
simulated workplace environment. 

 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 2  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIPRG0833A:  Compile and run an application 

 
Competency Descriptor: 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Write basic application 1.1 Declare class names and specify target directory if 
required. 

  1.2 Determine whether arguments are required in the 
command line and if the main method is required to return 
any value. 

  1.3 Variables and object method calls are clearly declared. 

  1.4 Write working, efficient, well-structured code for application, 
utilising appropriate control structures. 

2. Run the application 2.1 Use a runtime environment tool to load, verify and execute 
the code. 

  2.2 Use the debugging facilities to identify and correct errors. 

  2.3 Verify with the client that the application Is operating 
correctly; delivering correct results and meets the client 
requirements. 

3. Document the application 3.1 Incorporate internal documentation into the application. 

  3.2 Create external documentation required for users and 
maintainers. 

  3.3 External documentation is understood by users and 
maintainers. 

 
 
RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to addressing copyright 
requirements. 
 
Common time errors may include: 
 
• Command not found, method name mistype, class and file naming, incorrect source file naming, 

class count, runtime errors 

This unit defines the competency required to write and run a 
simple application. 
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Programming tools may include: 
 
• java virtual machine, java hotspot virtual machine, runtime environment tools 
 
Language may be: 
 
• a standard programming language java or c++, an application framework (eg Visual Basic), or a 

scripting language (eg Unix, Java script, Perl) 
 
Note that a program written in HTML would not be considered a satisfactory assessment for this unit 
 
E-commerce models may include: 
 
• any kind of business-related transaction conducted with the assistance of electronic tools across and 

within organisations or with individual customers 
• brochure site, customer service site, real time site, quote aggregator, insurance mall, direct channel, 

virtual carrier, quote mall, agent mall, consumer auction, carrier auction, time limited information, 
investor relations, technical support, pre sales support and corporate awareness, proprietary 
standard promotion 

 
E-commerce models are changing all the time and the above are just an example of possible methods 
 
E-business encompasses how organisations structure themselves and capture information, manage their 
workers, relate and partner with other organisations and groups to achieve effective functioning, efficient 
operations and cultural shifts 
 
Knowledge economy involves: 
 
• all individuals participating on-line for professional or personal research and learning, communicating 

with friends or associates and the pursuit of leisure activities 
• knowledge workers and organizations and recognizes the value of life long learning and the need to 

capture knowledge within organizations to ensure effective functioning 
 
 
EVIDENCE GUIDE 
 
Assessment must confirm the ability to develop and run a basic application based on a simple 
requirement document. 
 
(1)  Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 

• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 
(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• data types and formats 
• programming constructs and control 

structures 
• documentation standards 
• interface between the language and the 

operating system 
• copyright and intellectual property 
• national privacy principle guidelines 
• the  Commonwealth Privacy Act 
• the national privacy principles 

 
Skills 
The ability to: 
 
• program documentation techniques 
• detect error and handle techniques 
• apply HTML 
• document skills particularly targeting 

users 

 
 
(4)  Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to: 
 
• workplace (actual enterprise or simulated) 
• development environment 
• a complier 
• an interpreter 

 
Assessment of this unit of competence will usually include observation of real or simulated work 
processes and procedures, quality projects, questioning on underpinning knowledge and skills 

 
 

(5)  Method of Assessment 
 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 

 
 

(6)  Context of Assessment 
 

This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 3  
Solve problems Level 3  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIPRG0653A:  Create code for applications 

 
Competency Descriptor: 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Declare and assign variables 1.1 Naming conventions are correctly employed in accordance 
with enterprise guidelines and procedures. 

  1.2 Variables are declared according to scope requirements, i.e. 
global, instance, local. 

  1.3 Dynamic variables are garbage collected after use 
according to requirements. 

2. Develop structure of code 
sections 

2.1 Class instances or code modules are developed as 
specified following enterprise guidelines and procedures. 

  2.2 Modules are developed to meet cohesion and coupling 
standards. 

  2.3 Dynamics arrays, tables and memory structures are 
developed following the correct procedures. 

3. Unit test each module 3.1 Testing routines are developed to verify that the code 
produced actually fulfils the requirement. 

  3.2 Memory structures are tested for boundary violations in 
accordance with enterprise guidelines and procedures. 

  3.3 Control structures or loops are terminated following the 
correct procedures. 

4. Identify range of exceptions 4.1 The coding areas where exceptions may occur are 
determined in accordance with enterprise guidelines and 
procedures. 

  4.2 The system areas where exceptions may occur are 
determined in accordance with enterprise guidelines and 
procedures. 

  4.3 A global approach to exception handling is prepared in line 
with enterprise requirements. 

This unit deals with the skills and knowledge required to produce 
commercial grade program code and capture and handle errors 
which occur as part of the program operation. 
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5. Determine handling and 
propagation procedures for 
exceptions 

5.1 An exception handling code section is developed to 
specifications and enterprise requirements. 

  5.2 All exceptions are caught. 

  5.3 All try and catch routines with specific traces are 
documented in accordance with enterprise guidelines and 
requirements. 

6. Use debugging and error 
handling techniques 

6.1 Debugging techniques are disabled for live running using 
the correct procedures. 

  6.2 Specific documentation for error handling methods such as 
assert and exit is developed in accordance with 
specifications and enterprise requirements. 

  6.3 External error handling methods remain highly cohesive and 
loosely coupled. 

 
 
RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to creating code for 
applications. 
 
Systems environment may involve: 
 
• LAN, WAN, stand alone, peer to peer 

Languages used may vary from: 
 
• traditional third generation languages to modern 

object oriented languages 
 

Level of supervision may be: 
 
• limited or minimum 

Revision may be: 
 
• dependent on the budgetary constraints 
• repeated a number of times 
 

Procedures may include: 
 
• those prescribed during the project development 

phase and are based on client organizational 
requirements and project development 
requirements 

Application under development may vary: 
 
• from large system that will impact thousands of 

users in a large organization to one used by a 
handful of people 

• in complexity, size and operational 
characteristics 
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Standards and procedures may vary from: 
 

• formal procedures that must be adhered to check points and sign off throughout development to 
less formal or non-existent standards 

 
Client user may be: 
 

• a department within the organization or a third party and so the relation and ease of access will 
vary 

 
Hardware may include IT equipment of all types such as: 
 
• workstations: PCs, IBM, Compaq, Hewlett Packard, Sun, Dell, Gateway 2000, SGI, Sun 

Microsystems 
• bridges: 3Com, Compaq, CISCO, IBM 
• modems, analog, cable, ISDN, DSL 
• servers: Acer, Apple, Compaq, Dell, Gateway 2000, Hewlett-Packard, IBM, Macintosh, NEC, SGI, 

Sun Microsystems, Unisys 
• network  cards: Adapted, ARTIC, Compex, SMC 
• switches: 3Com, Accton, Cabletron, CISCO, D-Link, Farallon, Hewlett-Packard, Intel, Network 

technologies 
• hubs & repeaters: 3Com, Compaq, CISCO, Accton, D-Link, Farallon, Hewlett-Packard, Intel, 

Omnitron 
• routers & gateways: 3Com, CISCO, D-Link, Intel 
• file & printers: AcerAltos, Aerocomm, AlphaServer, Dell, D-Link, Hewlett-Packard, IBM, NEC, Sun 

Microsystems 
 
The candidate will need to implement a range of equipment or a number of the same hardware 
components. 
 
Generally the larger and more expensive the equipment the less likely in-house expertise will be available 
and the supplier will be relied on for support. 
 
Development methods/tools may vary from: 
 
• the traditional Systems Development life cycle with little or no formalisation to a very well structured 

CASE tool 
 
Documentation and reporting may include: 
 
• audit trails, naming standards and version control 
 
OH and S Standards may include: 
 
• per company, statutory and vendor requirement 
• Ergonomic and environmental factors must be considered during the demonstration of this 

competency 
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Organisational standards may be based upon: 
 
• formal, well documented methodologies or are non-existent 
 
For training delivery purposes best practice examples from industry will be used. 
 
Quality process may be: 
 
• certified and have well documented standards for addressing quality while others will not 
 
Metrics and planning method may vary: 
 
• depending upon whether the organization uses a formal method for development 
 
In some sites there will be no guidelines to follow. 
 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to create code for applications in accordance with the 
performance criteria and the range listed within the range of variable statements. 
 
(1)  Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 
• demonstrate the ability to write code which is verifiable against the specification 
• accurate interpretation of requirements 
• development of testing and verification routines 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 
(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 

 
 

(3)  Underpinning Knowledge and Skills 
 
Knowledge 
Knowledge of: 
 
• development methodologies 
• the client business domain 
• variables and assigning valuables  
• debugging and error handling techniques  
• programming languages 
• operating systems 
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Underpinning Knowledge and Skills (Cont’d) 
 
Knowledge 
Knowledge of: 

 
• real-time programming 
• Input/Output drivers 
• current industry accepted hardware and software products 
• general features and capabilities of hardware and software 
• software development configuration management process 
• size estimation 

 
 

Skills 
The ability to: 
 
• apply problem solving skills  
• communicate effectively 
• interpret specifications 
• develop testing routines  
• apply algorithms skills 
• analyse, evaluate and identify solutions 
• apply project planning skills  
• manage risk  

 
 
(4)  Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to: 
 
• workplace (actual enterprise or simulated) 

 
 

(5)  Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 
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(6)  Context of Assessment 
 

This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 
 
CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 3  
Solve problems Level 3  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIPRG1063A:  Write and document program modules 

 
Competency Descriptor: 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Code each program module 1.1 Requirements documentation is obtained and reviewed 
following enterprise guidelines and procedures. 

  1.2 Code is created that conforms to development standards 
and the requirements. 

  1.3 Code is complied or run to ensure all syntax errors are 
corrected following the correct procedures. 

  1.4 Any limits, exceptions and other aspects built into the 
program modules are successfully tested against software 
specifications following established procedures. 

2. Review each program module 2.1 References for module tables, files and business functions 
are revised according to software specifications and 
enterprise requirements. 

  2.2 If applicable, feedback/input is gained from user in 
accordance with enterprise guidelines and requirements. 

  2.3 Changes to code are made and tested against requirements 
following established procedures. 

3. Document the program 3.1 Internal documentation is incorporated into the application in 
accordance with requirements. 

  3.2 External documentation required for users and maintainers 
are created in accordance with enterprise guidelines and 
procedures. 

  3.3 External documentation produced is easily understood by 
users and maintainers. 

 

This unit deals with the skills and the knowledge required to 
develop and document modules. 
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RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to writing and documenting 
program modules. 
 
Language may include: 
 
• a standard programming language  
• an application  
• a markup language  
• a scripting language  
 
Note that a program written in HTML would not be 
considered a satisfactory assessment for this unit. 

E-business encompasses how organisations: 
 
• structure themselves 
• capture information 
• manage their workers 
• relate and partner with other organisations and 

groups to achieve effective functioning, efficient 
operations and cultural shifts 

 
 
E-commerce models include any kind of business-related transaction conducted with the assistance of 
electronic tools across and within organisations or with individual customers. May include: 
 
• Brochure Site 
• Customer Service Site 
• Real Time Site 
• Quote Aggregator 
• Insurance Mall 
• Direct Channel 
• Virtual Carrier 
• Quote Mall 
• Agent Mall 

• Consumer Auction 
• Carrier Auctio 
• Time Limited Information 
• Investor Relations 
• Technical Support 
• Pre Sales Support and Corporate Awareness 
 

 
Compilers may include: 
 
• Borland C++ Compiler 5.5 
• Bloodshed Dev-C++ 
• Cygwin Project (C/C++) 
• Intel C/C++ Compiler 
• GNU C/C++ compiler 
• Alpha works ADK for Win 3.1 
• Bluette 
• GNU Complier Java Edition 
• Jikes 
• JDK 

Knowledge economy involves all individuals 
participating on-line for: 
 
• professional or personal research and learning 
• communicating with friends or associates the 

pursuit of leisure activities. 
 
The knowledge economy is broader than on-line 
participation and includes knowledge workers and 
organisations and recognises the value of life long 
learning and the need to capture knowledge within 
organisations to ensure effective functioning. 
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Documentation and reporting issues may include: 
 
• maintaining standards of definition 
• standards of format 
• user access information 
• information should be clear and written in such a 

way that it will be readily understood by the 
target audience   

• reports meet the specific output requirements 
and are presented in a logical and accessible 
manner 

Proprietary Standard Promotion. 
 
E-commerce models are changing all the time and 
the above are just an example of possible models. 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to write and document programme modules in 
accordance with the performance criteria and the range listed within the range of variable statements. 
 
(1)  Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 
• demonstrate sufficient knowledge of interpreting software specifications 
• demonstrate the ability to meet client requirements by combining an industry recognized 

program language, the software specifications and quality standards to deliver a unit that 
operate to specifications 

• compile and test all aspects of program against specification  
• review code produced and make appropriate modifications if necessary 
• produce internal and external documentation to specifications 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 
(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• development methodologies 
• Object Oriented technology and 

concepts 
• programming theory 
• real-time programming 
• Input/Output drivers 
• software development configuration 

management processes 
• size estimation 
• copyright and intellectual property 
• national privacy legislations 

 
Skills 
The ability to: 
 
• apply program documentation 

techniques 
• detect errors 
• rectify errors 
• apply algorithms skills  
• analyse, evaluate and identify solutions 

 
 
(4)  Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to: 
 
• workplace (actual enterprise or simulated) 
• development environment 
• a complier 

 
 

(5)  Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 

 
 

(6)  Context of Assessment 
 

This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 2  
Plan and organise activities Level 3  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 3  
Solve problems Level 3  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIPRG2523A:  Create utility programs 

 
Competency Descriptor: 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Prepare design for interface 1.1 Requirements and other documentation are reviewed to 
specify processes involving the interaction of the user with 
the application. 

  1.2 Environment to be used for system is considered and the 
impact that may place on user interface design is 
considered such as Windows based, Web based and 
specialised equipment like ATMs.  

  1.3 Organisational standards are reviewed and the need for 
similar look and feel to systems already in use is 
considered. 

  1.4 Data presentation formats are modelled and possibly 
prototyped in readiness for user review in accordance with 
requirements. 

  1.5 Data Query and report formats are modelled in accordance 
with requirements. 

  1.6 Approval for the proposed interfaces to be used is obtained 
from the client. 

2. Design and document the 
system user interface 

2.1 Menu structures are designed according to client 
specifications and acceptance criteria. 

  2.2 Screen dialogues are designed according to client 
specifications and acceptance criteria. 

  2.3 Batch procedures are designed according to technical 
specifications and acceptance criteria. 

  2.4 On-line Help formats are designed along with any tutorials 
specified in accordance with enterprise guidelines and 
procedures. 

This unit deals with the skills and knowledge required to design a 
user interface which integrates with front-end applications. 
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  2.5 User interface and style for screens, reports and forms are 
developed according to client specifications and acceptance 
criteria. 

  2.6 User design philosophy is clearly and coherently 
documented in accordance with enterprise guidelines and 
procedures. 

 
 
RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to developing client user 
interface. 
 
Client may include: 
 
• department within an organization 
• business requiring an e-commerce solution 
• third party 
 
The relationship and ease of access will vary 
depending on the client. 

Existing architecture may vary from: 
 
• systems based around mainframes to networks 

of mid-range machines and/or desktop PCs 
 
Networks may be local, wide or based on the 
Internet 

 
Usability tools may include: 
 
• WebSAT – WebMetrics, max, NetRaker, 

WebVIP 

Consulting techniques may include: 
 
• interviews, surveys, chat rooms, focus groups, 

questionnaire, surveys, soft system 
methodologies, JAD 

 
Quality benchmarks: 
 
• documentation symbols and conventions for 

data, program and system flowcharts, program 
network charts and systems resources charts 

• guidelines for the documentation of computer-
based application systems 

• user documentation and cover information for 
consumer software packages 

• guide to the development of application 
software – On-screen documentation 

OH and S standards: 
 
• as per company, statutory and vendor 

requirements 
 
Ergonomics and environmental factors must be 
considered during the demonstration of this 
competency 
 

 
Administration system is required to, depending 
on the size of the project: 
 
• maintain order and manage the amount of 

information being processed by the project 
member/s 

Analysis techniques may include: 
 
• gap analysis, urgency and impact, statistical and 

a range of current requirements gathering 
methodologies 
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Design principles may vary in relation to 
organizational requirements 
 
Ideally the interface may: 
 
• create an intuitive (few directions/instructions 

needed) system 
• interpret user demands (clicks etc)  
 consistently 
• anticipate user error 
• focus on content 
• provide feedback to users 
• distinguish between actions 
• allow speed control and be designed for target 

audience 

Documentation and reporting may include: 
 
• audit trails, naming standards, version control, 

project management templates and report 
writing styles 

 
Information gathering processes may have 
associated templates 

 
Design methods/tools may vary from: 
 
• the traditional design development processes 

with little or no formalization to a very well 
structures approach and client requirements 
i.e. style guides etc 

 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to develop client user interface in accordance with the 
performance criteria and the range listed within the range of variable statements. 
 
(1)  Critical Aspects and Evidence 
 

 It is essential that competence be observed in the following aspects: 
 

• demonstrate knowledge of the basic elements of a system and how to produce specifications 
• demonstrate the ability to design user interface which integrates with front-end applications 
• demonstrate the ability to meet technical requirements by successfully preparing the 

development environment 
• ensure that all issues relating to the logical progression of information/content were 

considered and the nature of functions are apparent and appropriate choices made given the 
business objectives and client requirements and 

• technical specifications and the design solution selected meet requirements 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 

(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• current industry accepted hardware and 

software products 
• general features and capabilities of 

hardware and software products 
• current industry accepted user interfaces 
• general features and capabilities of user 

interface 
• Graphical User Interface 
• Interface design 
• module functionality 
• preparing designs and documenting the 

system user interface 
• current industry design principles 
• front-end systems 
• ergonomics 

Skills 
The ability to: 

 
• solve problems 
• communicate effectively 
• analyse, evaluate and present 

information t 
• write reports  
• apply group facilitation and 

presentation skills in gaining 
consensus on concepts 

 

 
 
(4)  Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to: 
 

• workplace (actual enterprise or simulated) 
• usability tools and documents detailing: 

• design specifications 
• organizational standards for documentation and version control 
• project management process and hierarchy 
• usability test plan 
• agreed usability metrics 

 
 

(5)  Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 
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(6)  Context of Assessment 
 

This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT1473A:   Provide advice to clients 

 
Competency Descriptor: 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Analyse client support issues 1.1 Logged requests are answered in accordance with 
organisation guidelines. 

  1.2 Client support issues are investigated and documented in 
accordance with organisation guidelines. 

  1.3 Previous logs are checked for similar problem reported by 
the same client or other clients. 

2. Provide advice on software 2.1 Client requirements are confirmed. 

  2.2 Advice is determined and provided or client is referred to 
appropriate party for further technical assistance. 

  2.3 Advice is provided to client to overcome software problem 
in line with organisation guidelines. 

  2.4 The appropriate manuals and help documentation are 
provided to client. 

  2.5 Group or one to one instruction is provided as the need 
arises. 

  2.6 Upgrade requirements or new software requirements are 
documented and recommendations are referred to 
supervisor/management. 

3. Provide advice on hardware 3.1 Client requirements are obtained from documentation. 

  3.2 Advice is provided to client to overcome hardware 
problem in line with organisation guidelines. 

  3.3 The appropriate manuals and help documentation are 
provided to client. 

  3.4 Group or one to one instruction is provided, as required. 

This unit deals with the skills and knowledge required to convey 
technical knowledge to clients and applies to individuals operating 
in the information and communication industry. 
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  3.5 Further requirements are documented, such as new 

equipment requirements and recommendations are 
referred to supervisor/management. 

4. Provide advice on network 4.1 Client requirements are obtained from documentation. 

  4.2 Advice and support are provided to client to overcome 
network problem in line with organisation guidelines. 

  4.3 Manuals and help documentation are provided to client. 

  4.4 Group or one to one instruction is provided, as required. 

  4.5 Further requirements are documented and 
recommendations are referred to 
supervisor/management. 

5. Obtain client feedback 5.1 Client evaluation and feedback are obtained to ensure 
client requirements are met. 

  5.2 The client is allowed to perform function without 
assistance according to instructions. 

 
 
RANGE STATEMENT  
 
This unit applies to activities associated with essential operations linked to conveying technical 
information to clients. 
 
Advice on hardware may include: 
 
• use of laptop, notebooks and disk drives 
• operations of scanners and printers 
• reconfiguration of settings 
• adjusting screen resolution 

Advice on software may include: 
 
• creation of templates 
• generation of complex reports 
• use of macros 
• log on procedures and passwords 

 
Support may include: 
 
provision of manuals 
identification of training needs 
one on one training 
referral to technical support 

Identification of client requirements may involve: 
 
• on-site examination 
• interviewing client 
• referring to similar complaints 
• referring to vendor and product manuals 

 
Organisation policies and procedures may include: 
 
• client service standards 
• IT training policy and procedures 
• client liaison policy 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to convey technical knowledge to clients in accordance 
with the performance criteria and the range listed within the range of variables statement. 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence be observed in the following aspects: 
 
• determination of client requirements  
• analysis of support issues 
• provision of correct information to client 
• compliance with organisation policies and guidelines 
• escalating issues outside scope of responsibility to relevant party 
• provide good customer service 
• provide relevant manuals and documentation to clients 
• carry out relevant documentation and reporting 

 
 
(2) Pre-requisite Relationship of Units 
 

• Nil 
 
 

(3) Underpinning Knowledge and Skills 
 
Knowledge 
Knowledge of: 

 
• operating systems supported by the 

organisation 
• advanced features and functions of 

software 
• information sources 
• contract and service agreements with 

vendors 
• operating systems functions and basic 

features 
• hardware and software supported by 

the organisation 
• features of different types of hardware 
• advanced knowledge of software 

features supported by the organisation 
• security and network 

guidelines/procedures 
• available in-house and vendor support  
• Occupational Health and Safety 

legislation relating to the use of 
equipment 

Skills 
The ability to: 

 
• write macros and templates 
• one to one instruction 
• client needs assessment methods 
• interpretation of technical manuals 
• verbal and non-verbal communication 

skills to convey and clarify complex 
information 

• apply customer service skills in a range 
of contexts at various levels 

 



 
 
 ITIDAT1473A Provide advice to clients 
 
 

Standards and Assessment Development Unit, NCTVET ITI03 Page 4 of 4 

Copyright  2003 National Council on Technical & Vocational Education & Training (NCTVET) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
(4) Resource Implications  
 

The following resources should be made available: 
 
• workplace (actual enterprise or simulated) 

 
 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken with little or no supervision. Work is   
undertaken with a great degree of autonomy or as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria. 

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 

 
CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIPRG2013A:  Perform stress and loading test of integrated platform 

Competency Descriptor: 
       
 
 
 
Competency Field:  Information Technology 
 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Create test plan 1.1 Scope, objectives and specific tests are determined in 
order to place load on the system.  

  1.2 Expected results and performance impact are 
determined. 

  1.3 Standards for acceptance/compliance are determined 
with client. 

  1.4 Clear responsibilities and contact points with third party 
suppliers for support are determined. 

  1.5 Testing resources and tools are ascertained from a range 
of available sources. 

  1.6 Base system loads or level of activity against which the 
test will be measured are identified. 

  1.7 Processes/steps in test, including automated testing are 
identified.  

  1.8 Test plan is documented and is distributed to higher 
authorities. 

2. Undertake test 2.1 Test plan is implemented according to test plan 
sequencing. 

  2.2 Each technology component is confirmed to operate 
correctly within integrated platform. 

  2.3 Integrated platform is confirmed to operate to project and 
industry standards. 

  2.4 Documentation of testing outcomes is undertaken to 
project standards. 

 
 
 

This unit deals with the skills and knowledge required to plan and 
perform strenuous volume testing on the implementation platform. 
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RANGE STATEMENTS 
 
This unit applies to activities associated with the essential operations linked to perform stress and loading 
test of integrated platforms. 
 
Test plans will generally contain information on: 
 
 Test Items 
 Tested Features 
 Features Not Tested (per cycle) 
 Testing Strategy and Approach 
 Syntax 
 Description of Functionality – Functional testing 
 Interface testing 
 Acceptance testing 
 Arguments for tests 
 Expected Output 
 Specific Exclusions 
 Dependencies 
 Test Case Success/Failure Criteria 
 Pass/Fail Criteria for the Complete Test Cycle 
 Entrance Criteria/Exit Criteria 
 Test Suspension Criteria and Resumption 

Requirements 
 Test Deliverables/Status Communications 

Vehicles 
 Testing Tasks 
 Hardware and Software Requirements 
 Error management and configuration 

management 
 Staffing and Training Needs/Assignments 
 Test Schedules 
 Risks, Assumptions and Contingencies 
 Approvals 
 
The candidate must be able to understand the 
functionality being tested and the conditions under 
which these tests are to be performed. 

Test tools may include: 
 
 Assert Mate 
 Bounds Checker 
 C-Cover 
 Code Review 
 Code Wizard 
 Deep Cover 
 Failsafe 
 Hindsight 
 Insure++  
 JCAST 
 Log scope 
 JavaPureCheck 
 e-Load 
 E-TEST Suite 
 e-MONITOR 
 Astra Site Manager 
 Astra Site Test 
 Auto Tester Web  
 Load Runner 
 Java Load 
 Data Shark  
 Cyrano Suite 
 Datatect  
 preVue-C/S 
 
Client standards: 
 
 users should check that the test plan covers 

all conditions that are important to the 
business 

 information systems personnel need to check 
for completeness in testing the program 
specifications 
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Documentation and reporting: 
 
 documentation for version control may follow 

ISO standards 
 audit trails, naming standards, version control, 

project management templates and report 
writing styles will vary according to 
organisational approach 

 information gathering processes may have 
associated templates 

OH and S Standards may include: 
 
 company requirements 
 statutory requirements 
 vendor requirements 
 
Ergonomic and environmental factors must be 
considered during the demonstration of this 
competency. 

 
Faults: 
 
 will vary from simple to highly technical and 

complex, the latter requiring extensive 
discussions/negotiations with third parties to 
resolve 

 the fault may require assistance from the 
specialised staff within corporate 
manufacturing/development plant/s 

 
 
Technology component may include: 
 
 internal and external hardware 
 software 
 drivers 
 off the shelf components 
 custom built components 
 networking components 
 

Software metrics relates to: 
 
 size of each development work package 
 milestones is a variable determined by the 

sponsor, project manager, development team 
 
 
Testing Method: 
 
 the method of testing (bottom up versus top 

down) will have an impact on the running 
sequence of the tests 

 it should also be mentioned that Top Down 
testing would allow the user representatives to 
become involved at an earlier stage in the 
testing process 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to perform stress and loading test of integrated platform 
in accordance with the performance criteria and the range listed within the range of variable statements. 
 
 
(1) Critical Aspects and Evidence 

 
It is essential that competence be observed in the following aspects: 
 
Assessment must confirm the ability to comprehensively test the system’s ability to cope with 
expected high levels of data volume while meeting the predetermined performance standards. 
Assessment must confirm the ability to identify problems and identify fault resolution strategies 
that may occur during stress testing. 
 
The candidate will need to ensure that: 
 
 the system operates in the manner expected under expected conditions 
 any supporting material such as procedures, forms etc. are accurate and suitable for the 

purpose intended 
 stated conditions reflect the upper limits expected by client 
 there are no unacceptable reductions in service 
 individual elements and the overall system provide the desired result or functionality 
 documentation is available and accurate 
 
 

 (2) Pre-requisite Relationship of Units 
 
The pre-requisite for this unit is: 
 
 Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
 programme design on performance 
 hardware and software components of 

the system 
 system faults and how to correct them 
 Occupational Health and Safety 

requirements in relation to work safety, 
environmental factors and ergonomic 
considerations 

 system/application requirements and 
performance 

 testing techniques with detailed 
knowledge of features and processes in 
some areas 

 functionality and capability of the system 
 automated test tools with detailed 

knowledge of features and processes in 
some areas 

Skill 
The ability to: 

 
 solve problems 
 analyse, diagnose, evaluate criteria 
 develop new criteria, knowledge or 

procedures 
 manage problem resolution processes  
 follow project procedures 
 manage compliance with OHS requirements 

in relation to work safety, environmental 
factors and ergonomic considerations 

 determine scope, objectives and specific 
tests in order to place load on the system 

 determine expected results and performance 
impact  

 provide leadership and guidance 
 achieve desired outcomes 
 transfer and collect information 
 gaining consensus on concepts 
 establish standards for 

acceptance/compliance with client, 
 determine responsibilities and contact points 

with third party suppliers  
 negotiate  effectively  

 
 
(4) Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to documents detailing: 
 
 business requirements 
 project documentation including templates, standards, specifications, client user and 

technical manuals 
 business rules and expected loads 
 base tools 
 
The candidate will need access to: 
 
 technical components of system, including software, hardware, network 
 staffing resources including development, operations, client user representatives (in a 

simulation, the trainer /assessor may take on some of these roles) 
 
Stress load testing usually occurs during the implementation phase, but planning and preparation 
should begin in the design phase, and run concurrently (design/code/implementation)  
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(5) Method of Assessment 
 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
 Assessment should be by direct observation of tasks and/or samples of work and questioning on  
 underpinning knowledge. 
 
 Assessment should be conducted over time and will generally be in conjunction with assessment  
 of other units of competency. 
 
 Simulated activities must closely reflect the workplace. 
 
 

(6)  Context of Assessment 
 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 
 

CRITICAL EMPLOYABILITY SKILLS 
 

Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
 Carries out established 

processes 
 Makes judgement of 

quality using given criteria 

 Manages process 
 Selects the criteria for the 

evaluation process 

 Establishes principles and 
procedures 

 Evaluates and reshapes 
process 

 Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 3  
Solve problems Level 3  
Use technology Level 3  
 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIPRG1073A:  Write and compile code based on requirements 

 
Competency Descriptor: 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Declare and assign variables 1.1 Naming conventions are correctly employed in accordance 
with enterprise requirements. 

  1.2 Variables are declared according to requirements. 

  1.3 Dynamic variables are garbage collected after use in 
accordance with established procedures. 

2. Code modules 2.1 Class instances or code modules are developed as 
specified in accordance with enterprise requirements. 

  2.2 Modules meet cohesion and coupling standards in 
accordance with enterprise requirements. 

  2.3 Dynamic arrays, tables and memory structures are 
developed following the correct procedures. 

3. Unit test each module 3.1 Testing routines are developed to verify the code produced 
actually fulfils the requirement. 

  3.2 Memory structures are tested for boundary violations in 
accordance with requirements. 

  3.3 Control structures or loops are terminated following the 
correct procedures. 

4. Determine exception handling 
procedures 

4.1 The coding areas where exceptions may occur are 
determined in accordance with enterprise guidelines and 
requirements. 

  4.2 Exception handling routines are implemented in accordance 
with enterprise requirements. 

  4.3 All exceptions are caught in accordance with enterprise 
requirements. 

This unit deals with the skills and knowledge required to produce 
program code against requirements. 
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5. Use debugging and error 
handling techniques 

5.1 Debugging techniques and error handling facilities are 
correctly utilised. 

  5.2 External error handling methods remain highly cohesive and 
loosely coupled. 

  5.3 Code is compiled and tested and iterated, if necessary 
following the correct procedures. 

6. Document the program code 6.1 Internal documentation is incorporated into the program in 
accordance with enterprise guidelines. 

  6.2 External documentation required for users and maintainers 
are created in accordance with enterprise guidelines. 

  6.3 External documentation produced is clearly understood by 
users and maintainers. 

 
 
RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to writing and compiling code 
based on requirements. 
 
E-commerce models may include: 
 
• any kind of business-related transaction conducted with the assistance of electronic tools across and 

within organizations or with individual customers 
• brochure site, customer service site, real time site, quote aggregator, insurance mall, direct channel, 

virtual carrier, quote mall, agent mall, consumer auction, carrier auction, time limited information, 
investor relations, technical support, pre sales support and corporate awareness, proprietary 
standard promotion 

 
E-Business: 
 
• encompasses how organizations structure themselves and capture information, manage their 

workers, relate and partner with other organizations and groups to achieve effective functioning, 
efficient operations and cultural shifts 

 
Language used may include: 
 

• C, Java, C++, Perl, Delhi 
 
Knowledge economy involves: 
 
• all individuals participating on-pine for professional or personal research and learning, communicating 

with friends or associates and the pursuit of leisure activities 
• knowledge workers and organizations and recognizes the value of life long learning and the need to 

capture knowledge within organizations to ensure effective functioning 
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Revision may be: 
 
• repeated a number of times dependent on the budgetary constraints 
 
Standards may include: 
 
• software test documentation standard 
• system and software integrity level 
• software test documentation 
• IEEE Standard for Software Unit Testing 
• software configuration management plans 
• software quality assurance plans 
• software user documentation process 
• software life cycle processes 
• guideline for evaluation and selection of CASE tools 
 
Documentation and reporting may includes: 
 
• maintaining standards of definition, standards of format, user access information 
 
Information should be clear and written in such a way that it will be readily understood by the target 
audience. Reports meet the specific output requirements and are presented in a logical and accessible 
manner 
 
Procedures are: 
 
• those prescribed during the project development phase and are based on client organizational 

requirements and project development requirements 
 
OH and S Standards: 
 
• as per company, statutory and vendor requirements 
 
Ergonomic and environmental factors must be considered during the demonstration of this competency 
 
Compliers may include: 
 
• Borland C++ Compiler 5.5, Bloodshed Dev-C++, Cygwin Project (C/C++), Intel C/C++ compiler, GNU 

C/C++ compiler, Alpha works ADK for Win 3.1, Bluette, GNU Compiler Java Edition, Jikes, JDK 
 
Organizational standards may be: 
 
• based upon formal, well documented methodologies or non-existent 
 
For training delivery purposes best practice examples from industry may be used 
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Quality process: 
 
• some organizations may be quality certified and have a well document standards for addressing 

quality while other s will not 
 
Metrics and planning method may vary: 
 
• depending upon whether the organization uses a formal method for development 
 
In some sites there will be no guidelines to follow 
 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to write and compile code based on requirements in 
accordance with the performance criteria and the range listed within the range of variable statements. 
 
(1)  Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 
• demonstrate knowledge of coding, testing, administration and interface design  
• demonstrate the ability to write code against the requirements  
• demonstrate the ability to meet technical specifications and the design solution selected meet 

requirements 
• perform all documentation and reporting in accordance with requirements 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 

(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 

 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• development methodologies 
• Object Oriented technology and concepts 
• Object Oriented programming theory 
• implementation of objects and classes 
• real-time programming 
• Input/Output drivers 
• software development configuration management processes 
• size estimation 
• copyright and intellectual property 
• national privacy legislations 
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Underpinning Knowledge and Skills (Cont’d) 

 
Skills 
The ability to: 

 
• program documentation techniques 
• detect errors and handling techniques 
• apply algorithms skills 
• analyse, evaluate and identify  solution 
• interpret specifications 
• write code 
• communicate effectively 
• conduct testing 

 
 
(4)  Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to: 
 
• workplace (actual enterprise or simulated) 
• a development environment 
• technical requirements 
• compiler 

 
 
(5)  Method of Assessment 

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 

 
 
(6)  Context of Assessment 
 

This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 2  
Plan and organise activities Level 3  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 3  
Solve problems Level 3  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT0171A:   Operate a spreadsheet application (basic)  

 
Competency Descriptor:    
    
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Create spreadsheet 1.1 Opening of documents and entering of numbers, text and 
symbols in the cells are done according to information 
requirements. 

  1.2 Columns and rows are added, selected, copied, deleted or 
moved within the spreadsheet as desired. 

  1.3 Apply simple mathematical functions. 

2. Customise basic settings 2.1 Selected font type, size and colour are appropriate for the 
purpose of the document. 

  2.2 Alignment and justification options and line spacing are 
applied according to spreadsheet formatting requirements. 

  2.3 Appropriate modifications are made to column width and 
height to suit spreadsheet requirements. 

  2.4 Cells are formatted to display different styles, values and 
information as required. 

  2.5 Ability to view multiple workbooks/spreadsheets at any one 
time is demonstrated. 

3. Format spreadsheet 3.1 Italics, bold, underline and hyphenation are correctly used 
as required. 

  3.2 Information is aligned in selected cells as required. 

  3.3 Document is closed and saved to disk using the correct 
procedures. 

4. Print spreadsheets 4.1 Ability to preview spreadsheet in print preview mode is 
demonstrated. 

  4.2 Correct basic print options are selected. 

This unit deals with the skills and knowledge required to perform 
basic operations using a spreadsheet application and create a 
document. This unit applies to individuals operating in the 
information and communication industry. 
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  4.3 Spreadsheet or part of spreadsheet is printed from installed 

printer using the correct procedures. 

 
RANGE STATEMENT 
This unit applies to the activities associated with the essential operations linked to operating spreadsheet 
applications computer and applies to individuals in the information and communication industry. 
 
Hardware may include but not limited to: 
 
personal computer 
networked system 
printer 

Software may include but not limited to: 
 
• Microsoft Excel 
• Lotus 123 

 
Disk may include but not limited to: 
 
• diskette 
• zip disks 
• compact disks 

Operating Systems: 
 
• Command line 
• Graphical User Interface 

 
Mathematical functions may include: 
 
• add 
• subtract 
• multiply 
• divide 

Formatting may include: 
 
• margins 
• indentations 
• page layout 
• orientation 

 
Modifications may include changes to: 
 
• colour 
• shade 
• size 
• shape 

Data may include: 
 
• numeral 
• text 
• images 
• objects 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to complete basic operations associated with creating, 
formatting, saving and printing a spreadsheet in accordance with the performance criteria and the range 
listed within the range of variable statements. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• creating spread sheets 
• insertion of correct data 
• use appropriate formulae 
• formatting and modifications done to specifications 
• apply correct printing procedures 
• correct interpretation of job specifications 
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(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A           Operate a personal computer  
 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• basic technical terminology in relation 

to reading help files and prompts 
• log-in procedures relating to accessing 

a PC 
• types of software 
• basic mathematics 
• formatting functions of software 
• creating and saving files 

Skills 
The ability to: 
 
• create spreadsheets 
• format and modify worksheets 
• apply simple mathematical functions 
• apply printing procedures 

 
 
(4) Resource Implications 
 

The following resources should be provided: 
 
• actual workplace or simulated environment 
• personal computer/network 
• printer 
 
 

(5) Method of Assessment 
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria. 

 
 
(6) Context of Assessment 

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level -  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDBO0251A:   Operate a database application (basic)  

 
Competency Descriptor:    
    
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Use a database application 1.1 A database application is opened using the correct 
procedures. 

  1.2 An existing database with default layout is opened. 

  1.3 Record within an existing database is modify and saved in 
line with information requirements. 

  1.4 Database is saved onto the hard disk or a diskette. 

  1.5 The database is closed using the correct procedures. 

  1.6 Application help functions are used when required. 

  1.7 Viewing modes are changed to meet user and database 
requirements. 

  1.8 Modify toolbar display is modified to database and user 
requirements. 

2. Create a simple database 2.1 Simple design is correctly formulated for a two-table 
database incorporating basic design principles. 

  2.2 Tables with fields and attributes are created according to 
database usage requirements. 

  2.3 Data is entered accurately and tables are linked and 
navigated correctly. 

3.  
Updating a database 3.1 Data is modified in a table according to information 

requirements 

  3.2 Data is deleted from a table as required. 

  3.3 Appropriate records are added and deleted as required. 

  3.4 Correct closing down procedures are followed to ensure 
that data is not lost. 

This unit deals with the skills and knowledge required to operate 
database applications and perform basic operations. This unit 
applies to individuals working in the information and 
communication technology industry. 



 
 
 ITIDBO0251A Operate a database application (basic) 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
RANGE STATEMENT 
This unit applies to the activities associated with the essential operations linked to operating a database 
application and applies to individuals in the information technology industry. 
 
Hardware including: 
 
• personal computer 
• networked system 
• printer 
• attached peripherals 

Disk may include but not limited to: 
 
• diskette 
• zip disk 
• compact disk 
• hard disk 

 
Software may include but are not limited to: 
 
• DB2 
• Microsoft Access 
• Microsoft SQL Server 
• Informix 
• Sybase 

Document may include but are not limited to: 
 
• established files 
• new document 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to design and develop a simple database using a 
standard database package in accordance with the performance criteria and the range listed within the 
range of variable statements. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• create a database 
• develop tables with fields and attributes 
• modify tables layout and field attributes 
• modify data and records to meet information requirements 
• access and retrieve data 
• navigate through tables 
• exit database without loss of data 
 
 

(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A           Operate a personal computer 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• basic technical terminology in relation 

to reading help files and prompts 
• logging procedures relating to 

accessing a PC 
• security, viruses, privacy legislation, 

copyright 
• types of software 
• basic database design 
• field attributes 

Skills 
The ability to: 

 
• access database 
• create database 
• customise settings 
• access and retrieve information 

 
 
(4) Resource Implications 
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• personal computer/network 
• printer 
 
To demonstrate this unit of competence the candidate will require access to documents detailing 
organisational style guide/policy. 
 
 

(5) Method of Assessment 
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
  
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  
 
 

(6) Context of Assessment 
 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level -  
Plan and organise activities Level 1  
Work with others and in team Level -  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIMED0261A:   Operate a presentation package (basic)  

 
Competency Descriptor:    
    
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Create presentations 1.1 The opening of presentations and addition of texts and 
symbols follow the correct and appropriate procedures. 

  1.2 Presentation is saved to correct directory/folder. 

2. Customise basic settings 2.1 Page display modes and size are adjusted. 

  2.2 Selected font type, size and colour are appropriate for the 
purpose of the presentation. 

  2.3 Ability to view multiple slides at once is demonstrated. 

3. Format presentations 3.1 Organisational charts, charts, bulleted lists are used and 
modified as required. 

  3.2 Objects (images and graphics) are correctly added and 
manipulated to meet presentation purpose. 

  3.3 Objects such as tables are imported and modified for 
presentation purposes. 

  3.4 Slides are duplicated within and/or across presentations 
following correct procedures. 

4. Print presentation  4.1 Slides are previewed in the required formats. 

  4.2 Slides are printed in the required formats. 

 
RANGE STATEMENT 
This unit applies to the activities associated with the essential operations linked to operating a 
presentation package and applies to individuals in the information and communication industry. 
 
Software may include: 
 
• Microsoft Office 
• Lotus Suite 
• Claris Works 

Equipment including: 
 
• personal computer/ networked system 
• printer 
• projector 

 

This unit deals with the skills and knowledge required to operate 
presentation applications and applies to individuals operating in the 
information and communication industry. 
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Formatting may include: 
 
• appearance 
• margin 
• page size 
• page orientation 
• header and footer 

Guidelines may include: 
 
• organisational style guides 
• organisation quality procedures 
• naming conventions 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to correctly operate a presentation package in 
accordance with the performance criteria and the range listed within the range of variable statements. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• creating presentations to specifications 
• add text and symbols to presentations 
• format presentation appropriately 
• produce required outcome 

 
 
(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A           Operate a personal computer  
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• types of software with presentation 

applications 
• software functions for formatting and 

manipulating objects 
• using a scanner 
• importation of tables and charts 

Skills 
The ability to: 
 
• design presentation 
• manipulate tools and features 
• customise settings  
• format presentation 
• create slide show effects 
• insert text and images 
• preview and print presentation correctly

 
 
(4) Resource Implications 
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• personal computer/networked system 
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(5) Method of Assessment 
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria. 
 

 
(6) Context of Assessment 

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 

 
 
 
CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 2  
Plan and organise activities Level 1  
Work with others and in team Level -  
Use mathematical ideas and techniques Level -  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITINET0151A:   Maintain equipment and consumables  

Competency Descriptor:    
    
 
 
 
Competency Field:   Information Technology 
 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1 Clean disc drives and 
peripherals 

1.1 Disc cleaning materials are accessed from stores in line 
with organisational procedures. 

  1.2 Inventory systems are accessed and events are 
documented according to organisational procedures. 

  1.3 Discs/peripherals are cleaned as recommended by manual 
in accordance with vendor requirements and as required by 
organisation. 

2 Replace and maintain 
consumables and supplies 

2.1 Stock is accessed from store and information is recorded 
according to organisational procedures.  

  2.2 Relevant manual is accessed according to guidelines and 
procedures. 

  2.3 Consumables are replaced promptly and with minimum 
effect on other users. 

  2.4 Hardware is tested to ensure it is in working order 
according to established procedures. 

3 Maintain peripherals 3.1 Equipment requiring maintenance is determined accurately. 

  3.2 Equipment is maintained as required by organisation 
guidelines. 

  3.3 Maintenance is documented as required by organisation 
guidelines. 

  3.4 Unused peripherals are stored in line with vendor/manuals’ 
guidelines. 

 
 
 

This unit deals with the knowledge and skills required to maintain 
the operations of basic hardware and the replacement of 
consumables. This unit applies to all individuals operating in the 
information and communication industry. 
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RANGE STATEMENT 
 
This unit applies to all individuals operating in the information and communication sector. 
 
Hardware components may include but are not 
limited to: 
 
• personal computers 
• network systems 
• personal organisers 
• communication equipment 
 

Peripherals may include but are not limited to: 
 
• printers 
• scanners 
• tape cartridges 
• multimedia kits 
• speakers 

 
Keyboard equipment may include but are not 
limited to: 
 
• keyboard 
• mouse 
• touch pad 
• pens 
 

Consumables may include but are not limited to: 
 
• diskettes 
• ribbons 
• printer  
• toner  
• paper, 
• cartridges  
• cleaners, 
• tape 
 

 
Organisation variables may include but are not 
limited to: 
 
• security procedures 
• logged calls procedures 
• Occupational Health and Safety legislation 
• preventive maintenance and diagnostic policy 
• maintenance manuals  
• in-house disposal policy 
• vendor disposal policy  
• contracting arrangements relating to 

information Technology purchasing 
 

Replenishing of supplies procedures may include 
but are not limited to: 
 
• requisition from organisation’s store 
• requisition from suppliers 
• request to IT support unit 
 
 

 
Cleaning materials may include but are not limited 
to: 
 
• anti-static cleaner 
• pressurized air duster 
• lint-free cloth 
• non-streaking screen cleaner 
 

Cleaning equipment may include but are not limited 
to: 
 
• vacuum 
• voltage meter 
• maintenance kit for laser printer 
• brush 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by effectively maintaining the operations of basic hardware 
components and the replacement of consumables according to the performance criteria and the range 
listed within the range of variable statements. 
 
 
(1) Critical Aspects of Evidence  
 

Assessment must confirm the ability to maintain and replace at least the following equipment and 
consumables: 
• replacing printer ribbons and laser cartridges 
• cleaning mouses, monitors, disc drives and keyboards 

 
 
(2) Pre-requisite Relationship of Units 
 

• ITICOR0021A Apply Occupational Health and Safety procedures 
 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 

• basic principles and responsibilities of 
OH&S  

• basic understanding of organisational 
systems, in relation to storage and 
retrieval of information and goods 

• basic knowledge of current industry 
accepted hardware and software 

Skills 
The ability to: 

 
• select materials appropriate to given task 
• clean components and equipment 
• detect faults  
• develop and follow cleaning schedule 
• work safely and accurately 
• initiate preventive measures and respond 

to emergencies 
• employ literacy skills in regard to basic 

workplace documentation 
 

 
 
(4) Resource Implications  
 

Competency can be demonstrated in a simulated environment on typical workplace equipment 
and consumables.  
 
The following resources should be provided: 
• necessary cleaning supplies, equipment and tools 
• safety supplies including gloves and dust masks where required 
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(5) Method of Assessment  
 

Competence in this unit needs to be assessed using formative assessment to ensure consistency 
of performance in a range of contexts. 
 
Evidence should include a demonstrated understanding of the importance of maintaining the 
cleanliness and operational efficiency of components. The ability to safely and proficiently carry 
out maintenance task within appropriate timeframes should be displayed. 
 
Peers and supervisors must be available for obtaining information on the extent and quality of the 
contribution made. 

 
 
(6) Context of Assessment 

 
Work is carried out under direct supervision or limited or no supervision.  
 
This unit maybe assessed on or off-the job.  Assessment should include practical demonstration 
either on-the job or in a simulated workplace environment where cleaning and maintenance can 
be demonstrated. This should be supported by assessment of underpinning knowledge. 
 
 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 

Levels of Competency 
Level 1. Level 2. Level 3. 

• Carries out established 
processes 

• Makes judgement of 
quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITINET1111A:   Operate peripherals devices  

Competency Descriptor:    
    
 
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Select equipment/resources 1.1 Equipment or resources required to complete task are 
identified and accessed in accordance with guidelines and 
procedures. 

  1.2 Required equipment are correctly installed for use 
according to installation instructions. 

  1.3 Equipment is checked for serviceability in accordance with 
manufacturer’s instructions. 

  1.3 All defects are identified, documented and reported to the 
appropriate personnel. 

2. Operate equipment 2.1 Operating parameters are set up correctly to meet 
requirements of tasks. 

  2.2 Equipment is operated in accordance with manufacturer’s 
instructions and organisation’s guidelines. 

  2.3 Appropriate actions are taken as required for disruption in 
operations. 

  2.4 Repairs outside area of responsibility are reported to 
appropriate persons. 

  2.5 Correct testing procedures are followed to verify readiness 
of equipment for continuation of process. 

  2.6 Parameters are reset and tasks are continued in 
accordance with operating procedures. 

  2.7 Outcome is checked against requirements for accuracy and 
completeness. 

This unit deals with the skills and knowledge required to operate 
equipment and undertake routine maintenance and applies to 
individuals operating in the information and communication 
industry. 
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3. Maintain equipment/resources 3.1 Equipment/resources is monitored for faults, wear and tear 

and adequacy. 

  3.2 Maintenance is undertaken to ensure equipment meets 
manufacturer’s specifications. 

  3.3 Specified cleaning materials are used in accordance with 
manufacture’s instructions. 

  3.4 Records concerning equipment/resources are maintained 
in accordance with organisation’s guidelines 

  3.5 Equipment/resources are stored properly in accordance 
with manufactures and organisation requirements 

 
 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to operating peripherals 
and applies to individuals in the information and communication technology industry. 
 
 
Peripherals may include: 
 
• printer 
• scanner 
• fax machine 
• photocopier 
• audio/video devices 
• projectors 
• modems 
• universal serial bus 
• speakers 

Equipment instructions may include: 
 
• manufacturers guidelines 
• procedure manuals 
• training notes 

 

 
Maintenance may include: 
 
• cleaning equipment regularly 
• adding toner 
• replacing paper 
• clearing paper jam 
• organising request for servicing 
 

Resources may include: 
 
• toner 
• disks 
• paper 
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to operate peripherals in accordance with the 
performance criteria and the range listed within the range of variable statements. 
 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
 
• selecting the appropriate equipment to complete task to specification 
• carry out routine maintenance safely 
• demonstrate the ability to operate a range of equipment 
• maintain records in accordance with organisation guidelines 

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• Nil 
 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• theoretical concept of input and output 

devices 
• general features and capabilities of 

common hardware  
• types of peripherals 
• general applications of the types of 

peripherals 
• operations of audio/visual devices 
• types of printers and their use 
• differences between the various types 

of printers 
• routine maintenance practices 
• routine inventory procedures 

Skills 
The ability to: 

 
• operate equipment safely 
• carry out routine maintenance 
• perform task to specification 
• apply simple installation procedures  

 
 
(4) Resource Implications  
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• hardware peripherals 
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(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  
 
 

(6) Context of Assessment  
 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 

 
 Simulated activities must closely reflect the workplace. 

 
 
CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 

Levels of Competency 
Level 1. Level 2. Level 3. 

• Carries out established 
processes 

• Makes judgement of 
quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and procedures 
• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 1  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIMED0482A:   Prepare multimedia for different platforms  

Competency Descriptor:       
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Identify and describe multimedia 
delivery techniques 

1.1 A range of multimedia delivery platforms is identified and 
distinguishing features examined. 

  1.2 MPEG video, CD-ROM and CDI formats are explained 
appropriate for the job to be undertaken. 

  1.3 Internet delivery options are defined and limitations and 
advantages detailed. 

  1.4 Emerging processes for delivering multimedia are 
identified relevant to the industry sector. 

  1.5 Conversion methods from one platform to another are 
identified to deliver the desired outcome. 

2. Prepare data for multimedia 
platforms 

2.1 Suitability of digital data for delivery platform is assessed 
to deliver the desired outcome. 

  2.2 The appropriate multimedia delivery platform is selected 
to deliver the desired outcome. 

  2.3 Data is redesigned and/or adapted to suit selected 
platform. 

  2.4 Data is formatted or reformatted for selected platform. 

 

This unit deals with the skills and knowledge required to prepare 
multimedia for different platforms and applies to individuals 
operating in the information and communication industry. 
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RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to preparing multimedia 
for different platforms and applies to all individuals in the information and communication industry. 
 
 
The distribution/display media may include but  
not limited to: 
 
• world wide web public access, 
• local intranet 
• cd-rom 
• kiosk or specific purpose delivery methods  
 as required 
 

Software use may include but are not limited to: 
 
• commercial software applications 
• organisational specific software 
• commercial multimedia software 
• word processing, spreadsheet, database, 

graphic, communication packages and 
presentation functionalities 

 
Storage media used may include but not limited to: 
 
• diskettes 
• cd’s 
• zip disks 
 

EVIDENCE GUIDE  
Competency is to be demonstrated by the ability to produce THREE multimedia sequences which include 
a range of different elements, each on a different delivery platform according to job specifications and in 
accordance with the performance criteria and the range listed within the range of variable statements. 
 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
 
• identification of delivery platforms and assessment of features 
• assess internet delivery options 
• demonstrate knowledge of methods of conversion  
• demonstrate awareness of emerging techniques 
• modify data to suit selected platform 
• job is completed to specification 
 
 

(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A Operate a personal computer 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• detailed knowledge of multimedia 

delivery techniques 
• detailed knowledge of principles of 

conversion from one platform to 
another 

• technical requirements for preparing 
artwork for multimedia output 

• recognition and how to use and apply 
different technologies for design 
purposes 

• broad knowledge base incorporating 
theoretical concepts of design 
principles  

• broad knowledge base incorporating  
theoretical concepts of multimedia 
software packages 

 

Skills 
The ability to: 

 
• evaluate multimedia features  
• describe delivery techniques 
• design presentations 
• modify data to suit platform 
• present information clearly and 

precisely   

 
 
(4) Resource Implications  

 
The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 

 
 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  

 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIMED1092A:   Operate a presentation package (advance)  

 
Competency Descriptor:    
    
 
 
 
Competency Field:   Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Create presentations 1.1 Design for presentation is created according to 
organisational requirements. 

  1.2 The opening of presentations and addition of texts and 
symbols follow correct and appropriate procedures. 

  1.3 Existing styles within a presentation are correctly 
determined and used. 

  1.4 Presentation templates/master slide are correctly used to 
create a presentation. 

  1.5 Various tools and applications are correctly and 
appropriately used. 

  1.6 Presentation is saved to correct directory/folder. 

  1.7 Occupational Health and Safety (OH and S) procedures 
and precautions are correctly observed. 

2. Customise basic settings 2.1 Page display modes and size are adjusted to meet user 
requirements and/or special needs 

  2.2 Toolbar is modified to meet user and document uses. 

  2.3 Selected font type, size and colour are appropriate for the 
purpose of the presentation. 

  2.4 Ability to view multiple slides at once is demonstrated. 

3. Format presentations 3.1 Organisational charts, charts, bulleted lists are used and 
modified as required. 

This unit deals with the skills and knowledge required to operate 
presentation applications and perform basic operations. This unit 
applies to individuals working in the information and communication 
industry. 
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  3.2 Objects (images and graphics) are correctly added and 

manipulated to meet presentation purpose. 

  3.3 Objects such as tables are imported and modified for 
presentation purposes. 

  3.4 Slide layout, including text and colours, is modified to meet 
presentation requirements. 

  3.5 Formatting tools are used as required within the presentation. 

  3.6 Slides are duplicated within and/or across presentations 
following correct procedures. 

  3.7 The sequence of slides are correctly reordered and/or 
deleted for presentation purposes. 

  3.8 Presentation is saved in another format and in a format for 
posting to a web site. 

  3.9 Procedures are correctly applied in closing presentation and 
saving to hard disk and/or disk. 

4. Add slide show effects 4.1 Preset animation and multimedia effects are incorporated into 
the presentation as required to enhance the presentation. 

  4.2 Preset animation effects are changed according to 
presentation purposes and result in the creation of a cohesive 
presentation. 

  4.3 Slide transition effects are correctly added to presentation 
and a smooth progression through the presentation is 
achieved. 

  4.4 Procedure for testing slide shows effects for overall effect is 
correctly applied. 

  4.5 Onscreen navigation tools are correctly used to start and stop 
slide show or move between different slides as required. 

5. Print presentation and notes 5.1 Selection of print format is appropriate for slide presentation. 

  5.2 Slide orientation is appropriately selected. 

  5.3 Spell check and addition of notes and slides numbers are 
correctly carried out. 
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  5.4 Slides are previewed in the required formats. 

  5.5 Slides are printed in the required formats. 

 
RANGE STATEMENT  
 
This unit applies to the activities associated with the essential operations linked to operating a 
presentation package and applies to individuals in the information technology industry. 
 
Equipment including: 
 
• personal computer 
• network system 
• printer 
• attached peripherals 

Organisational variables may include but are not 
limited to: 
 
• keyboarding and accuracy as per organisation 

guidelines 

 
Disk may include but not limited to: 
 
• diskette 
• Zip disks 
• CDs 
• hard disk 

Document variables may include but are not  
limited to: 
 
• established files 
• new documents 

 
Presentation packages may include applications 
contained in: 
 
• Microsoft Office 
• Lotus Suite 
• Claris Works 
• other similar applications 

Operating systems including: 
 
• Command Line and  
• Graphical User Interface 

 
Workplace environment may involve a business 
involved in: 
 
• total organisational change 
• system only change 
• business improvement process 
• an e-commerce solution involving the total 

organisation or part of the organisation 

Formatting tools include: 
 
• tabs, cut, paste, indents, bookmarks, 

hyperlinks, borders, lists 
 

 
Applications include: 
 
• Add, select, copy, delete or move text, images 

and graphics within a presentation 

Tools include: 
 
• help, search and replace, spell check, undo 

and simple formatting tools 
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Cultural understanding requires the capacity to 
apply an understanding of cultures when carrying 
out workplace tasks, including: 
 
• commitment to organisational goals such as 

quality 
• safety 
• efficiency 
• teamwork 
• security 
• environmental protection 
• customer service 
• personal development  
• interacting with people from widely different 

backgrounds and cultures in the achievement of 
common work goals carries out established 
processes operates in accordance with existing 
company requirements makes judgments of 
quality using given criteria 

•  
 

OH and S procedures/precautions include: 
 
• company and vendor requirements 
• Ergonomic and environmental factors that 

must be considered. Such as 
• Occupational Health and Safety guidelines 

related to use of screen based  equipment 
• Computing equipment and peripherals 
• Ergonomic work stations 
• Security procedures 
• Customisation requirements 

 

EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to correctly operate a presentation package in 
accordance with the performance criteria and the range listed within the range of variable statements. 
 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• demonstrate compliance with Occupational Health and Safety regulations applicable to 

workplace operations 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes  
• perform all tasks in accordance with standard operating procedures 
• perform tasks to specification 
• use software tools effectively 
• demonstrate the ability to navigate desktop environment 
• interpret job specifications 
• safe and effective operational use of all equipment 
• interactively communicate with others to ensure safe and effective workplace 
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(2) Pre-requisite Relationship of Units 
 
 

• ITICOR0231A  Operate a personal computer (basic) 
 
 

(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• general OH&S principles and 

responsibilities 
• basic technical terminology in relation 

to reading help files and prompts 
• logging procedures relating to 

accessing a PC 
• organisational standards for 

keyboarding 
• security, viruses, privacy legislation, 

copyright 
• types of presentations 
• slide show effects 
• formatting presentations 
• manipulating tools and features 
• print options 
• posting presentation to web page 
• customizing settings for special needs 
 

Skills 
The ability to: 

 
• apply logging procedure to access 

personal computer or network 
• design presentation 
• manipulate tools and features 
• customise settings  
• format presentation 
• create slide show effects 
• insert text ,images and graphics 
• preview and print presentation 

correctly 
• work safely 
• organise work 

 
 
(4) Resource Implications  
 

The following resources should be provided: 
 
• personal computer/network 
• disk 
• appropriate software 
• printer 
• appropriate communication or documentation relevant to task 
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(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular 
checks, but may include some autonomy when working as part of a team. 
 
Assessment of this unit of competence could include review of documents developed by the 
candidate. Questions related to the performance criteria and directed to the candidate, peers and 
business client will assist in assign competence. Observation of skills may assist in the collection 
of evidence. 
 
Competencies in this unit may be determined concurrently with other units. 
 
Assessment must be in accordance with the performance criteria 

 
 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 
 
 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 2  
Plan and organise activities Level 1  
Work with others and in team Level -  
Use mathematical ideas and techniques Level -  
Solve problems Level 1  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills 
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ITIDAT1072A:   Operate a spreadsheet application (advanced)  

 
Competency Descriptor:    
    
 
 
 
Competency Field:  Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Create spreadsheets 1.1 Basic built-in functions are appropriately employed. 

  1.2 Appropriate formulae are entered using relative and 
absolute referencing where required. 

  1.3 Formulae are promptly corrected when standard error 
messages occur. 

  1.4 Various tools are used appropriately during spreadsheet 
development. 

  1.5 Data entries are copied or increased incrementally for 
logical and clear presentation of information. 

2. Customise spreadsheet 
environment 

2.1 Page display modes, orientation and size are 
appropriately adjusted to meet user requirements and/or 
special needs. 

  2.2 Toolbar is appropriately modified to meet user and 
document uses. 

3. Format spreadsheet 3.1 Selected format is correctly copied from another cell or 
group of cells in the spreadsheet or from another active 
spreadsheet. 

  3.2 Appropriate formatting tools are used as required within 
the spreadsheet and/or individual cells. 

  3.3 The ability to identify, set, edit and test basic and 
conditional cell validations is demonstrated. 

  3.4 Message boxes are created. 

  3.5 Headers and footers are inserted and all the necessary 
information and formatting styles are incorporated into 
the headers and footers using the correct procedures. 

This unit deals with the skills and knowledge required to perform 
operations using advance features of a spreadsheet application and 
applies to individuals operating in the information and 
communication industry.  
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  3.6 Document is saved in another format and in a format that is 
appropriate for posting to a web site. 

4. Incorporate objects and 
charts in spreadsheets 

4.1 Objects are imported to and manipulated within a 
spreadsheet using the correct procedures. 

  4.2 Spreadsheet data is clearly displayed in different charts. 

  4.3 Charts are appropriately modified for formatting purposes. 

5. Sort and Lookup Records 5.1 Basic and advanced sorting options are used. 

  5.2 Lookup functions to return values from search table are 
used. 

  5.3 Scenarios are created and worked with. 

6. Create nested functions and 
macros 

6.1 Nested functions are created, edited and copied. 

  6.2 Macros are created, edited and executed. 

 
 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to the operations of 
advance features of spreadsheet applications and applies to individuals in the information and 
communication industry. 
 
Hardware may include but not limited to: 
 
• personal computer 
• networked system 
• printer 

Software may include but not limited to: 
 
• Microsoft Excel 
• Lotus 123 

 
Formatting may include: 
 
• margins 
• indentations 
• page layout 
• orientation 

Mathematical formulae may include: 
 
• average 
• interest 
• multiply 
• divide 

 
Data may include: 
 
• numeral 
• text 
• images 
• objects 
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EVIDENCE GUIDE   
 
Competency is to be demonstrated by the ability to complete basic operations associated with the 
advanced features of a spreadsheet application in accordance with the performance criteria and the 
range listed within the range of variable statements. 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
 
• creating spread sheets 
• insertion of correct data 
• use appropriate formulae 
• formatting and modifications done to specifications 
• create nested functions and macros 
• correct interpretation of job specifications 

 
(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• ITICOR0231A Operate a personal computer 

 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• basic technical terminology in relation 

to reading help files and prompts 
• log-in procedures relating to accessing 

a PC 
• types of software 
• basic mathematics 
• formatting functions of software 
• nested functions and macros 
 

Skills 
The ability to: 

 
• create spreadsheets 
• format and modify worksheets 
• apply mathematical formulae 
• customise settings 

(4) Resource Implications  
 

The following resources should be provided: 
 
• actual workplace or simulated environment 
• personal computer/network 
• printer 
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(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria. 

 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 

 
 
 
CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level -  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIMED2672A:  Select and employ multimedia tools 

 
Competency Descriptor: 
       
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Determine functional 
requirements 

1.1 Functional requirements of tools are identified as required 
from job specifications or client requirements. 

  1.2 Conflicting or overlapping requirements are identified. 

  1.3 Functional requirements of tools are documented and 
validated by appropriate personnel in accordance with 
enterprise policies and procedures. 

  1.4 Available resources and budget are identified and validated 
by appropriate personnel in accordance with enterprise 
policies and procedures. 

2. Select tools 2.1 Relevant products and equipment are identified and 
assessed with reference to functional requirements.  

  2.2 Relevant products and equipment interdependencies are 
identified and assessed with reference to functional 
requirements and system architecture. 

  2.3 Best product and equipment solution, including limitations, is 
identified and documented in accordance with enterprise 
policies and procedures. 

  2.4 Tools are selected as required in accordance with job 
requirements and enterprise policies and procedures. 

3. Install and configure tools 3.1 Tools are installed and configured according to vendor 
guidelines with reference to system architecture and job 
requirements. 

  3.2 System architecture and configuration is adjusted as 
required in accordance with vendor specifications and 
industry best practices. 

  3.3 Tests are prepared, scheduled and executed as required in 
accordance with vendor specifications. 

  3.4 Errors are tracked, interpreted and repaired as required in 
accordance with vendor specifications. 

This unit deals with the skills and knowledge required to select 
and employ hardware and/or software interactive media tools. 
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  3.5 Changes are made as required based on test results. 

  3.6 Tool configuration(s) is documented according enterprise 
policies and procedures. 

4. Use tools 4.1 Appropriate hardware and software tools to perform activity 
are selected. 

  4.2 Features and capabilities of tools are fully utilised for 
maximum efficiency and productivity. 

  4.3 Tools are employed according to vendor guidelines. 

  4.4 Required outcomes are produced in accordance with job 
specifications or client requirements. 

  4.5 User help documentation and other resources are accessed 
and used to overcome difficulties experienced in use of 
tools. 

  4.6 Required Occupational Health and Safety standards, 
regulations and ergonomics advice are followed in the use 
of hardware and software tools. 

 
 
RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to selecting and employing 
multimedia tools. 
 
Functional requirements of tools may include: 
 
• purpose 
• capabilities 
• features 
• ease of use 
• cost effectiveness 
• flexibility 
• currency of technology 

Job specifications/client requirements may include: 
 
• budget 
• resources 
• metaphor 
• purpose 
• audience 
• multimedia elements 
• script 

 
Conflicting/overlapping requirements may include: 
 
• similar purposes 
• similar capabilities and scope 
• system specific 
• not readily used with other products 
• media specific 

Appropriate personnel may include: 
 
• supervisor 
• project manager 
• client 
• designer 
• programmer 
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Interactive media tools may include: 
 
• linear and non-linear methods of editing sound 

and video  
• multimedia authoring tools  
• tools and programming techniques for 

multimedia interactivity  
• meta tag managers 
• music engines  
• CD-ROMs and DVDs 
• media streaming tools 
• graphic development tools  
• video development tools  
• multimedia management tools 
• 3D modelling and rendering 

Vendor specifications may include: 
 
• installation procedures 
• configuration procedures 
• maintenance procedures 
• testing procedures 
• operating procedures 
• user support mechanisms 
• warranty guidelines 
• licensing agreements 

 
System architecture may include: 
 
• standalone system 
• networked system 
• operating system 
• configuration 

Functional requirements may include: 
 
• editing 
• digitizing 
• designing 
• programming 

 
Outcome may include: 
 
• educational product 
• game 
• promotional product 
• information product 
• training product 
• aspects or sections of film/ video production: 
• feature 
• documentary 
• short film and/or video 
• animations 
• commercials 
• live or pre-recorded performances 
• music video 
• television production of any type (music, 

drama, comedy, variety, sport) 
• live or pre-recorded television productions 
• educational product 
• game 
• promotional product 
• information product 
• training product 
• e-commerce 

Test may include: 
 
• functionality test 
• diagnostic test 
• de-bugging test 
 
Client may include: 
 
• internal department 
• private enterprise 
• individual 
• public 
 
Standards may include: 
 
• international standards 
• organisational standards 
• project standards 
• industry standards 
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Solution may include but is not limited to: 
 
• new hardware 
• hardware upgrades 
• new software  
• software upgrades 
• user training or implementing a new system 

Ergonomics issues may include:  

• using and cleaning Visual Display Units 
(VDUs)  

• advice on footrests 
• exercises 
• times for breaks 
• armrests and chairs 

 
Occupational Health and Safety standards may 
include: 
 
• workplace environment and safety 
• use and maintenance of tools and equipment 
• handling and disposal of materials 
• protective clothing and equipment 
• use of ladders, scaffolding and platforms 
• removal of obstacles  
• personal grooming and hygiene 
• response to emergency, fire and accident 
• security of documents, personnel and 

equipment 

 

 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to select and employ hardware and software multimedia 
tools in accordance with the performance criteria and the range listed within the range of variables 
statement. 
 
(1)  Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 

• demonstrate knowledge of hardware and software tools, technology requirements of 
multimedia tools, multimedia design technologies and techniques  

• collect, read and interpret technical information 
• accurate determination of functional requirements of hardware and software tools 
• determination and selection of appropriate hardware and software tools 
• application of correct installation, configuration and testing procedures in accordance with 

vendor specifications 
• use of hardware and software tools to achieve required outcomes in accordance with 

customer requirements/job specifications 
• follow required documentation and reporting procedures 
• work in compliance with all standards, regulations and guidelines 

 
 

(2)  Pre-requisite Relationship of Units 
 
 The pre-requisite for this unit is: 

 
• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• multimedia development methodologies 
• software and hardware installation and 

configuration procedures 
• interaction between relevant hardware 

and software products 
• current industry accepted hardware and 

software products  
• vendor specifications 
• function and features of animation 

development tools  
• function and features of graphic 

development tools  
• function and features of media 

management tools  
• function and features of video 

development tools  
• function and features of virtual reality 

technologies  
• function and features of audio 

development tools  
• basic design principles of each media 

type 
• application of capabilities and features of 

multimedia tools 
• Occupational Health and Safety 

standards and regulations 
• ergonomic issues  
• organisational standards 
• industry standards 
• testing methodologies 
• types of media and multimedia outcomes 
• multimedia production techniques 

Skills 
The ability to: 

 
• assess hardware and software tools 
• integrate multiple items of data and 

reconcile conflicting information 
• develop creative solutions and 

demonstrate resourcefulness 
• predict outcomes and results of selection 

of tools 
• identify key sources of information 
• understand specification sheets 
• accurately summarise and document 

information 
• see the conflicts and integration 

capabilities between diverse equipment 
• organise and asses importance and 

relevance of product information 
• communicate effectively 

 
 
(4)  Resource Implications 
 

The following resources should be made available: 
 
• workplace (actual enterprise or simulated) 
• work instructions/client requirements 
• appropriate hardware and software tools 
• enterprise policies, procedures and guidelines 
• industry standards and regulations 
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(5)  Method of Assessment 

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 

 
 

(6)  Context of Assessment 
 

Assessment may take place on the job, off the job or a combination of both of these. However, 
assessment of this unit would most effectively be undertaken on the job due to the specific 
workplace environment requirements. Off the job assessment must be undertaken in a closely 
simulated workplace environment. 

 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDBO1392A:   Operate a database application (advance)  

 
Competency Descriptor:    
    
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Create a database 1.1 Design is correctly formulated for a database incorporating 
complex design principles. 

  1.2 Tables with fields and attributes are developed according to 
database usage requirements. 

  1.3 Data is entered accurately and tables are linked and 
navigated correctly. 

  1.4 A primary key is created and an index is established 
according to the correct procedures. 

  1.5 Table layout and field attributes are appropriately modified 
as required. 

  1.6 Data in tables is appropriately modified for information 
requirements. 

  1.7 Appropriate records are added and deleted as required. 

  1.8 Correct closing down procedures are followed to ensure 
that data is not lost. 

2. Customise basic settings 2.1 Page display modes, orientation and size are adjusted to 
meet user requirements and/or special needs. 

  2.2 Toolbar is appropriately modified to meet user and 
database uses. 

  2.3 Appropriate font type, size and colour are selected for the 
purpose of the database. 

This unit deals with the skills and knowledge required to operate 
database applications and perform operations. This unit applies to 
individuals working in the information and communication industry. 



 
 
 ITIDBO1392A Operate a database application (advance) 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

 
3. Create reports 3.1 Report designed is appropriate to present data in a logical 

sequence. 

  3.2 Reports are appropriately modified to include/exclude 
additional information requirements. 

  3.3 Existing reports are modified to accommodate current 
information requirements using the correct procedures. 

  3.4 Reports are distributed in a suitable format 
(softcopy/hardcopy) in accordance with approved 
procedures. 

4. Create forms 4.1 Simple forms are created which include imported files 
(images/graphics) and colours are customised using a 
wizard in accordance with correct procedures. 

  4.2 Existing database is opened and records are appropriately 
modified through a simple form. 

  4.3 Objects are rearranged within the form to accommodate 
information requirements. 

  4.4 Database is closed and information saved to disk according 
to guidelines and correct procedures. 

5. Retrieve information 5.1 Existing database is accessed and required record is 
located in accordance with standard procedures. 

  5.2 Simple query is created and required information is 
retrieved in prescribed manner. 

  5.3 Query with multiple criteria is developed and the required 
information is retrieved using correct procedures. 

  5.4 Appropriate filters are applied and the required information 
accessed in accordance with correct procedures. 

  5.5 Queries are refined to retrieve information more precisely. 

  5.6 Appropriate data is selected and sorted according to 
information retrieval requirements. 

 
RANGE STATEMENT 
This unit applies to the activities associated with the essential operations linked to operating a database 
application and applies to individuals in the information technology industry. 
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Hardware including: 
 
• personal computer 
• networked system 
• printer 
• attached peripherals 

Disk may include but not limited to: 
 
• diskette 
• zip disk 
• compact disk 
• hard disk 

 
Document may include but are not limited to: 
 
• established files 
• new document 

Software may include but are not limited to: 
 
• DB2 
• Microsoft Access 

 
 
Operating Systems: 
 
• Command line 
• Graphical User Interface 
 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to design and develop a database using a standard 
database package in accordance with the performance criteria and the range listed within the range of 
variable statements. 
 
(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• create a database 
• develop tables with fields and attributes 
• modify tables layout and field attributes 
• modify data and records to meet information requirements 
• access and retrieve data 
• navigate through tables 
• create queries and filters 
• create reports and forms 
• exit database without loss of data 
 
 

(2) Pre-requisite Relationship of Units 
 

• ITICOR0231A           Operate a personal computer 
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(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 
 
• basic technical terminology in relation 

to reading help files and prompts 
• logging procedures relating to 

accessing a PC 
• security, viruses, privacy legislation, 

copyright 
• types of software and features 
• database design 
• queries and filters 
• fields and attributes 

Skills 
The ability to: 

 
• access database 
• create database 
• customise settings 
• access and retrieve information 
• create report in suitable formats 
• modify data to meet information 

requirements 

 
 
(4) Resource Implications 
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• personal computer/network 
• printer 
 
To demonstrate this unit of competence the candidate will require access to documents detailing 
organisational style guide/policy. 
 
 

(5) Method of Assessment 
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  
 
 

(6) Context of Assessment 
 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level -  
Plan and organise activities Level 2  
Work with others and in team Level -  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIMED0362A:   Author a multimedia sequence 

Competency Descriptor:    
    
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Identify the elements of 
multimedia 

1.1 The elements of multimedia are correctly defined for an 
integrated system. 

  1.2 The uses of multimedia elements are described for an 
integrated system. 

  1.3 Levels of interactivity are identified including passive, 
interactive and adaptive multimedia to deliver a specified 
outcome. 

2. Identify the scope of authoring 
software 

2.1 A range of contemporary multimedia authoring software is 
identified as appropriate to a range of project outcomes. 

  2.2 Features and uses of contemporary commercial authoring 
software are distinguished as relevant to specified project 
outcomes. 

  2.3 The appropriateness of specific contemporary commercial 
authoring software for a range of multimedia uses is 
assessed relevant to specified project outcomes. 

3. Use authoring software 3.1 An authoring program is selected, accessed and executed 
to deliver a specified outcome. 

  3.2 An existing file is opened and run for a specified job. 

  3.3 The tools and features of the particular software in use are 
demonstrated as relevant to authoring. 

  3.4 A new file involving a sequence of multimedia elements is 
created for a specified job. 

This unit deals with the skills and knowledge required to author a 
multimedia sequence and applies to individuals operating in the 
information and communication industry. 
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  3.5 A simple program structure is created for a specified job 
and prepared elements are incorporated into the structure 
sequence. 

  3.6 Passive and interactive samples of sequences are created 
and demonstrated for specified outcomes. 

4. Create a multimedia 
presentation 

4.1 A multimedia script identifying appropriate elements and 
sequencing is prepared. 

  4.2 A storyboard is prepared and assessed for practicality. 

  4.3 A program structure for the storyboard is created for a 
specified outcome. 

  4.4 Relevant multimedia elements are identified and 
assembled in sequence to deliver the desired outcome. 

  4.5 Methods for obtaining (purchasing) multimedia elements 
suitable for inclusion in a multimedia presentation are 
identified to deliver the desired outcome. 

  4.6 The multimedia sequence is tested and then run as a 
presentation. 

  4.7 File formats to save each multimedia asset are identified for 
a specified job. 

 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to authoring a multimedia 
sequence and applies to individuals in the information and communication industry. 
 
 
Software may include but are not limited to: 
 
• commercial software applications 
• organisational specific software 
•  word processing, spreadsheet, database, 

graphic, communication packages and 
presentation functionalities 

Media may include: 
  
• text 
• sound 
• animation 
• video 
• graphics 
• images 
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Hardware may include but are not limited to: 
 
• personal computers 
• networked systems 

 

Testing may include: 
 
• media testing 
• integration testing 
• configuration testing 
 

 

EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to use authoring software to create TWO multimedia 
sequences containing both passive and interactive elements, according to job specifications and the 
listed performance criteria in accordance with the performance criteria and the range listed within the 
range of variable statements. 
 
 
 
(1) Critical Aspects of Evidence  
 

It is essential that competence is observed in the following aspects: 
 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes within the context of multimedia 

presentation 
• select and assess appropriate software 
• demonstrate correct use of software features and tools 
• differentiate between types of multimedia 
• identify and assemble elements 
• prepare storyboard 
• create multimedia sequences  
• test and run samples of the sequence 
• use appropriate file formats 

 
 
 
(2) Pre-requisite Relationship of Units 
 

• ITIMED0351A Identifying components of multimedia 
• ITICOR0231A Operate a personal computer 
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 

 
• detailed knowledge of the elements of multimedia 
• detailed knowledge of the scope of authoring software 
• detailed knowledge of authoring software usage 
• detailed knowledge information sources 
• story boarding 
• basic understanding of operating systems software and system tools 
• broad knowledge base of vendor product directions 
• broad knowledge base of vendor applications and their features 
• basic understanding of troubleshooting 
 
Skills 
The ability to: 

 
• ability to put together a multimedia presentation 
• design presentation 
• detailed skills in using applications features  
• basic skills in interpreting technical information 
• test and run sequence 
• prepare story board 

 
 
(4) Resource Implications  
 

The following resources should be provided: 
 
• workplace (actual enterprise or simulated) 
• organisational style guide 

 
 
 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  
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(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
 
 

CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 2  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
 
 
 
 
 



 
 

 ITIWEB2283A: Design a website to meet technical requirements 
 
 

Copyright  2007 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 

ITIWEB2283A:  Design a website to meet technical requirements  

Competency Descriptor:    
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Define the technical 
environment 

1.1 Business hardware and software needs are identified in 
accordance with work requirements. 

  1.2 User software and hardware types are defined to ensure 
that site is designed to best meet business expectations. 

  1.3 Appropriate tools, software and hardware are identified to 
develop the site in accordance with industry best practices. 

2. Define the human computer 
interface 

2.1 User analysis is conducted to determine a user profile and 
customer expectations. 

  2.2 User analysis identifies capabilities of the interface that 
customers choose to use. 

  2.3 Site purpose, the business and customer expectations are 
clearly articulated. 

  2.4 Task analysis, content and process design requirements 
are determined. 

  2.5 Appropriate design principles for the site are determined 
and incorporate existing business protocols. 

3. Determine site hierarchy 3.1 The hierarchy of pages are identified in accordance with 
design specifications.  

  3.2 Content is logical and accessible to customers. 

  3.3 Navigation between pages is consistent and clear. 

4. Design website 4.1 Appropriate information hierarchy is applied to site design. 

  4.2 Site look is appropriate to business and customer 
requirements. 

  4.3 Process flow is developed in a logical and simple manner. 

This unit deals with the skills and knowledge required to identify, 
analyse and organize the hardware/software (including web pages) 
needed for the website in order for it to operate effectively. 
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  4.4 Site search engine, site map, FAQ (frequently asked 

questions) and news sections are tested against customer 
needs. 

  4.5 Design documentation is completed in accordance with 
organisational policies and procedures. 

 
 
RANGE STATEMENT  
 
This unit applies to identifying the software, hardware requirements of the website and designing and 
organizing the website. 
 
Operating systems may include but not 
limited to: 
 
• Win 95/98/NT 
• Sun Solaris/SunOS 
• HP-UX 
• AIX 
• Digital Unix 
• Silicon Graphics IRIX 
• DOS 
• DEC 
• VMS 
• Mac OSX 
• Linux 
• Netware 

Hardware may include IT equipment of all types: 
 
• work stations 
• personal computers 
• networks 
• remote sites 
• servers 

 
Standards are being introduced on a regular  
basis it is worthwhile monitoring the  
following organisations and standards: 
 
• IETF and W3C 
• IEEE Std. 2001-1999 Web Page Engineering, 
• The Internet Commerce Standards  
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EVIDENCE GUIDE  
 
Competency is to be demonstrated by designing a website to the technical specification. 
 
(1) Critical Aspects of Evidence     
 

It is essential that competence be observed in the following aspects: 
 

• establish technical requirements, human-computer interface and user profile 
• conduct user analysis and determine site specifications 
• identify and select appropriate tools and procedures in order to develop an effective website 

for a business 
• ability to design a website that articulates customer expectation 
• ability to create appropriate information hierarchy for site design 

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisite for this unit is: 
 
• Nil 

 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of  
 
• website architecture 
• business process design 
• customer and business liaison 
• understanding how e-business sites fit 

into corporate strategy 
• understanding the implications of 

technology connectivity 
• documenting technical specifications  
• copy write and intellectual property 
• basic information architecture 

Skills 
The ability to 

 
• analyse website  
• use site design software  
• conduct user analysis  
• select and use appropriate hardware and 

software 
• comply with standards 
• produce quality work 
• prepare technical documentation 
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(4) Resource Implications 
 

The following resources should be made available: 
 
• web servers 
• requirements documentation 
• E-business website 
• site server 
• site servers software 
• analysis software 
• industry standards 
• organisational policies and procedures 
 
 

(5) Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 
 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 
 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 
 
Simulated activities must closely reflect the workplace. 

 
 
(6) Context of Assessment 
 

Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practices and safety procedures 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out 

established processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 

Collecting, analysing and organising ideas and information Level  2  
Communicating ideas and information Level  2  
Planning and organising activities Level  2  
Working with others and in teams Level  2  
Use mathematical ideas & techniques Level  2  
Solve problems Level  2  
Using technology Level  2  

 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB2323A:   Develop web-site information architecture 

Competency Descriptor:    
    
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Identify content needs 

 

1.1 Strategic intent of web site is identified from business 
requirements and customer expectations.  

  1.2 Information requirements are developed based on the 
website intent, intended audiences, types of customer 
interactions, long and short term goals for the site.  

  1.3 Required information is identified and grouped into 
business schemes and related to the business structure 
(information structure and related links).  

  1.4 Content requirements are determined for each process.  

2. Plan content structure 2.1 Information in related topics are clustered.  

  2.2 An information hierarchy is developed and data is checked 
to confirm sequence of hierarchy. 

  2.3 Verification is made to ensure that labels are clear, 
consistent and coherent and relatively intuitive for users to 
access. 

3. Develop navigation system 3.1 An navigational system is built for overall website based on 
business requirements. 

  3.2 Provisions are made to ensure navigation is easy and there 
are different ways of searching and providing feedback to 
users. 

  3.3 Its ensured that the navi gational system provides the users 
the flexibility to find the information/ products they want.  

  3.4 A consistent and logical labelling system is developed 
taking into account user demographics. 

4. Test and sign off 4.1 Information architecture design is prototyped (may be a 
website prototype, diagrams or other representation of the 
information architecture).  

This unit deals with the skills and knowledge required to develop an 
information architecture for a complex website that meets current 
and future business needs. 
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  4.2 A sample of users test the prototype for usability to 

determine if architecture meets customer expectation,  

content that will format correctly in the business and users 
technical environment is used.  

  4.3 If necessary, adjustments to architecture are made based 
on user feedback. 

  4.4 Prototype signed off as meeting current and future 
business requirements. 

  4.5 Prototype signed off as  meeting current and future 
business requirements. 

 
RANGE STATEMENT  
This unit applies to developing information architecture for a website.  
 
Information gathering techniques may include  
but not limited to:  

• face-to-face meetings 
• site critiques, both the existing business sites 

and competitors  
• workshops,  
• customer surveys 
• reviews of existing business information 

Navigational approaches may include but not 
limited to: 
 
• site hierarchies and indexes  
• search interfaces 
• tables of contents 

 

EVIDENCE GUIDE  
 
This unit applies to identifying and organizing website content for current and future business 
requirements. 
 
(1) Critical Aspects of Evidence  

 
It is essential that competency be observed by confirming the following  
 
• Users can confidently and readily access  the information they require 
 

(2) Pre-requisite Relationship of Units 
 
• ITIWEB0722A  Create a simple mark -up language document  
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(3) Underpinning Knowledge and Skills  
 

Knowledge 
knowledge of: 
 
• website architecture and business 

process design and linkages between 
processes 

• understanding the implications of 
technology connectivity and 
documenting technical specifications 

• copyright and intellectual property 
 

Skills 
The ability to:  
 
• website analysis 
• use site design software and hardware 
• user analysis  
• integrating online processes 

 
(4) Resource Implications  
 

The following resources should be made available 
 
• business information. 
• requirement specification document  
• website design software if required 

 
(5) Method of Assessment  
 

Competency should be determined by  intermittent checking at various critical stages of project 
work. 

  
Competency may be assessed through the application of questions related to the underpinning 
knowledge. 

 
(6) Context of Assessment  

 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practice and safety procedures.  
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CRITICAL EMPLOYABILITY SKILLS     
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification F ramework. They relate to the seven areas of generic competency 
that underpin effective workplace practices.  
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 

Collecting, analysing and organising ideas and information Level  3  
Communicating ideas and information Level  3  
Planning and organising activities  Level  3  
Working with others and in teams Level  3  
Use mathematical ideas & techniques  Level  3  
Solve problems Level  3  
Using technology Level  3  
        

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
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ITIWEB0773A:  Build a document using extensible Mark-up 
Language 

Competency Descriptor:    
    
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Determine documentation 
standards 

1.1 Documentation standards are developed according to 
business needs and if necessary, are compliant with 
relevant extensible mark-up language registry 
specifications. 

  1.2 It is ensured documentation standards are compliant with 
the relevant Collaboration Protocol Profile Definition.  

  1.3 

 

It is ensured documentation standards support 
Collaboration Protocol Agreement documents. 

2. Define document structure 2.1 An external or internal Document Type Definition (DTD) is 
chosen depending on project requirements. 

  2.2 All elements, declared, empty, with data and child 
sequences are declared.  

  2.3 It is ensured wrapping includes the correct syntax.  

  2.4 Occurrences of elements are declared.  

  2.5 Elements of mixed content declared.  

  2.6 Attribute types and default values are declar ed. 

  2.7 Internal and external entities are declared.  

  2.8 The DTD is validated with a XML parser to ensure no 
errors. 

3. Confirm validity 3.1 The extensible mark -up language declaration statement is 
inserted in document. 

  3.2 Start and end tags are created to create elements. 

  3.3 All tags are closed.  

  3.4 Attributes are quoted and assigned to elements according 
to information requirements. 

This unit deals with the skills and knowledge required to create a 
valid extensible Mark-up Language document, and applies to 
programmers and developers.  
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  3.5 All elements are cleanly nested.  

  3.6 Proper syntax and well formed -ness of elements is 
confirmed. 

4. Employ extensible mark-up 
language object model 

4.1 Elements are described as objects. 

  4.2 The object roles and relationships are defined.  

  4.3 Document object is referenced through it’s ID value.  

  4.4 Relevant child node objects are accessed through 
document object processes and methods. 

  4.5 Objects are manipulated within the document according to 
requirements. 

  4.6 Objects and instances are combined and/or reused in the 
document. 

  4.7 Extensible mark-up language DOM tree information are 
persisted. 

5. Finalise and test document  5.1 General entities are defined for the document in DOCTYPE 
definition. 

  5.2 Character data (CDATA) sections are added to the 
document structure. 

  5.3 Comments are added and clearly detailed.  

  5.4 Final document is viewed with a extensible mark -up 
language parser. 

  5.5 It is ensured that information can be inputted into the 
document. 

  5.6 It is ensured valid information can be pulled out of 
document and meet the needs of the business.  

 

RANGE STATEMENT  
This unit applies to the building a well formed and valid xml document  
 
Extensible mark-up language may include:  
 
• XML 
• ebXML and other emerging extensible  
 markup languages 

Editing and authoring tool may include but not 
limited to: 
 
• Easy XML 1.0 
• EXml Editor  
• QuickSilver 1.0 XML Suite 
• XML Bean Suite 
• XML Pro 2.0 
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• Document Type Definition for  this unit the DTD is meant to be basic with six or so basic elements.  It 
can be internal or external  

 
• Well formed and valid XML means Well-formed XML relies on correct syntax.  Valid XML conforms to 

Document Type Definition (DTD) rules  
 
Standards may include:  
 
• W3C DOM specification 
• Extensible Markup Language (XML) 1.0 

(Second Edition) 
• W3C XML instances  
• W3C XML DTDs  
• W3C XML DTDs, 
• ISO SGML meta-DTDs 

 

 

EVIDENCE GUIDE  
 
Competency is to be demonstrated by building an xml document  
 
(1) Critical Aspects of Evidence  

 
It is essential that competencies be obtained in the following aspects.  
 
• the ability to develop a valid and well -formed xml document 
 

(2) Pre-requisite Relationship of Units 
 

• Nil 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• SGML 
• unified Modelling Language 
• introductory knowledge of Business 

Process and Information Modelling 
• meta modelling 
• XLT and XSLT 
• document Object Model 
• copyright and intellectual property 
 

Skills 
The ability to:  

 
• HTML  
• design Skills 
• analysis skills 
• data collection and dissemination 

techniques 

 
(4) Resource Implications 
  
 The following resources should be made available 

 
• Xml parser or any validating browsers  
• A Xml Authoring Tool 
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(5) Method of Assessment 
 

Competency should be determined by intermittent checking at various critical stages of project 
work. 
 
Competency should be determined by observing task assigned at completion (Short/Long 
Programs) 
 
Competency should be asses sed through the application of questions related to the underpinning 
knowledge 

 
(6) Context of Assessment  

 
Competency shall be assessed in the workplace or simulated workplace environment in 
accordance with work practice and safety procedures.  
 

 
 
CRITICAL EMPLOYABILITY SKILLS  
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.        Level 2.      Level 3.   
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collecting, analysing and organising ideas and information Level  3  
Communicating ideas and information Level  2  
Planning and organising activities  Level  3  
Working with others and in teams Level  1  
Use mathematical ideas & techniques  Level  3  
Solve problems Level  3  
Using technology Level  3  
 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills.  
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ITINET1683A:   Maintain equipment and software in working order  

Competency Descriptor: 
 
 
 
 
Competency Field:   Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA   

1. Determine required equipment 
maintenance  

1.1 Required equipment maintenance procedures are 
reviewed and understood. 

  1.2 Service Level Agreements are identified and reviewed. 

  1.3 Procedures that can be handled internally are 
determined. 

  1.4 Required procedures are undertaken as per 
documentation requirements. 

2. Diagnose and repair faults 2.1 Situation is assessed with a logical and efficient method 
to identify main cause of problem. 

  2.2 Possible failures or performance degradation are tested 
with diagnostic tools or other examination techniques. 

  2.3 Steps for cost effective resolution are identified and a 
timely solution to the problem is provided in accordance 
with enterprise guidelines. 

  2.4 Long term analysis of recurring problems is undertaken. 

  2.5 Any necessary components are obtained and repair to 
the equipment or software is completed in a timely 
manner so as to minimise disruption to the user. 

3. Document maintenance carried 
out and make recommendations 
for future maintenance 

3.1 Fault procedure documentation is completed in 
accordance with standards. 

  3.2 Equipment register is updated if necessary to record 
changed components. 

  3.3 Recommendations for prevention or early detection of 
same or similar equipment and software problems are 
made. 

 

This unit deals with the skills and knowledge required to follow 
maintenance procedures and to keep equipment and software 
operating and applies to individuals operating in the information 
technology industry. 
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RANGE STATEMENT  
 
This unit applies to the activities associated with the essential operations linked to maintaining equipment 
and software in working order. 
 
Service Level Agreements may include: 
 
• business processes and requirements 
• clearly specified and quantified service levels 
• identified evaluation or audit of service levels 
• workload and performance considerations 
•  expectations regarding servicing 
•  penalties 

Help desk and maintenance structures may 
include: 
 
• call centre or a general contact point which 

then calls a supplier or other technician 
• unit staffed by technicians capable of solving 

the problem 
• contact point which then calls in external 

contractors  
 

Maintenance options can include:  

• on-site response 
• remote diagnostics 
• return to depot 
• on-line realtime support 
• web based support 
• business hours only support 
• 24x7 hours support 
• telephone support 
• second level support 

Documentation and reporting may include: 
 
• manual system to monitor change requests 
• computerized system to monitor requests 
• record of logged call  
• maintenance reports 
• assessment of problems 
• test results 
• recommendations 

 
Standards and procedures may include: 
 
• maintenance guidelines and procedures 
• industry regulations 
• manufacturers’ specifications 
• financial control mechanisms 
• procedures for communication with clients 
• dispute resolution procedures 
• modification procedures 
• processes for determining size and cost of 

solutions 

Software and application may include: 
 
• packaged software 
• in-house developed software 
• out-sourced development 
•  customized software 

 
Occupational Health and Safety requirements may 
include: 
 
• enterprise requirements 
• statutory requirement 
• vendor requirements 
• ergonomic  requirements 

Clients may include:  

• department within the enterprise 
• business requiring an e-commerce solution  
• existing customer 
• new customer 
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Hardware may include IT equipment of all types: 
 
• workstations: PCs, IBM, Compaq, Hewlett 

Packard, Sun, Dell, Gateway 2000, SGI, Sun 
Microsystems,  

• bridges: 3Com, Compaq, CISCO, IBM 
• modems; analog, cable, ISDN, DSL 
• servers: Acer, Apple, Compaq, Dell, Gateway 

2000, Hewlett-Packard, IBM, Macintosh, NEC, 
SGI, Sun Microsystems, Unisys 

• network cards: Adaptec, ARTIC, Compex, 
SMC 

• switches: 3Com, Accton, Cabletron, CISCO, D-
Link, Farallon, Hewlett-Packard, Intel, Network 
Technologies 

• hubs & repeaters: 3Com, Compaq, CISCO, 
Accton, Asante, D-Link, Farallon, Hewlett-
Packard, Intel, Omnitron, 

• routers & gateways: 3Com, CISCO, D-Link, 
Intel,  

• file & print servers: AcerAltos, Aerocomm, 
AlphaServer, Dell, D-Link, Hewlett-Packard, 
IBM, NEC, Sun Microsystems 

 
Possible groupware applications and servers 
include: 
 
• Novell Groupwise 
• Lotus Notes, Domino 
• MS Exchange 
• Netscape SuiteSpot 
• Teamware Office 
• email applications 
• group calendars 
• collaborative writing systems 
• shared whiteboards 

 
 
• decision support systems 
• application/web servers; BEA Weblogic 

Servers, IBM VisualAge and WebSphere, 
Microsoft Host Integration Server, 
NetDynamics, Netscape Application Server 

• email Servers 
• file & print Servers 
• FTP Servers 
• proxy Servers 

 
Languages may include: 
 
• Java 
• Java Script 
• C++ 
• Visual Basic 
• XML 

 

 
 
EVIDENCE GUIDE  
Competency is to be demonstrated by the ability to correctly fix a range of technical problems and adhere 
to maintenance procedures in accordance with the performance criteria and the range listed within the 
range of variable statements 
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(1) Critical Aspects of Evidence 
 

It is essential that competence is observed in the following aspects: 
 
• demonstrate compliance with Occupational Health and Safety regulations applicable to 

workplace operations 
• indicate compliance with organisational policies and procedures 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 
• perform tasks to specification 
• use diagnostic tools effectively 
• demonstrate the ability to carry out maintenance procedures 
• interpret job specifications 
• safe and effective operational use of all equipment 
• interactively communicate with others to ensure safe and effective workplace 

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisite for this unit is: 
 
• Nil 

 
 
(3) Underpinning Knowledge and Skills  
 

Knowledge 
Knowledge of: 
 
• help desk and maintenance practices 
• current industry accepted hardware 

and software products with broad 
knowledge of general features and 
capabilities  

• the role of stakeholders and the degree 
of stakeholder involvement  

• client business domain  
• system’s current functionality 
• quality assurance practices 
• operation and purpose of specified 

equipment 
• operation of technical diagnostic tools 
• escalation procedures 
• problem management tools 
• programming 
• maintenance and repair procedures 
• manufacturers’ specifications 
• Occupational Health and Safety 

requirements 
• risk analysis 

Skills 
The ability to: 
 
• analyse risks 
• review maintenance procedures  
• analyse training needs  
• perform basic programming  
• read and interpret technical manuals 
• demonstrate technical diagnosis skills 
• solve technical problems 
• contribute to the development of 

strategic initiatives  
• communicate effectively 
• analyse, evaluate and present 

information  
• produce relevant reports and 

documentation 
• escalate technical maintenance 

problems 
• perform maintenance procedures 
• repair components 
• provide cost effective solutions to 

problems 
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Underpinning Knowledge and Skills (Cont’d) 
 
Knowledge 
Knowledge of: 
 
• enterprise guidelines and procedures 
• diagnostic testing 
• inventory processes 
• common equipment faults and corresponding solutions 

 
 
(4) Resource Implications  
 

The following resources should be made available: 
 
• workplace (actual enterprise or simulated) 
• technical environment with a variety of operational equipment 
• technical manuals and tools 
• relevant enterprise and industry guidelines and procedures 

 
 
(5) Method of Assessment  
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 

 
 
(6) Context of Assessment  

 
Assessment may take place on the job, off the job or a combination of both of these. However, 
assessment of this unit would most effectively be undertaken on the job due to the specific 
workplace environment requirements. Off the job assessment must be undertaken in a closely 
simulated workplace environment. 
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CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIPRG2163A:  Develop client user interface 

 
Competency Descriptor: 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Prepare design for interface 1.1 Requirements and other documentation are reviewed to 
specify processes involving the interaction of the user with 
the application. 

  1.2 Environment to be used for system is considered and the 
impact that may place on user interface design is 
considered such as Windows based, Web based and 
specialised equipment like ATMs. 

  1.3 Organisational standards are reviewed and the need for 
similar look and feel to systems already in use is 
considered. 

  1.4 Data presentation formats are modelled and possibly 
prototyped in readiness for user review in accordance with 
requirements. 

  1.5 Data Query and report formats are modelled in accordance 
with requirements. 

  1.6 Approval for the proposed interfaces to be used is obtained 
from the client. 

2. Design and document the 
system user interface 

2.1 Menu structures are designed according to client 
specifications and acceptance criteria. 

  2.2 Screen dialogues are designed according to client 
specifications and acceptance criteria. 

  2.3 Batch procedures are designed according to technical 
specifications and acceptance criteria. 

  2.4 On-line Help formats are designed along with any tutorials 
specified in accordance with enterprise guidelines and 
procedures. 

This unit deals with the skills and knowledge required to design a 
user interface which integrates with front-end applications. 
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  2.5 User interface and style for screens, reports and forms are 
developed according to client specifications and acceptance 
criteria. 

  2.6 User design philosophy is clearly and coherently 
documented in accordance with enterprise guidelines and 
procedures. 

 
 
RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to developing client user 
interface. 
 
Client may include: 
 
• department within an organization 
• business requiring an e-commerce solution 
• third party 
• the relationship and ease of access will vary 

depending on the client 

Existing architecture may vary from: 
 
• systems based around mainframes to networks 

of mid-range machines and/or desktop PCs 
 
Networks may be local, wide or based on the 
Internet 

 
Design principles may vary in relation to 
organizational requirements 
 
Ideally the interface may: 
 
• create an intuitive (few directions/instructions 

needed) system 
• interpret user demands (clicks etc)  
 consistently 
• anticipate user error 
• focus on content 
• provide feedback to users 
• distinguish between actions 
• allow speed control and be designed for target 

audience 

Documentation and reporting may include: 
 
• audit trails, naming standards, version control, 

project management templates and report 
writing styles 

 
Information gathering processes may have 
associated templates 

 
Administration system is required to, depending 
on the size of the project: 
 
• maintain order and manage the amount of 

information being processed by the project 
member/s 

Consulting techniques may include: 
 
• interviews, surveys, chat rooms, focus groups, 

questionnaire, surveys, soft system 
methodologies, JAD 
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OH and S standards: 
 
• as per company, statutory and vendor 

requirements 
 
Ergonomics and environmental factors must be 
considered during the demonstration of this 
competency 

Analysis techniques may include: 
 
• gap analysis, urgency and impact, statistical and 

a range of current requirements gathering 
methodologies 

 
Quality benchmarks: 
 
• documentation symbols and conventions for 

data, program and system flowcharts, 
program network charts and systems 
resources charts 

• guidelines for the documentation of computer-
based application systems 

• user documentation and cover information for 
consumer software packages 

• guide to the development of application 
software – On-screen documentation 

Design methods/tools may vary from: 
 
• the traditional design development processes 

with little or no formalization to a very well 
structures approach and client requirements i.e. 
style guides etc 

 
 
EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to develop client user interface in accordance with the 
performance criteria and the range listed within the range of variable statements. 
 
(1)  Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 

• demonstrate knowledge of the basic elements of a system and how to produce specifications 
• demonstrate the ability to design user interface which integrates with front-end applications 
• demonstrate the ability to meet technical requirements by successfully preparing the 

development environment 
• ensure that all issues relating to the logical progression of information/content were 

considered and the nature of functions are apparent and appropriate choices made given the 
business objectives and client requirements and 

• technical specifications and the design solution selected meet requirements 
• apply organisational quality procedures and processes 
• perform all tasks in accordance with standard operating procedures 

 
 

(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• current industry accepted hardware and 

software products 
• general features and capabilities of hardware 

and software products 
• current industry accepted user interfaces 
• general features and capabilities of user 

interface 
• Graphical User Interface 
• Interface design 
• module functionality 
• preparing designs and documenting the 

system user interface 
• current industry design principles 
• front-end systems 
• ergonomics 

Skills 
The ability to: 

 
• solve problems 
• communicate effectively 
• analyse, evaluate and present 

information t 
• write reports  
• apply group facilitation and 

presentation skills in gaining 
consensus on concepts 

 

 
 
(4)  Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to: 
 
• workplace (actual enterprise or simulated) 
• usability tools and documents detailing: 

• design specifications 
• organizational standards for documentation and version control 
• project management process and hierarchy 
• usability test plan 
• agreed usability metrics 
 
 

(5)  Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 
 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 
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(6) Context of Assessment 
 

This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 
 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 1  
Solve problems Level 2  
Use technology Level 2  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIDAT1403A:   Provide basic system administration 

Competency Descriptor:    
    
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Record security access 1.1 Client requirements and clearance are obtained according 
to organisation guidelines. 

  1.2 Security access password is issued to client. 

  1.3 Security documentation and access to client is provided in 
line with organisation guidelines. 

  1.4 Security access is recorded to maintain system integrity. 

2. Record software licences 2.1 Licensed software are identified. 

  2.2 Records of licence number and location are maintained 
according to organisation guidelines. 

  2.3 Personal computers and network are checked for illegal 
software. 

  2.4 Use of illegal software is reported to supervisor. 

3. Carry out system back-up 3.1 Back-up procedure is determined according to organisation 
guidelines. 

  3.2 Back-up is carried out at regular intervals according to 
organisation specifications. 

  3.3 Back-up is recorded in line with organisation guidelines. 

4. Restore system back-up 4.1 Back-ups are restored. 

  4.2 Restore procedure is determined according to the 
organisational guidelines. 

  4.3 Restores are carried out under instructions from supervisor. 

This unit deals with the skills and knowledge required to implement 
components of systems back-up, restore security and licensing in a 
stand alone or client server environment and applies to individuals 
operating in the information and communication industry.  
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  4.4 Restores are recorded in line with organisation guidelines. 

5. Document security access 5.1 Security access is documented as per clearance 
guidelines. 

  5.2 Security access register is maintained in line with 
organisation guidelines. 

 
 
RANGE STATEMENT  
This unit applies to the activities associated with the essential operations linked to providing basic system 
administration and applies to individuals in the information and communication industry. 
 
Hardware may include but not limited to:  
 
• personal computers 
• networked systems 
• personal organisers  
• communications equipment 

Software applications may include presentation 
applications contained in: 
  
• Microsoft Office,  
• Lotus Suite,  
• Claris Works  
• Star Office  
 

 
Organisational variables may include but are not limited to: 
 
• availability of system to be optimised 
• level of complexity of technical manuals, 
• in-house or vendor; contracting arrangements 

relating to Information Technology purchasing 
• client support documentation 
• IT policy and procedures relating to service 

levels and installation  
 

• security procedures  
• system administration and back-up procedures 
• storage, retrieval and type of product licences 
• storage of Information Technology 

documentation 
• register of licences 
• IT security 

 

EVIDENCE GUIDE  
 
Competency is to be demonstrated by the ability to perform systems back-up, restore and maintain 
correct usage according to licensing agreements in a stand alone or client server environment in 
accordance with the performance criteria and the range listed within the range of variable statements. 
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(1) Critical Aspects of Evidence      
 

It is essential that competence is observed in the following aspects: 
 
• determination of access level 
• provide password in line with policies 
• maintain system free of illegal software 
• apply back-up procedures as required 
• restore system back-up 
• carry out required documentation accurately 

 
 
(2) Pre-requisite Relationship of Units 
 

Pre-requisites for this unit are: 
 
• ITICOR0231A Operate a personal computer 

 
 
(3) Underpinning Knowledge and Skills   
 

Knowledge 
Knowledge of: 

 
• broad general knowledge of software 

copyright responsibilities 
• detailed knowledge of organisational 

security procedures 
• broad general knowledge of operating 

systems supported by the organisation 
• current industry accepted hardware 

and software products with broad 
knowledge of general features and 
capabilities and detailed knowledge in 
some areas  

• detailed knowledge of back-up 
procedures 

• detailed knowledge of the system’s 
current functionality 

• one or more change management 
tools 

• a broad knowledge base incorporating 
some theoretical concepts of system 
performance 

• a broad knowledge of maintenance 
procedures 

• a broad knowledge base incorporating 
some theoretical concepts of 
diagnostic tools 

Skills 
The ability to: 

 
• maintain security of system 
• identify legal software on system 
• carry out system back-up 
• restore system back-up 
• carry out relevant documentation 
• provide appropriate access  
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(4) Resource Implications  
 

The following resources should be provided: 
 
• work environment (simulated or actual enterprise) 
• security guidelines 
• back-up procedures 

 
 
(5) Method of Assessment  
 

Competency shall be assessed while work is undertaken under direct supervision with regular  
checks, but may include some autonomy when working as part of a team.  
 
Competencies in this unit may be determined concurrently. Assessment must be in accordance 
with the performance criteria.  

 
 
 
(6) Context of Assessment  

 
This unit may be assessed on or off the job.  Assessment should include practical demonstration 
either in the workplace or through a simulation.  A range of methods to assess underpinning 
knowledge should support this. 
 
Simulated activities must closely reflect the workplace. 
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CRITICAL EMPLOYABILITY SKILLS  
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given 
criteria 

• Manages process 
• Selects the criteria for 

the evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 1  
Communicate ideas and information Level 1  
Plan and organise activities Level 2  
Work with others and in team Level 1  
Use mathematical ideas and techniques Level 1  
Solve problems Level 1  
Use technology Level 2  
 
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB0784A:  Configure a Payment Gateway 

 
Competency Descriptor: 
       
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Server and e-business site is 
prepared 

1.1 Payment method is chosen with reference to business 
requirements and customer expectations in accordance with 
organisation guidelines and procedures. 

  1.2 Web pages are configured to handle requests and 
integrated with the database for each transaction following 
the correct procedures. 

  1.3 Merchant account information is obtained from the relevant 
financial institution in accordance with organisation 
guidelines and procedures. 

  1.4 Appropriate security systems are put in place to protect the 
database in accordance with organisation and legislative 
requirements.  

2. Payment gateway is installed 2.1 Payment software is tested and evaluated to ensure 
suitability and compatibility with organisational systems and 
to meet customer needs. 

  2.2 Chosen payment software is installed following the correct 
procedures. 

  2.3 Online merchant account is established in accordance with 
organisation guidelines and procedures. 

  2.4 Payment gateway is configured to accept the appropriate 
payment methods and transaction types according the 
business requirements. 

3 Payment gateway is tested 3.1 Transaction server is checked for functionality against 
expected performance benchmarks. 

  3.2 Gateway is tested using relevant transaction types and in 
accordance with organisation requirements. 

  3.3 Transactions are verified by using the administrative 
functions of chosen payment software. 

 
 
 

This unit deals with the skills and knowledge required to install 
and test a payment gateway. 
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RANGE STATEMENT 
 
This unit applies to activities associated with the essential operations linked to configuring a payment 
gateway. 
 
Payment options may include: 
 
• offline transactions 
• online transactions 
• combination of online and offline transactions 
• credit cards 
• online cheques or digital cash 
• local and or international transactions 
 
The merchant account and payment software must 
be tested to ensure the configuration will cater for 
both local and international currencies. 

Operating systems may include: 
 
• Win 95/98/2000 
• Sun Solaris/SunOS 
• HP-UX, AIX 
• Digital Unix 
• Silicon Graphics IRIX 
• DOS 
• Mac OSX 
• Linux 
• Netware 

 
Servers required maybe one or more depending on 
size and functionality of website and may include: 
 
• BEA Weblogic Servers 
• Apache HTTP Server  
• IBM VisualAge and WebSphere 
• Microsoft-Internet-Information-Server 
• Microsoft-IIS, Microsoft-IIS-W, Microsoft-PWS-

95, & Microsoft-PWS 
• Windows 2000 Server  
• NetDynamics 
• Lotus Domino 
• Netscape Enterprise Server, Netscape-

FastTrack, Netscape-Commerce 
• Sun Micro Systems iPlanet Web Server  
• iPlanet-Enterprise 
• Sun Micro Systems Java Web Server 
• Email Servers 
• File & Print Servers 
• FTP Servers 
• Proxy Servers 

Security protocol may include: 
 
• Secure Multipurpose Internet Mail Extensions 
• Secure Socket Layer & Transport Layer 

Security 
• IP Security Protocol 

-Domain Name System Security Extensions 
      -Data Over Cable Service Interface 
      Specification 
• IEEE 802.11 Protocol standard for secure 

wireless Local Area Network products 
-Point-to-Point Network Tunnelling Protocol 
-Secure Electronic Transactions 
-Secure Shell 
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Web development standards include: 
 
• Web Content Accessibility Guidelines 1.0 

(WCAG) 
• Authoring Tool Accessibility Guidelines 1.0 

(ATAG) 
• User Agent Accessibility Guidelines 1.0 

(UAAG) 

 Security standards may include: 
 
• Code of practice for information security 

management 
• Specification for information security 

management systems 

 
E-commerce models include any kind of business-
related transaction conducted with the assistance 
of electronic tools across and within organisations 
or with individual customers. May include: 
 
• Brochure Site 
• Customer Service Site 
• Real Time Site 
• Quote Aggregator 
• Insurance Mall 
• Direct Channel 
• Virtual Carrier 
• Quote Mall 
• Agent Mall 
• Consumer Auction 
• Carrier Auctio 
• Time Limited Information 
• Investor Relations 
• Technical Support 
• Pre Sales Support and Corporate Awareness 
• Proprietary Standard Promotion. 
 
E-commerce models are changing all the time and 
the above are just an example of possible models. 

Knowledge economy involves all individuals 
participating on-line for: 
 
• professional or personal research and learning 
• communicating with friends or associates 
• the pursuit of leisure activities 
 
The knowledge economy is broader than on-line 
participation and includes knowledge workers and 
organisations and recognises the value of life long 
learning and the need to capture knowledge within 
organisations to ensure effective functioning. 
 
E-business encompasses how organisations: 
 
• structure themselves 
• capture information 
• manage their workers 
 
Relate and partner with other organisations and 
groups to achieve effective functioning, efficient 
operations and cultural shifts. 

 
Documentation and reporting issues may include: 
 
• maintaining standards of definition 
• standards of format 
• user access information 
• information should be clear and written in such 

a way that it will be readily understood by the 
target audience   

• reports meet the specific output requirements 
and are presented in a logical and accessible 
manner 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to configure a payment gateway in accordance with the 
performance criteria and the range listed within the range of variables statements. 
 
(1)  Critical Aspects and Evidence 
 

It is essential that competence be observed in the following aspects: 
 

• required information is sourced and accurately interpreted 
• server and web page is configured to requirement 
• appropriate software is evaluated, installed and configured to meet requirements 
• conduct testing of payment gateway and verification of transactions  
• compliance with security, legislative and organisation requirements and standards 

 
 
(2)  Pre-requisite Relationship of Units 
 

The pre-requisite for this unit is: 
 
• Nil 

 
 

(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• payment software products 
• the relative advantages and 

disadvantages of credit card, digital cash 
and online cheque systems 

• encryption 
• implementing client side shopping carts 

through active server pages (ASP) and 
interfacing with databases with ActiveX 
Data Objects (ADO) 

• forwarding order data by email 
• finance systems 
• copyright and intellectual property 
• legislations governing privacy 
• globally unique ID (GUID) 
• batching verification 
• Electronic Commerce Modelling 

Language 

Skills 
The ability to: 

 
• set up a merchant ID (MID) and a 

terminal ID (TID) 
• perform scripting 
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(4)  Resource Implications 
 

The following resources should be made available: 
 
• workplace (actual enterprise or simulated) 
• a website 
• payment software 

 
 
(5)  Method of Assessment 

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
Assessment should be by direct observation of tasks and/or samples of work and questioning on 
underpinning knowledge. 

 
Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. 

 
Simulated activities must closely reflect the workplace. 

 
 

(6)  Context of Assessment 
 

Assessment may take place on the job, off the job or a combination of both of these. However, 
assessment of this unit would most effectively be undertaken on the job due to the specific 
workplace environment requirements. Off the job assessment must be undertaken in a closely 
simulated workplace environment. 
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CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 3  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB2384A:      Implement risk management processes 

 
Competency Descriptor: 
       
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Establish the risk context 1.1 Organisational and technical environment are defined and 
documented. 

  1.2 Risk boundaries are established and documented according 
to business operating and strategic environment. 

2. Identify risk factors 2.1 Project risks, driven by scale, importance, complexity and 
time are identified and documented according to 
documentation standards. 

  2.2 Technological risks are identified and documented 
according to business strategy.  

  2.3 Business impact of change is identified and documented 
according to current and future business directions.   

3. Implement risk management 
plan 

3.1 Plans for treating each risk factor according to its 
classification are reviewed and monitored. 

  3.2 Measurable benchmarks to track the treatment of risk are 
identified, e.g. number of files unable to be read after 
migration to new system are monitored.  

  3.3 Risk management intervention points according 
benchmarked performance tolerances are adhered to. 

  3.4 Risk contingency plans that provide redundancy to mitigate 
unacceptable risks are implemented according to business 
needs.   

  3.5 Phased implementation and piloting are implemented to 
compartmentalise risk factors. 

4. Monitor, update and report risk 
profile 

4.1 Routine regular risk updates to add new risks and remove 
old risks are conducted, e.g. once a part of a system has 
been migrated migration ceases being a risk but 
implementation becomes a new risk. 

  4.2 Pre-programmed risk reviews are conducted at major 
project milestones. 

This unit deals with the skills and knowledge required to 
implement procedures that provide guidelines to identify, 
analyse, evaluate, mitigate and monitor risks involved in 
technological change. 
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  4.3 Feedback channels are established to provide warning of 
potential new risks according to business needs. 

 
 
RANGE STATEMENT 
 
The Range Statement contextualises the unit of competency and provides a focus for assessment. The 
information provided is intended to define the scope of assessment and to assist assessors define the 
performance to be achieved by an individual in the workplace. The Range Statement relates to the unit of 
competency as a whole. It allows for different work environments and situations that may affect 
performance. 
 
Risk management tools and techniques may 
involve:  
 
• calling upon personal experience and/or 

subject matter experts 
• conducting or directing qualitative and/or 

quantitative risk analysis, such as schedule 
simulation, decision analysis, contingency 
planning, alternative strategy development 

• collating and using the products of specialist 
risk analysis to make project-wide risk 
management decisions 

• assessing and reporting the potential impact of 
project risk on the organisation 

Risk management plans may include:  
 
• potential risk events 
• preferred and alternative risk management 

strategies and actions 
• formal arrangements 
• responsibility assignment 
• contingency plans 
• assigned risk responsibilities 

 
Operating system may include: 
 
• Win 95/98/2000/XP 
• Sun Solaris/SunOS 
• HP-UX 
• AIX 
• Digital Unix 
• Silicon Graphics IRIX 
• DOS 
• DEC 
• VMS 
• Mac OSX 
• Linux 
• Netware 

Typical business risks relate to: 
 
• how important the processes affected by 

change are to the business or customer 
• whether processes or technology will change 
• whether other projects or technologies are 

affected 
• whether structural changes are caused by new 

technology and whether third party businesses 
– such as suppliers or contractors – are 
affected by the new technology. 
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Technology risks relate to: 
 
• whether the technology is proven or emerging 
• if technology is customised or off the shelf 
• whether data conversion and transfer is simple 

or complex 
• whether a single technology is applied or 

multiple technologies are integrated 

Hardware may include IT equipment of all types: 
 
• work stations 
• PCs 
• networks 
• remote sites 
• servers 

 
 
EVIDENCE GUIDE 
 
The Evidence Guide provides advice on assessment and must be read in conjunction with the 
Performance Criteria, required skills and knowledge, the Range Statement and the assessment 
guidelines. 
 
(1)  Critical Aspects and Evidence 

 
It is essential that competence be observed in the following aspects: 

 
• assessment must confirm the ability to implement procedures that identify where risk 

occurs and what measures need to be taken to treat the risk   
• effective implementation procedures include preventative considerations such as 

establishing warning systems and establishing an on going process, which includes regular 
or programmed reviews to the risk profile   

• risk management must include managing those factors that may have an adverse effect on 
an external party such as an e-business web site customer or supplier.  Consequently, risk 
management may need to be a collaborative process that involves users and other members 
of a businesses e-supply chain.   

 
An individual demonstrating these competencies would be able to:  

 
• demonstrate understanding of a broad knowledge base incorporating some theoretical 

concepts 
• apply solutions to a defined range of unpredictable problems  
• identify and apply skill and knowledge areas to a wide variety of contexts with depth in some 

areas 
• identify, analyse and evaluate information from a variety of sources  
• take responsibility for ones own outputs in relation to specified quality standards 
• and take limited responsibility for the quantity and quality of the output of others 

 
 
(2)  Pre-requisite Relationship of Units 
 

      The pre-requisite for this unit is: 
 

• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• technology updating guidelines 
• business process design 
• maintaining and administering a site 
• how e-business sites fit into corporate 

strategy 
• policy writing and dissemination 
• documenting technical specifications 
• the business supply chain 
• user analysis and the CRM 
• capacity planning 
• technology transfer 
• information architecture 
• web site design software and hardware 
• project management 
• copyright and intellectual property laws 
• privacy and confidentiality requirements 
• industry code of ethics 
• industry standards 

Skills 
The ability to: 

 
• solve problems 
• work with other 
• analyse and interpret technical 

information 
• communicate effectively 
• conduct capacity planning 
• transfer technology  
• apply information architecture 
• use site design software and 

hardware 
• carry out project management 

 
 
(4)  Resource Implications 
 

The following resources should be made available: 
 
• workplace (actual or simulated) 
• specifications 
• relevant tools and equipment 
• design specification documentation which detailed the purpose, strategy and maintenance of 

the  website 
• web servers 
• E-business website 
• site server 
• site servers software 
• analysis software 
• requirements documentation 
• the risk management plan 
• user analysis 
• updated or new technology to be applied to any of the above 
• organisational policies and procedures 
• industry standards 
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(5) Method of Assessment 

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
 Assessment should be by direct observation of tasks and/or samples of work and questioning on  
 underpinning knowledge. 
 
 Assessment should be conducted over time and will generally be in conjunction with assessment  
 of other units of competency. 
 

Competence in this unit needs to be assessed using formative assessment to ensure 
consistency of performance in a range of contexts. Simulated activities must closely reflect the 
workplace and may need to take place over a period of time to allow the candidate to fully 
demonstrate competence in all facets of managing risk.  Candidates must be able to manage 
the risks involved in changing software, hardware and technical processes and procedures.    

 
 

(6)  Context of Assessment 
 

Competency in this unit should be assessed using summative assessment to ensure consistency of 
performance in a range of contexts. This unit can be assessed either in the workplace or in a 
simulated environment. However, simulated activities must closely reflect the workplace to enable 
full demonstration of competency.  

. 
 

CRITICAL EMPLOYABILITY SKILLS 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualifications Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 

 
     Levels of Competency 
     Level 1       Level 2     Level 3  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 
 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes process 
• Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 2  
Plan and organise activities Level 2  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB1864A:   Ensure dynamic website security 

 
Competency Descriptor: 
       
 
 
 
Competency Field:  Information Technology 
 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Undertake risk assessment 1.1 Functionality and features of the website are identified and 
confirmed with client. 

  1.2 Security threats are identified with reference to functionality 
of the site and organisational security policy, relevant 
legislation and standards. 

  1.3 A risk analysis is completed to prioritise security threats and 
system vulnerabilities are identified. 

  1.4 Resource and budget constraints are identified and 
validated with client as required. 

  1.5 Appropriate products, security services and equipment are 
sourced according to enterprise purchasing policies. 

2. Secure operating systems 2.1 Operating system and cross-platform vulnerabilities are 
identified. 

  2.2 Appropriate scripting/configuration adjustments are made 
with reference to functionality of the site and the security 
policy. 

  2.3 Weaknesses specific to the operating system are identified 
and rectified. 

3. Secure site server 3.1 The web server is configured securely with reference to 
required functionality and the security policy. 

  3.2 Relevant server-side scripting is reviewed and analysed with 
reference to required functionality and the security policy. 

  3.3 Firewalls are installed as required. 

  3.4 Access control permissions are established to server and 
database. 

This unit deals with the skills and knowledge required to ensure and 
maintain the security of a dynamic, commercial website.  
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4. Secure data transactions 4.1 Data transactions are identified with reference to 
functionality and features of website. 

  4.2 Channel protocols are identified and applied where relevant 
to requirements. 

  4.3 Payment systems are installed and configured. 

5. Monitor and document security 
framework 

5.1 A program of selective independent audits and penetration 
tests are developed. 

  5.2 Performance benchmarks are determined. 

  5.3 Audit and test programs are implemented with recorded, 
analysed and reported results. 

  5.4 Security framework changes are made based on test 
results. 

  5.5 The site security plan is developed with reference to security 
policy and requirements. 

  5.6 Related policies and procedures are developed and 
distributed. 
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RANGE STATEMENTS 
 
The Range Statement contextualizes the unit of competency and provides a focus for assessment. The 
information provided is intended to define the scope of assessment and to assist assessors define the 
performance to be achieved by an individual in the workplace. The Range Statement relates to the unit of 
competency as a whole. It allows for different work environments and situations that may affect 
performance.  
 
  

Client may include but is not limited to: 
 
 internal departments 
 external organizations 
 individual people 
 internal employees 
  
 
 

Security threats may include: 
 
 eavesdropping 
 manipulation and impersonation 
 penetration 
 denial of service and by-pass 
 hackers 
 viruses using logging 

 
Firewalls may include: 
 
 hardware appliances 
 proxy servers 
 individual PC solution 
 varying functionality 
 network address translation (NAT)/IP 
 masquerading 
 routing to specific machines 

  



 
ITIWEB1864A                                                                                                         Ensure dynamic website security               
 
 

Copyright  2008 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 
 

 
Security services may include:  
 
 SSL 
 S-HTTP 
 stored account payment systems 
 stored value payment systems 
 file access permissions 
 single stage and dual stage firewalls 
 encryption 
 smart cards 
 digital certificates 
 authentication and access control 
 digital signatures 
 VPN technology 
 screening routers 
 packet filters 
 application proxies 
 trusted systems with C and B assurance levels 

support for generalized security services 
interfaces 

 personnel security 
 trusted hardware and operating systems at 

selective desktops 
 servers 
 network points and mainframes 
 multi-platform directory services supporting 

relevant standards 

Equipment may include but is not limited to:  
 
 Workstations 
 personal computers 
 modems and other connectivity devices 
 printers 
 hard drives 
 monitors 
 switches 
 DSL modems 
 Hubs 
 personal digital assistant (PDA) 
 and other peripheral devices 
  
Security policy may include: 
 
 theft 
 viruses 
 standards (including archival, back-up, 

network) 
 privacy 
 audits alerts and usually relates directly to 

the security objectives of the organization  
 

 
Database may include but are not limited to: 
 
 relational databases 
 object-relational databases 
 proprietary databases 
 commercial off-the-shelf (COTS) database 

packages  
 

Server  may include: 
  
 application/web servers  
 BEA Web logic servers  
 IBM Visual Age and Web Sphere  
 Novell NDS servers  
 email servers  
 file and print servers  
 FTP servers  
 Firewall servers  
 Proxy/cache servers 
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Requirements may be in reference to: 
 
 the business 
 system 
 application 
 network 
 people in the organization 
 
 
 

Operating system Operating may include but is 
not limited to : 
 
 Linux 6.0 or above 
 Windows 98 or above 
 Apple OS 8 or above 
 

 
Standards may include 
  
 ISO/IEC standards 
 organizational standards 
 project standards 
 

Legislation may include: 
 
 privacy legislation 
 copyright 
 liability statements 
  
 

 
 
EVIDENCE GUIDE 
 
The Evidence Guide provides advice on assessment and must be read in conjunction with the 
Performance Criteria, required skills and knowledge, the Range Statement and the assessment 
guidelines. 
 
(1) Critical Aspects and Evidence 

 
     Assessment must confirm the ability to identify potential security threats and develop and 

implement strategies to secure a dynamic website. 
 
     Performance of a broad range of skilled applications including the requirement to evaluate and 

analyse current practices, develop new criteria and procedures for performing current practices 
and provision of some leadership and guidance to others in the application and planning of the 
skills would be characteristic. 

 
An individual demonstrating this competency would be able to: 

 
 demonstrate understanding of a broad knowledge base incorporating some theoretical 

concepts  
 apply solutions to a defined range of unpredictable problems  
 identify and apply skill and knowledge areas to a wide variety of contexts, with depth in some 

areas  
 identify, analyse and evaluate information from a variety of sources  
 take responsibility for own outputs in relation to specified quality standards  
 take limited responsibility for the quantity and quality of the output of others 
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(2) Pre-requisite Relationship of Units 

 
 The pre-requisite for this unit is: 
 
 Nil 

 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
 vandalism 
 sabotage 
 breach of privacy or confidentiality 
 theft and fraud 
 violations of data integrity 
 denial of service 
 organisational issues surrounding 

security  
 functions and features of stored 

value payment systems  
 functions and features of common 

stored account payment systems  
 functions and features of generic 

secure protocols  
 functions and features of automated 

intrusion detection software,  
 functions and features of network 

address translation (NAT)  
 securing internal IP addresses 
 buffer overruns and stack smashing 

with reference to operating system 
deficiencies 

 functions and features of 
authentication and access control 
(e.g. single-factor and two-factor 
authentication, biometric 
authentication) 

 functions and features of 
cryptography, including digital 
signatures and public and private 
key algorithms 

Skill 
The ability to: 
 
 develop enterprise policies and procedures  
 use auditing and penetration testing 

techniques  
 configure a web server  
 identify key sources of information  
 understand specification sheets  
 accurately summaries and document 

information  
 see conflicts and integration capabilities 

between diverse equipment  
 collate, analyse and assess importance and 

relevance of product information 
 solve problems 
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 Underpinning Knowledge and Skills (Cont’d) 
 
 

 
 functions and features of CGI scripts 
 advantages and disadvantages of 

using the range of security features, 
protocol stack for internet 
communications 

 physical web server security, 
particularly remote hosts  

 privacy and confidentiality of 
information 

 legislations 
 organisational policies 
 industry standards 

  

 

 
 
(4) Resource Implications 
 

The following resources should be made available: 
 

 workplace (actual or simulated) 
 specifications 
 relevant tools and equipment 
 dynamic website 
 e-business website  
 security plan 
 organisational policies and procedures 
 legislations 
 industry standards 
 



 
ITIWEB1864A                                                                                                         Ensure dynamic website security               
 
 

Copyright  2008 Caribbean Association of National Training Agencies (CANTA) 
All rights reserved.  No part of this document may be reproduced in any form or by any means without the prior permission of the 
publishers. 
 

 
(5) Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
 Assessment will usually include observation of real or simulated work processes and procedures 

and/or performance in a project context as well as questioning on underpinning knowledge and 
skills. The questioning of team members, supervisors, subordinates, peers and clients where 
appropriate may provide valuable input to the assessment process. The interdependence of units 
for assessment purposes may vary with the particular project or scenario. 

 
 

Assessment should be conducted over time and will generally be in conjunction with assessment 
of other units of competency. Simulated activities must closely reflect the workplace. 

 
 
(6) Context of Assessment 

 
     Competency in this unit should be assessed using summative assessment to ensure consistency 

of performance in a range of contexts. This unit can be assessed either in the workplace or in a 
simulated environment. However, simulated activities must closely reflect the workplace to enable 
full demonstration of competency. 

 
The breadth, depth and complexity of knowledge and skills in this competency would cover a  
broad range of varied activities or application in a wider variety of contexts most of which are  
complex and non-routine. Leadership and guidance would be involved when organising activities  
of self and others as well as contributing to technical solutions of a non-routine or contingency  
nature.  

 
    The purpose of this unit is to define the standard of performance to be achieved in the workplace. 

In undertaking training and assessment activities related to this unit, consideration should be 
given to the implementation of appropriate diversity and accessibility practices in order to 
accommodate people who may have special needs.  
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CRITICAL EMPLOYABILITY SKILLS 

 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
 Carries out established 

processes 
 Makes judgement of 

quality using given 
criteria 

 Manages process 
 Selects the criteria for 

the evaluation process 

 Establishes principles and procedures 
 Evaluates and reshapes process 
 Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 3  
Use technology Level 2  
 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIWEB1094A:  Implement quality assurance process for websites  

Competency Descriptor: 
       
 
 
 
 
 
Competency Field:  Information Technology 
 
 
ELEMENT OF 
COMPETENCY 

PERFORMANCE CRITERIA 

1. Establish standards 1.1 Appropriate regulatory, accessibility and / or industry 
compliance standards, such as privacy legislation or ISO 
standards, are identified. 

  1.2 Measurable performance standards are developed for all 
documents. 

  1.3 Performance measures are quantified, documented and 
disseminated.   

  1.4 Standards are developed for as wide a number of 
browsers as are appropriate. 

  1.5 Establish navigability standards such as jump through 
facility and accurate page headings and site maps. 

  1.6 Site concurrent usage standards are established. 

  1.7 A centralised, distributed or combined Quality Assurance 
methodology is established. 

  1.8 Guidelines for updating and loading new content onto the 
website are established. 

  1.9 All performance standards benchmarks are documented 
and disseminated.  

This unit deals with the skills and knowledge required to develop 
and conduct a planned and systematic pattern of actions required to 
provide adequate confidence that the website fulfils customer's 
expectations. 
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2. Apply standards and track 
performance 

2.1 Regular testing of site against performance standards 
benchmarks using a wide variety of browsers is 
implemented.  

  2.2 All updates and new content are tested against 
performance standards benchmarks prior to being 
loaded. 

  2.3 Spell check, CSS check, HTML validating and link 
checking software are applied. 

  2.4 Results are documented and disseminated. 

  2.5 Feedback is provided to web authors, users and 
administrators on a routine and regular basis. 

3. Develop and apply continuous 
improvement process 

3.1 Performance standards feedback is provided to 
developers, maintainers and or administrators.  

  3.2 Below average or unacceptable performance standards 
are identified and appropriate people informed in order to 
improve performance. 

  3.3 Channels for interaction, feedback and suggestions from 
all site users, administrators, developers and maintainers 
are provided. 

  3.4 Responses to interaction, feedback and suggestion 
providers are conducted. 

  3.5 Procedures to identify feedback and suggestions to be 
developed are applied and acted upon.  

  3.6 Conduct regular benchmark reviews based on improved 
performance and disseminate revised benchmarks.   

4. Document quality assurance 
practices 

4.1 Quality assurance procedures and processes are 
documented. 

  4.2 Quality assurance results are documented. 

  4.3 Changes to procedures, processes and results are 
documented. 
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RANGE STATEMENTS 
 
This unit applies to activities associated with the essential operations linked to implement quality 
assurance process for websites. 
 
 
Common performance measures include: 
 
 timeliness 
 structural quality 
 content accuracy 
 content consistency 
 response time 
 latency  
 server response time 

Quality reports will contain: 
 
 what is to be measured 
 who is to do the monitoring and reporting 
 who they are reported to 
 in what format monitoring and reporting 

occurs 
 how frequently monitoring and reporting 

activities are to occur 
 
Information to be drawn on may include:  
 
 organisation policy and guidance 
 the project management body of knowledge 
 national and international quality standards 
 legislation affecting quality management 
 other legislation related to particular 

occupations and industries 
 international conventions in project 

management best practice 

Quality Management Systems may: 
 
 be based on ISO 9000 Series 
 be designed to meet the specific needs of the 

project 

 

The software used to develop and operate the 
web site may include: 

 Lynx-Me 
 W3C HTML validator 
 Link Alarm 
 Cyber Spider 
 HTML Power Tools 
 Doctor HTML 
 CSS Check 
 plug-ins 
 automatic testing software   

Operating system may include: 
 
 Win 95/98/2000/XP 
 Sun Solaris/SunOS 
 HP-UX 
 AIX 
 Digital Unix 
 Silicon Graphics IRIX 
 DOS 
 DEC 
 VMS 
 Mac OSX 
 Linux 
 Netware 
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Hardware may include IT equipment of all types: 
 
 work stations 
 PCs 
 networks 
 remote sites 
 servers 

 

 

EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to implement quality assurance process for websites in 
accordance with the performance criteria and the range listed within the range of variable statements. 
 
 
(1) Critical Aspects and Evidence 

 
It is essential that competence be observed in the following aspects: 
 
 assessment must confirm the competence to identify, establish and implement appropriate 

quality assurance standards to the web site 
 continuous improvement process must also be developed and implemented 
 standards should be quantitative and applied universally wherever possible 
 quality assurance standards should be well documented and disseminated 
 
 

Competence in this unit needs to be assessed using formative assessment to ensure 
consistency of performance in a range of contexts. Simulated activities must closely reflect the 
workplace and may need to take place over a period of time to allow the candidate to fully 
demonstrate competency in controlling quality by developing and implementing a plan that 
includes clear procedures for improving the quality standard over time. Continuous 
improvement is built into the process through regular reviews of standards and analysis of 
performance results. 

 
 

 (2) Pre-requisite Relationship of Units 
 
The pre-requisite for this unit is: 

 
  Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
 website architecture 
 website security 
 Work Load Metrics 
 Technical Performance Measurement 
 business process design 
 customer and business liaison 
 website privacy, accessibility and equity 

legislation 
 industry code of ethics 
 ISO9000 qualifications and 

accreditation processes 
 copyright and intellectual property 
 privacy and confidentiality requirements 
 legislations 
 quality concepts 
 website development processes 
 website analysis 
 technical test design 
 test implementation 
 test evaluation 
 evaluation feedback processes 
 evaluation analysis 
 quality assurance processes 
 industry standards 

Skill 
The ability to: 

 
 solve problem  
 identify client concerns over system 

operation 
 develop possible solutions for clients 

concerns 
 work with appropriate development staff 
  analyse, evaluate and present information 
 communicate test plan clearly and coherently 

to client  
 apply data analysis skills 
 develop website  
 analyse website  
 design tests 
 plan and test implementation of websites 
 conduct test evaluation 
 provided evaluation feedback 
 evaluation analysis 
 work with others 
 communicate effectively 
 interpret technical information 

 
 
(4) Resource Implications 
       

      To demonstrate competence in this unit the candidate will need access to: 
 

 live website 
 web servers 
 E-business website 
 analysis software 
 automatic testing software 
 organisational policies and procedures 
 appropriate regulatory, industry compliance and accessibility standards   
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(5) Method of Assessment 

 
Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
 Assessment should be by direct observation of tasks and/or samples of work and questioning on  
 underpinning knowledge. 
 
 Assessment should be conducted over time and will generally be in conjunction with assessment  
 of other units of competency. 
 
 Simulated activities must closely reflect the workplace. 

 
 
(6)  Context of Assessment 

 
 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 
 
CRITICAL EMPLOYABILITY SKILLS 

 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
 Carries out established 

processes 
 Makes judgement of 

quality using given criteria 

 Manages process 
 Selects the criteria for the 

evaluation process 

 Establishes principles and 
procedures 

 Evaluates and reshapes 
process 

 Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 2  
Solve problems Level 2  
Use technology Level 3  
 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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ITIPRG2004A:  Develop and conduct client acceptance test 

Competency Descriptor: 
       
 
 
 
 
Competency Field: Information Technology 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Identify acceptance criteria 
and develop test plan 

1.1 Mandatory system objectives and optional 
criteria/conditions for acceptance of system are reviewed 
through system requirements documentation and project 
plans. 

  1.2 Information compilation and distribution to involved 
parties is managed according to project procedures. 

  1.3 Test plan based on mandatory criteria/ conditions, 
system objectives and requirements is reviewed and 
validated. 

  1.4 Test plan is clearly and coherently communicated to 
client and client prepared for acceptance test. 

  1.5 Operations are notified of scheduled acceptance test. 

2. Perform functional testing on 
software modules 

2.1 Test environment is prepared for client use. 

  2.2 Testing is carried out according to test plan and 
documentation. 

  2.3 Client is guided to execute each test cycle. 

  2.4 Document any errors, difficulties or communicated 
problems. 

3. Validate test results against 
expected results 

3.1 All discrepancies and corrections are recorded and 
investigated according to project procedures and 
timeframe. 

  3.2 Test phases are confirmed with client to ensure client 
understanding of test sequences. 

  3.3 System performance is monitored as required. 

  3.4 Code changes and any required tuning or modifications 
are rescheduled. 

This unit deals with the skills and knowledge required to conduct 
the test processes necessary to ensure that clients will accept the 
system and development needs to be commenced during the systems 
requirements phase. 
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4. Sign off and acceptance 
obtained 

4.1 Successful test is confirmed with client. 

  4.2 Client concerns over system operation are identified and 
are documented, possible solutions are identified, and 
appropriate development staffs are notified.  

  4.3 Client acceptance and sign off is obtained. 

  4.4 Any rescheduled maintenance is agreed to and is 
formalised by all parties. 

 
 
RANGE STATEMENTS 
 
This unit applies to activities associated with the essential operations linked to develop and conduct client 
acceptance test. 
 
Test plans will generally contain information on: 
 
• Test Items 
• Tested Features 
• Features Not Tested (per cycle) 
• Testing Strategy and Approach 
• Syntax 
• Description of Functionality – Functional testing 
• Interface testing 
• Acceptance testing 
• Arguments for tests 
• Expected Output 
• Specific Exclusions 
• Dependencies 
• Test Case Success/Failure Criteria 
• Pass/Fail Criteria for the Complete Test Cycle 
• Entrance Criteria/Exit Criteria 
• Test Suspension Criteria and Resumption 

Requirements 
• Test Deliverables/Status Communications 

Vehicles 
• Testing Tasks 
• Hardware and Software Requirements 
• Error management and configuration 

management 
• Staffing and Training Needs/Assignments 
• Test Schedules 
• Risks, Assumptions and Contingencies 
• Approvals 
 
The candidate must be able to understand the 
functionality being tested and the conditions under 
which these tests are to be performed. 

Software metrics relates to: 
 
• size of each development work package 
• milestones is a variable determined by the 

sponsor, project manager, development team 
 
Testing Method: 
 
• the method of testing (bottom up versus top 

down) will have an impact on the running 
sequence of the tests 

• it should also be mentioned that Top Down 
testing would allow the user representatives to 
become involved at an earlier stage in the 
testing process 

 
 
Client standards: 
 
• users should check that the test plan covers 

all conditions that are important to the 
business 

• Information systems personnel need to check 
for completeness in testing the program 
specifications 

 
Acceptance criteria: 
 
• typically formulated on a project-by-project 

basis 
• includes but not restricted to business rules 

and requirements, performance, operational 
considerations, compliance with user 
functional specifications 
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Documentation and reporting: 
 
• documentation for version control may follow 

ISO standards 
• audit trails, naming standards, version control, 

project management templates and report 
writing styles will vary according to 
organisational approach 

• information gathering processes may have 
associated templates 

OH and S Standards may include: 
 
• company requirements 
• statutory requirements 
• vendor requirements 
 
Ergonomic and environmental factors must be 
considered during the demonstration of this 
competency. 

 
Test environment: 
 
• typically a stand-alone, mock environment (that 

duplicates the production environment) 
involving key system components where 
rigorous testing can be performed without 
affecting the business 

 
Technical components of test environment will vary 
from project to project. For this reason, functional 
changes should not be made within the acceptance 
test. The test is either accepted or rejected. If 
rejected, changes are made within the 
development environment then another test is 
rescheduled. 

Stress load testing: 
 
• Automated Test Facilities 
• e-Load 
• E-TEST Suite 
• e-MONITOR 
• Astra Site Manager 
• Astra Site Test 
• Auto Tester Web 
• Load Runner 
• Java Load 
 

 
Test tools: 
 
There are many testing and test management tools 
available. The following list covers a number of 
industry tools currently available: 
 
• Code/ unit/ class testing 
• Assert Mate 
• Bounds Checker 
• C-Cover 
• Code Review 
• Code Wizard 
• Deep Cover 
• Failsafe 
• Hindsight 
• Insure++ 
• JCAST  
• Log scope  
• JavaPureCheck 

Applications testing: 
 
• Data Shark  
• Cyrano Suite 
• Datatect  
• preVue-C/S 
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EVIDENCE GUIDE 
 
Competency is to be demonstrated by the ability to develop and conduct client acceptance test in 
accordance with the performance criteria and the range listed within the range of variable statements. 
 
(1) Critical Aspects and Evidence 

 
It is essential that competence be observed in the following aspects: 
 
Assessment must confirm ability to review test plan documentation and ensure all client 
acceptance requirements will be explicitly and accurately tested to predetermined standards of 
consistent performance. 
 
The candidate will need to ensure that: 
 
• the system operates in the manner expected 
• any supporting material such as procedures, forms etc. are accurate and suitable for the 

purpose intended 
• there are no gaps in functionality 
• individual elements and the overall system provide the desired result or functionality 
• unit and suite user documentation is available and accurate 
• the user accepted code is copied correctly to the live area. Version numbers are correct and 

the code is operational 
 
 

(2) Pre-requisite Relationship of Units 
 
The pre-requisite for this unit is: 
 
• Nil 
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(3)  Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
• system/application being tested 
• testing techniques with detailed 

knowledge of features and processes in 
some areas 

• automated test tools with detailed 
knowledge of features and processes in 
some areas 

• client user requirements 
• acceptance criteria 
• testing plan developed 
• project planning and management 
• business rules and  standards 
• system requirements documentation and 

project plans 
• OHS requirements in relation to work 

safety, environmental factors and 
ergonomic considerations 

Skill 
The ability to: 
 
• solve problem  
• participate in the development of 

strategic initiatives 
• identify client concerns over system 

operation 
• develop possible solutions for clients 

concerns 
• work with appropriate development staff 
•  analyse, evaluate and present 

information 
• communicate test plan clearly and 

coherently to client  
• apply data analysis skills 
• review mandatory system objectives and 

optional criteria/conditions for 
acceptance of system  

• ensure client understanding of test 
sequences 

• apply project planning skills in relation to 
scope, time, cost, quality, 
communications and risk management 

• negotiate effectively  
 
 
(4) Resource Implications 
 

To demonstrate this unit of competence the candidate will require access to documents detailing: 
 
• business requirements 
• project documentation including templates, standards, specifications, client user and 

technical manuals 
• test plan 
• acceptance criteria 
 
The candidate will need access to: 
 
• technical components of system, including software, hardware, network 
• staffing resources including development, operations, client user representatives (in a 

simulation, the trainer /assessor may take on some of these roles) 
• organisational policies and procedures 
• industry standards 
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(5) Method of Assessment 
 

Assessment methods must confirm consistency of performance over time and in a range of 
workplace relevant contexts. 

 
 Assessment should be by direct observation of tasks and/or samples of work and questioning on  
 underpinning knowledge. 
 
 Assessment should be conducted over time and will generally be in conjunction with assessment  
 of other units of competency. 
 
 Simulated activities must closely reflect the workplace. 
 

 
(6)  Context of Assessment 

 
This unit may be assessed on or off the job. Assessment should include practical demonstration 
either in the workplace or through a simulation. A range of methods to assess underpinning 
knowledge should support this. 

 

Client user acceptance is a phase within the overall development life cycle of a system. Client 
acceptance testing usually occurs during the implementation phase, but planning and preparation 
should begin in the design phase, and run concurrently (design/code/implementation) 

 
 
CRITICAL EMPLOYABILITY SKILLS 

 
Three levels of performance denote level of competency required to perform a task.  These levels do not 
relate to the NCTVET Qualification Framework.  They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 
     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
• Carries out established 

processes 
• Makes judgement of 

quality using given criteria 

• Manages process 
• Selects the criteria for the 

evaluation process 

• Establishes principles and 
procedures 

• Evaluates and reshapes 
process 

• Establishes criteria for 
evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 3  
Plan and organise activities Level 3  
Work with others and in team Level 3  
Use mathematical ideas and techniques Level 3  
Solve problems Level 3  
Use technology Level 3  
 

Please refer to the Assessment Guidelines for advice on how to use the Critical Employability Skills. 
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BSBSBM0054A:   Develop a business plan 
   
 
Competency Descriptor: 
 
 
 
Competency Field:  Small Business Management 
 
 
ELEMENT OF COMPETENCY PERFORMANCE CRITERIA 

1. Identify element of business plan 1.1 Components of a business plan relevant to a business 
opportunity identified and reviewed. 

  1.2 Purpose of the business plan is identified. 

  1.3 Business goals and objectives are identified and 
documented, as a basis for measuring business 
performance. 

2. Develop business plan 2.1 The business plan demonstrates research into 
customer needs, resources and legal requirements 
which include health and safety issues, in accordance 
with business goals and objectives. 

  2.2 The financial plan identifies sources and costs of 
finance to provide required liquidity and profitability for 
the business. 

  2.3 Marketing/ promotion strategies identify methods to 
promote the market exposure of the business. 

  2.4 Production/operations plan identifies methods/means 
of production/operation to conform with business goals 
and objectives. 

  2.5 Staffing requirements are identified as required to 
effectively produce/deliver products/services. 

  2.6 Specialist services and sources of advice are identified 
where required, and cost in accordance with resources 
available. 

This unit deals with the research and development of an integrated 
business plan for achieving business goals and objectives. It is 
suitable for setting up or existing micro and small businesses. 
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3. Develop strategies for minimising 

risks 
3.1 Specific interests and objectives of relevant people are 

identified and their support of the planned business 
direction is sought and confirmed. 

  3.2 Risk management strategies are identified and 
developed according to business goals and objectives 
and relevant legal requirements. 

  3.3 Contingency plan is developed to address possible 
areas of non-conformance to plan. 

 
 
RANGE STATEMENT 
 
The Range Statement provides advice to interpret the scope and context of this unit of competence. It 
relates to the unit as a whole and facilitates holistic assessment.  
 
The following variables may be present for this particular unit: 
 
Business plan may include: 
 
 proposed size and scale of the business 
 market focus of the business 
 marketing requirements 
 sources of funding 
 need to raise finance and requirements of 

lenders 
 level of risk involved, risk assessment and 

management 
 stages in the business development 
 business opportunities 
 resources required and available 
 details of ownership/management 
 staffing 
 organisation/ operational arrangements 
 specialist services and sources of advice 

which may be required 
 finance, expenditure statement, balance sheet 

and cash flow forecast, projections for the 
initial years of operation assumptions 
underlying the business plan, expected level 
of inflation and taxation, expected trend of 
interest rate, capital expenditure and its 
timing, stock turnover, debtors collection 
period, creditor payment period, return on 
investment 

 
 
 recognition of any seasonal or cyclical 

(time-based) elements which are crucial to the 
success of the enterprise 

 finance 
 expenditure statement 
 balance sheet and cash flow forecast 
 projections for the initial years of operation 

assumptions underlying the business plan 
 expected level of inflation and taxation 
 expected trend of interest rate 
 capital expenditure and its timing 
 stock turnover 
 debtors collection period 
 creditor payment period 
 return on investment 
 recognition of any seasonal or cyclical (time-

based) elements which are crucial to the 
success of the enterprise 
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Business goals and objectives may include: 
 
 goals, objectives, plans, systems and 

processes 
 short, medium or long term goals 
 financial projections 
 customer needs/marketing projections 
 proposed size and scale of the business 
 market focus of the business 
 lifestyle issues 

Financial resources may include: 
 
 personal, financial institutions 
 trade/industry sources 
 government sources which provide various  
 forms of technical and financial assistance 

including direct cash grants, subsidies, tax 
concessions and professional and technical 
advice 

 
Financial plan may include: 
 
 the current financial state of the enterprise (or 

owner/operator 
 financial performance to date (if applicable) 
 likely return on investment 
 a review of financial inputs required (sources 

and forms of finance) 
 projected profit targets, pricing strategies, 

margins 
 profit, turnover, capital and equity targets 
 risks and measures to manage or minimise  

risks 
 working, fixed, debt and equity capital 
 analysis of sales by product/service, identifying 

where they were sold and to whom 

 
 
 non-recurrent assets calculations 
 projections may vary depending on the 

importance of such information and the stage 
in the life of the business 

 projections of likely financial results (budgeting) 
 monthly, quarterly or annual returns 
 estimates of profit and loss projections for each 

forward period 
 cash flow estimates for each forward period 
 resources required to implement the proposed 

marketing and production strategies (staff, 
materials, plant and equipment) 

 
Production/operations plan may include: 
 
 options for production, delivery, technical and 

customer service and support 
 means of supply and distribution 
 operational targets and action plan may include 

short, medium or long term goals 
 customer requirements, market expectations, 

budgetary constraints 
 industrial relations climate and quality 

assurance considerations 

Relevant people may include: 
 
 owner/operator, partners, financial backers 
 family members 
 clients 
 suppliers 
 franchise agency 
 trade or industry associations 
 regulatory bodies 

 
Financial backers may include: 
 
 owner, family and friends 
 providers of venture capital 
 banks or finance companies 
 leasing and hire purchase financiers 

Business opportunities may be influenced  
by: 
 
 expected financial viability 
 skills of operator 
 amount and types of finance available 
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Legislation, codes and national standards may 
include: 
 
 Government legislative requirements affecting 

business operation, especially in regard to 
Occupational Health and Safety and 
environmental issues, industrial relations and 
anti-discrimination 

 relevant industry codes of practice 

Specialist services may include: 
 
 accountants 
 lawyers and providers of legal advice 
 government agencies 
 industry/trade associations 
 business brokers/business consultants 

 
Staffing requirements may include: 
 
 owner/operator 
 full-time, part-time staff, permanent, temporary 

or casual staff 
 sub-contractors or external 

advisers/consultants 

Contingency plan may include: 
 
 disturbances to cash flow, supply and/or 

distribution 
 sickness or personal considerations 

 
Risk management strategies may include: 
 
 security systems to provide physical security of 

premises, plant, equipment, goods and 
services 

 security of intellectual property 
 knowledge management 
 breach of contract, product liability 
 measures to manage risk including securing 

appropriate insurance to cover loss of earnings 
through sickness, accidents, drought, flood, 
fire, theft, professional indemnity 

 Health and Safety Requirements 

Health and Safety issues must include: 
 
 operation of Health and Safety as part of the 

organisation business plan business plan 
 procedures for managing safety hazards in the 

workplace (identify, assess & control 
 identification of specific hazardous  issues such 

as violence, security, manual handling, 
equipment and hazardous substances 

 provisions for ensuring safety of members of 
the public visiting the premises/worksite 
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EVIDENCE GUIDE 
 
The Evidence Guide identifies the critical aspects, underpinning knowledge and skills to be demonstrated 
to confirm competence for this unit.  
 
(1) Critical Aspects of Evidence 
 
 It is essential that competence be observed in the following aspects: 
 

 development of a business plan which provides for finance, marketing and provision of 
products/ services to facilitate the business goals and objectives 

 ability to identify and plan for Occupational Health and Safety issues 
 statutory responsibilities (knowledge of relative legislation) 

 
 
(2) Pre-requisite Relationship of Units 
  

 Nil 
 
 
(3) Underpinning Knowledge and Skills 
 

Knowledge 
Knowledge of: 

 
 the importance of business planning 
 Government legislative requirements 

affecting business operation, 
especially in regard to Health and 
Safety and environmental issues and 
industrial relations  

 responsibilities and procedures for 
identifying health and safety hazards 
relevant to business 

 reasons for and benefits of business 
planning 

 planning processes 
 setting goals and objectives 
 methods of evaluating business plans 
 types of business planning:- feasibility 

studies, strategic, operational, 
financial planning 

 relevant codes of the business 
practice 

 principles of risk management 
relevant to business planning 

Skills 
The ability to: 

 
 apply literacy skills to enable interpretation of 

business information 
 use communication skills relevant to business 

performance 
 use numeracy skills for data analysis 
 relate to people from different social and 

cultural backgrounds and physical and mental 
abilities 
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(4) Resource Implications 
 
The learner and trainer should have access to appropriate documentation and resources normally 
used in the workplace. These may include: 
 
 computer equipment 
 business references such as relevant legislation and regulation relating to the business 

operation  
 
 
(5) Method of assessment 
 

In order to achieve consistency of performance, evidence should be collected over a set period of 
time, which is sufficient to include dealings with an appropriate range and variety of situations. 

 
 
(6) Context of Assessment 
 

Competency is demonstrated by performance of all stated criteria, including paying particular 
attention to the critical aspects and the knowledge and skills elaborated in the Evidence Guide, 
and within the scope as defined by the Range Statement. 
 
Assessment must take account of the endorsed assessment guidelines in the Business Services 
Competency Standards Package. 
 
Assessment of performance requirements in this unit should be undertaken in an actual 
workplace or simulated environment. 
 
Assessment should reinforce the integration of the Critical Employable Skill Competencies and 
the Business Services Common Competencies for the particular Level. Refer to the Critical 
Employable Skills Levels at the end of this unit. 
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CRITICAL EMPLOYABILITY SKILLS 
 
Three levels of performance denote level of competency required to perform a task. These levels do not 
relate to the NCTVET Qualifications Framework. They relate to the seven areas of generic competency 
that underpin effective workplace practices. 
 

     Levels of Competency 
     Level 1.       Level 2.     Level 3.  
     Carries out established 

processes 
 Makes judgement of 

quality using given 
criteria 

 Manages process 
 Selects the criteria for 

the evaluation process 

 Establishes principles and 
procedures 

 Evaluates and reshapes process 
 Establishes criteria for evaluation 

 
Collect, analyse and organise information Level 3  
Communicate ideas and information Level 2  
Plan and organise activities Level 3  
Work with others and in team Level 2  
Use mathematical ideas and techniques Level 3  
Solve problems Level 3  
Use technology Level 1  
 
Please refer to the Assessment Guidelines for advice on how to use the critical Employability Skills. 
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