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Planning and organising work (Level 1) (covers skill standard 1.1.1)
Many tasks require the use of ICT. Below are some tasks which could use ICT.

· Keep addresses of your friends so you can find them easily

· Find a friend’s birthday quickly

· Work out if you can afford a new pair of trainers

· Send a photograph you took to a friend

· Inform a club about the next activity

· Advertise a disco

· Find a map to Paddington Station

For each task, before you carry it out, you have to plan and organise.

Planning means deciding how you will carry out the task.
Organising means deciding what steps to take and in what order you will do these steps.
	Task
	Keep addresses of your friends so you can find them easily

	Plan
	Because this is a task involving a certain amount of data that needs to be kept neatly you would want to create a data file. You could use a database such as Microsoft Access or a spreadsheet such as Microsoft Excel.

	Organise
	The steps to take would be:
1. Collect the data.

2. Enter it in appropriate columns.

3. Save it.

4. Use the search facilities of the application to find an address.


The resulting spreadsheet or database could look like this:

	First name
	Last name
	Address
	Town
	Post code

	John
	Jones
	24, High Street
	Zedtown
	ZZ1 2BD

	Susan
	McDonald
	Flat 3b, Green House
	Zedtown
	ZZ12 1XV


Now you can try planning how would complete some of the other tasks listed above.

Exercise

1   Use the boxes below to work out some planning and organisation for the tasks given in each box.

	Task
	Find a friend’s birthday quickly

	Plan
	

	Organise
	


	Task
	Work out if you can afford a new pair of trainers

	Plan
	

	Organise
	


	Task
	Send a photograph you took to a friend

	Plan
	

	Organise
	


	Task
	Inform a club about the next activity

	Plan
	

	Organise
	


	Task
	Advertise a disco

	Plan
	

	Organise
	


	Task
	Find a map to Paddington Station

	Plan
	

	Organise
	


2   Saqib runs a club. He wants you to find out if there is any money left in its budget. He has given you the income and the expenditure for the year in a data file. 

Write down how you would plan to carry out this task.
3   June is a hairdresser. She needs to let her customers know that all her prices are rising by 3.9%. She has asked you to do this for her.
Write down how you would plan to carry out this task.
4   Chris is a teacher. He needs to make a list of all those pupils in his class who are over 1.5m tall. He has given you a data file containing the names of the pupils and their heights.
Write down how you would plan to carry out this task.
5   Adam is the secretary of a cycle club. He is planning a trip for the club to Iceland. He has asked you to present the ideas for the trip to the club and has given you a file containing the text for the presentation, a short video of Icelandic attractions and a table of costs of travel.

Write down how you would plan to carry out this task.
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