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Planning and organising work (Level 2) (covers skill standard 2.1.1)
Before you try this worksheet you should work through the Planning and organising work (Level 1) worksheet.

You have found out how to plan and organise simple tasks. At Level 2 you have to carry out complex (multi-step) tasks.
Example

Greta needs a multimedia presentation to show her manager that sales targets have been met.

She has a set of sales figures in a data file. She might decide that the steps she needs to take would be:
1   Copy the data into a spreadsheet.

2   Analyse the sales figures.

3   Create a chart to show the sales compared to targets.

4   Create a presentation including the chart as one of the slides.

She needs to do step 1 before step 2, step 2 before step 3 and all of the steps before she can do step 4. She had to think and plan how to do this, and organise her resources – data, hardware and software, before she could start on solving the task.
Exercise 1
Ash is a teacher and needs to know the names of the five students who scored the highest average marks in an examination. He wants the list in mark order, highest first. Copy and fill in the plan below using the words and phrases given.
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1   Copy the _____________ into a spreadsheet.
2   _____________ the data (work out the average scores for each student).

3   Sort the averages into _____________ order.

4   Write in the appropriate _____________.

5   Copy the top five students and _____________ the list into a new document.

6   Give the list a _____________.

7   Print out the list of the _____________ five students.

Exercise 2
Kylie works in a travel agency. She needs a newsletter for the month to send to all the staff. She has given you some files. These are:
· the newsletter text
· holiday destinations data

· mount everest image

· travel company logo image

She has asked you to include all of the above in the newsletter and to insert a chart of the four most popular holiday destinations this month. She has given you examples of previous newsletters to look at.

Write down your plan for this task.

1   Examine the previous newsletters to note the style.
2   
3   
4   
5   
6   
7   
8   
9   Save and print the newsletter.
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