BTEC ICT: Level 3 |Task 7 ICT Skills Used | By: Ben Renton
During unit 1 I have used many skills and programs throughout the course, here is what software I have used and why I choose to use them. I have also taken screen shots of my personal statement for example to show that I have used the software for the selected piece of work.
The first main piece of software used throughout the course is Microsoft Word. This was used a lot generally because it’s the best software to use for most written up tasks. I used it for my Personal Statement, Development Plan, PowerPoint evaluation and many other tasks in the other Units (Screenshots Below). I choose Microsoft Word over a program like notepad because it includes a much better verity of fonts etc. Also notepad is very basic even though it is free for any PC with windows installed you are unable to put borders on you documents etc. And it did not include the tools I needed to create professional documents like the Personal Statement. I also chose word because I have used it before quite a lot and I was used to the software. The file type used however is a disadvantage (DOCX) this is because it is not open able by any other program so it has to be converted into another file before its opened. This is the main disadvantage as word cost money and is usually bundled with other programs like ‘Excel’ which the client may not want and is paying for.
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The next software mostly used throughout unit one is Microsoft PowerPoint. I used this for my Presentation on Barriers of Communication and also many other task in other units. I used PowerPoint because I had already used it in the past and I was very familiar with its tools etc. I used Microsoft PowerPoint purposed to Word because it was more relevant for the situation for example Word you are unable to put animation in and is more for writing than bullet points etc. Again the main disadvantage with PowerPoint was its file type was not open able from other programs which meant you needed installed on to your PC to edit the presentation. However, PowerPoint viewer is free and allows you to open and view presentations but not edit them. This would be good for a finished PowerPoint and then being practiced. I did have already Microsoft Office installed on my home PC which gave me access to most of the Microsoft programs so this problem did not occur to me. Here are some screenshots of my using PowerPoint for my presentation below: 
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The other main used Microsoft Program was Publisher. This was used to create my Leaflet on Professional Development and the glossary on tech terms. I used publisher for these as I was using a lot of imagery in the Professional Development leaflet and I needed to add style to the glossary to prevent it from being boring. Also because this is a Microsoft product it does not open with other programs. So because it costs this is a disadvantage. However this again did not occur to me as I already had the program installed at home so I was able to continue with the task in my own time rather than just at college. I was also familiar with Publisher as I had used it in other units so it was much more efficient using this. 
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The last Microsoft Product I used was Visio; I used Visio manly to create mind maps on the computer. I already had previously used it and was the obvious easy choice as I already had it installed to my home PC. Visio was used for my mind map on Skills. Again because this is a Microsoft product it’s not free. However again I already had it installed so this problem did not occur once again. Visio is a great program for computer min maps etc. Because it’s very simple to use and gives clients the tools to create good quality mind maps. The screen shot below shows my mind map on Visio.
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The other software I have used is Photoshop. I didn’t use Photoshop in this unit to complete task, I used it to edit images and text to put onto my work like My Professional Development leaflet. I chose Photoshop because I used this lot in computer graphics unit 30 so I already had previous experience in this. I chose Photoshop also because of the wide verity of tools available and allowed me to edit images however I needed. The main disadvantage with Photoshop is obviously it cost a lot and I did not have this installed at home. This was a disadvantage as I could only continue with this word at college. The screenshots below show what I was doing of Photoshop to edit text etc. 
[bookmark: _GoBack][image: ][image: ]The last software used throughout this unit is SkyDrive. I used SkyDrive as online storage, I chose SkyDrive over a USB stick because if I was to lose my memory stick my work would have been lost. However, I still kept a memory stick as it was quick and much simpler than uploading it to SkyDrive each lesson. Once I completed a task I would upload it to SkyDrive so all completed tasks were backed up. SkyDrive has a major advantage and that it is free and gives any user 2GB of storage free which is easily enough to store all my work. The only disadvantage is it takes time to upload and download documents that are stored. The screenshot above shows SkyDrive being used online. 
image5.png
Publication2 - Microsoft Publisher

g =

Home | Inset  PageDesign  Mailings  Review  View - @
T e | B T 1&/ AT) @rcee  [H & Fring -
S avte - 4 2icReplace
paste B Ay \ Styles | _Draw N
- 7 - Text Box (P Shapes ~ = Align ~ kg setect~
Cipoara Font styes Objects Arange aiting
PageNavigatin < [T L [ O AN OO OO OO TR T OO T TONN ]
e o crmi o it W &
el e commony v o shoms || oot e - spocit o ot
e e e e
paresi o et s o Wt ol
e S e
EomEmme - 0 fehiviies dypiniiy
EEEe e Prtog Bt _ mctng ot m e a1
o romeremt o s s e v e | i, S e e EErea
Fous. Tk & ko e hest ey bacmsa 8wl e g about o conerenc e e
et i | P e HEmae
ety wna b oo e | ot e e ety e
pas———
e e o
e e
okt sensty s  Wan Fage b s s e eMalic shost brezample TAC Open Dy’
o usad verycay ma & m updars manly of i & Dacausa it & very simple program mat sk
e e
oy tpamamy oo o mas | ‘aom f ko oyt e+ e 2
s S o 3
‘ [ m J >

Pageilofl | Iy 3192956 cm,

[Elm ez

Be o W] o





image6.png
Task 2 - Proffesional Development - Microsoft Publisher

e - @
P W Ay [E @ ) S Bicow  #Fnd-
AN S
A rsble - & Send Bsciware - FfUngrous | 5 Replsce
a2 Styes | _oraw wia
U x x A [ M| A S | ey [ Shapes - | Yoa® [2 Align - SARotate - | [y Select -
Cipboard Font styes Objects arange aiting
Pagelavgaten < SO TN 0 e bttt ot ol bl bl
‘Courses Avslsble Eficient Woring
Leadersh Cours - T mmtwmiscaurmcorin| | | T s suem 7 et ey s i
i e ssems e || [ S5 = o i s T e
e v rrene st mary o oo | || et e o ety ity
s o £ e 1 Ty o | || 7 s s e
jodiohbymetiie et it el byl
vt s o e ey el
Mentoring Course -our rererng s anins| | | Dt s wmen e ooere o o
psiosivssimisiiniivnsingtid [  petvutngiooivarsniv
i v s traayve st e | | | v e e i v et o
s vt o v on T 0| | | e s it Foverart o sy
Teamwork Development Course - T cour | 7_':::!‘ _“‘_:;‘!_‘:'m':“.:'::‘“ﬁ
3 oo 1 s s o et Ty || e e s e
i preseeemicamiysenot (f [} oo i
[ o 3 o 250 s ket | | | it e e a1 oo o
£ e eviiostpetr—— e vt o o o e
pinicibapatuntedb]
e deaares s e D
o ety v o e o 1 1 ey -
E ey ey ot b P
=
E FR——
= oo
E| P
P——— 3
= :
‘ m

Pagei10f2 | Iy 30121260 .





image7.png
=} |

Mindmap! Skills Needed P1 - Microsoft Visio

Home | Inset  Design  Data  Process  Review  View Brainstorming c@o@ R
% o p— R T ¢ Gemmlo: o gh o G B
3 Copy &P Connedor X | Ztine - 4 Send Backward - | 55 Layers -
paste BTN Auto Align Position .
# romatpainter | B 7 U e Aav | A Aot @ | 2 snadow - | “remun Poston s ¢ up [ select
Cipboara Font 5 Paragraph 5 Tools shape Anange aiting
‘Shapes < 5 PP PP PP O P OGPV TP L TP TP TP P TP VL PP TP TP T PTG P TP
Lo L ey v
Quick Shapes. H‘;“Mh:&‘”””.:};m““ oL v
Legend Shapes (Metric) — [ r——
Brainstorming Shapes (Metric) s SupaLavls Qualifications IT Support Engineer Skills Required e et o wak sy
@ Mintopic  —=—Topic Cotscte n 0T Syt snd sty themiyyd Tennn o
Multple Dynarmic et s ey e g
topic omtor osme s e prid ity
1 Association o o ek v Kot 11T - Ouing i
I_. line Commncaing i oht o A el o s o b

nacal Sl —You b g o0 ey

s my ot ot vy

Skills Required

Nersgoe - vouwansto
e s canee

Qualifications

> ] Paged (53

g oo

ICT Business
Analyst

Glrass s

s, Engishsndsiena G

Skills Required?
IT Job Indusrty!

IT & Business
Studies Teacher

Skills Required

Qualifications

w1

i ned i e v

reay i yaur PowerPant's

Pagelofl | English us) | B3 |

[ERAc=————cys e

@ 2o [w[¥]

»
=

F s

Y 3oz





image8.png
Files

Recent docs
Shared
wrcs





image9.jpg




image1.png
Gl AR Task1 - My Personal Statement - Microsoft Word =

@, ryperin

Quick Parts ~ [ Signature Line =TT Equation -

9 Coer Page - 2 P il A
bd & = s
[ Blank Page = a8 @ B G+ bookmark Aworsat - Bosteatme | £ symbol v
Table | Picture Clip Shapes SmartAt Chart Screenshot Tt
Page Break . o 7 [ Cross-reference | ) Page Number = | gox~ gl Object -
Fages | Tabies uustotions Unks Heater & Footer Tt symbos
&
Personal Statement: Task 1 - Unit 1 | By: Ben Renton January 10, 2013 7

Personal Statement for an ICT and Business Studies Teacher

| have always enjoyed the role of teaching; | mainly started to enjoy teaching from ‘Leadership’ tasks run by Air Cadets.
Joining the Air Cadets at a young age allowed me to progress through the ranks eventually reaching ‘Flight Sargent’.
Taking charge of exercises in ‘fieldcraft’ and ‘PLT's’ (Personal Leadership Tasks) boosted my confidence this would
hinder me greatly in teaching being confident in what | am teaching would show students to listen! | also gained
Leadership skills during PLT's which would also help greatly during teaching, being able to lead students to success.
‘The completion of my solo Gliding Scholarship also gave me a lot of courage and confidence which allowed me to want.
to take every opportunity | was given. Now | am qualified to teach others when they take part in their scholarship, this
means | have had teaching experience!

During the summers | would always be taking partin one camp or more. These camps allowed everyone to gain skills in
many different things, you where able to meet loads of new people who now are some of my close friends for me still
now. Camps allow you to become much more independent which means | will not depend on others to plan my lessons
ete. Not only do camps improve your independence but it also improves you team work skills, throughout the week you
‘and the rest of your flight will have to work efficiently as a team to get things done and make the week enjoyable. During
my ime in the ATC (Air Training Corps) | was able to take part in 11 camps summer camps, which were allat least one.
week long. As well as another 7 Adventure training camps which where also at least one week long. Not only did | do
many camps during the ATC but | also manage to fill 37 weekends by helping with charity events, church services,
parades, fieldcraft events and much more. | really enjoyed my time within the ATC and gained many skills and friends
‘which will hinder me teacher students and mentoring them etc. This also shows | am Dedicated and that | will not give
up on something | enjoy!

I have also done many things outside cadets as well which includes: Badminton with my local school, Ten tours twice
(Once with the school and once with cadets). | also went on my colleges ski trip twice, during these 8 day trip | would
Snowboard. We visited Switzerland once and then ltaly the second time, | enjoyed snowboarding a lot and was a sport
F'm glad | tried. | also did snowboarding once with cadets, which was also an 8 day tip to the French Alps. Ten tours, -
badminton and snowboarding where not the only active things | have done with in my life. | have collected my silver DofE :
which was also through cadets and | also represented the south west region in football winning the regional cup. | was a o
fairly active person and enjoyed taking part in sports and in competitions. With all these completed it can help some
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