Task Planning Sheet

Task 3 – Provide visitors information
The Task Planning Sheet provides you with a clear list of the activities you will need to undertake in order to complete your assigned tasks. It is suggested that you complete the activities in the order they are listed.  You must submit your completed ‘Task Planning Sheet’ to verify completion of the competencies that form a part of this task. 

By submitting your completed sheet, you are confirming that you have undertaken all activities associated with the task.

In this task, you are working on providing visitors with information that will assist them to enjoy their visit to our facilities, communities and local areas. 

Starting your work tasks:
· Read incoming email from Margaret Dunn. (Monitor)

· Read and plan your work tasks from the attachment to the email.

Completing the Providing Visitor Information short course:

· Log into the Bunjappy Providing Visitor Information course and work through this completing the activities. (Monitor - Internet)
· You are to form an e-portfolio for this set of tasks, so as you complete activities in the course, place your digital responses in a folder. Ensure your documents are clearly labelled as per the standard below:

· Within the context of these assessment tasks, the assessor fulfils the role of manager or supervisor, as applicable. Work submitted for “approval” within this context must demonstrate care and attention to detail, such that the student inspires confidence that the work is being undertaken competently.

· All materials (i.e. word-processed reports, essays, projects, etc.) must be submitted in digital form.

· Each document must contain in the top right-hand header, the student’s name, the course code and Task number. Example:

John Smith, SIT30116, Task 3
· Where multiple activities or responses to questions are submitted within the one document, then each activity or task must be clearly labelled with sub-headings.

· Digital files are to be named according to the code and task. 

Example: An e-portfolio folder for Task 3 of the Certificate III in Tourism (SIT30116) would be named: SIT30116_Task3_eportfolio

Word document covering activities from a short course would be named: SIT30116_Task3_Activities.docx.

Further tasks:

· Read incoming email from James Hill. (Monitor)
· Read and plan your work tasks from the attachment to the email.

· Conduct the necessary information of your local area to provide a presentation of between 6 to 10 slides (maximum).

· Ensure you are conversant with the selected presentation application you choose to use. If needed visit the Virtual RTO to access training and reference resources for some of these applications.

· Prepare your plan for the presentation working out where images may go, how the local information may be presented and what the script will be for each slide. A ‘storyboard’ approach would be an advantage here.
· Commence construction of your presentation ensuring the work is of an acceptable standard and the audio track is synchronised to the slide transitions and image animations.
Visitor Information Quiz:

· You are to complete the Visitor Information Quiz. Complete the online test. You must achieve 80%. (Monitor)

· Print out your results sheet and add it to the e-portfolio.

Despatch the e-portfolio to your supervisor:
· When all documents, responses, presentations and test results are complete and placed in your e-portfolio, send this to your supervisor (i.e. teacher).
	What to submit
	Problems encountered and strategies used to overcome these

	Digital portfolio containing:
· The four completed activities from the Providing Visitors Information course
· Presentation on your local area
	

	Printout of results page of the online test 
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