Task Planning Sheet

Task 9 – Provide advice on Australian destinations and Sell tourism products or services
The Task Planning Sheet provides you with a clear list of the activities you will need to undertake 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.

This task looks at researching options for Australian tourism products and services and the process of selling tourism products and services in your work role.

Working in the role of a travel consultant you will be required to identify specific customer needs, suggest a range of products to meet those needs, provide current and accurate product information and close the sale.
Preparation:

· You should work through the tasks as provided in the emails in sequential order. 

· You will need to access templates from the Bunjappy Organisational Resources page.

Starting your first work task:
· You receive your first email from Rachel Bedletter - Course on Australian destinations – Priority. In this email she instructs you to complete a short course – Provide advice on Australian destinations (Email – Rachel Bedletter). As you work through this short course, you are to be completing the activities. The completed activities are to be in word-processed files and stored in a digital folder. When activities are completed, the folder containing all finished activities is to be compressed and emailed as an attachment to your supervisor/teacher.
	What to submit
	Problems encountered and strategies used to overcome these

	Digital portfolio containing the responses to the activities found in the short online course, Provide advice on Australian destinations.
	


Your second work task:
· Read Margaret Dunns’ first incoming email (Monitor). Margaret has asked you to develop and present a session at the next staff development day. Read her instructions and start to produce the presentation following her set criteria.

· Make use of the resources about building digital presentations that are attached to Margaret’s email. 
· Construct the presentation meeting identifying three Australian tourist destinations that are in regional Australia and addressing the criteria set by Margaret.

	What to submit
	Problems encountered and strategies used to overcome these

	Presentation in PowerPoint
	


Your third work task:

· Read second incoming email from Margaret (Monitor).

· Read the second email from Rachel Bedletter (Monitor). In this email she instructs you to complete a short course – In this email she instructs you to complete a short course – Selling tourism products and services (Email – Rachel Bedletter). As you work through this short course, you are to be completing the activities. The completed activities are to be in word-processed files and stored in a digital folder. When activities are completed, the folder containing all finished activities is to be compressed and emailed as an attachment to your supervisor/teacher.

· Also attached to Rachel’s email is a company test – Knowledge Test - that you need to undertake after you have completed the short course and submitted your portfolio. If you have questions, contact your supervisor immediately for clarification.

	What to submit
	Problems encountered and strategies used to overcome these

	Digital portfolio containing the responses to the activities found in the short online course, Selling tourism products and services.

Complete Knowledge Test.
	


Your fourth work task:

· Read email from Amanda and Jack Johnson (Monitor).

· This couple have a special task for you to complete. Read the email and the attached notes - Parts of your task for Amanda’s special holiday.
	What to submit
	Problems encountered and strategies used to overcome these

	Digital portfolio containing the responses to email request by Amanda and Jack. The portfolio will address both the request in the email and the attached document - Parts of your task for Amanda’s special holiday.
	


Your fifth work task:

· Read the urgent tasks on your desk.

· Address these tasks recording your work.

	What to submit
	Problems encountered and strategies used to overcome these

	Digital response suitable for an email that provides the required details for the customer on the packaged 4WD tour of Cape York.

Digital response suitable for an email that provides the requested itinerary.


	


Your sixth work task:

· Complete the online test found on your monitor.
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