Task 6 Planning Sheet

Search for and use information in a business
The Task Planning Sheet is designed to provide you with a clear list of the activities you will need to undertake to complete your assigned tasks in the office. It is suggested that you complete the activities in the order they are listed.  You must submit your completed ‘Task Planning Sheet’ to completion of the unit BSBTEC203 Research using the Internet.
By submitting your completed sheet, you are confirming that you have undertaken all activities associated with the task.

In this task you will be required to find information and then use it effectively in a range of business activities.
Prepare a new customer file:
· Read the incoming email from Mitchell (Intray).
· Read and print your Task Description (Intray).
· Undertake the Search and Assess Websites course (Intranet or through the virtual RTO)
· Research software applications for compressing files to smaller sizes.

· Complete Internet Activity. (Email attachment)

· Read and understand the following resources:

· Achieving Team Goals course (Teaching and Learning Resources/Intranet).
· Work Effectively with Others handbook (Teaching and Learning Resources/Intranet).
· Complete Team Activity. Undertake consultation with other Administration Assistants using the discussion board or other ways organised by yourself or Mitchell (i.e. your teacher). The purpose is to provide a short list of reviewed software applications and a recommendation for one application to be used within the business. (Taylor’s email attachment - Intray). 

· Collect required instructions and notes (Smith’s email - Intray).
· Using the above notes identify what information must be found on the Internet (highlighted yellow text in Smith’s notes). 
· Search the Internet and retrieve the required information and copies of any forms required (highlighted yellow text in Smith’s notes). 
· Prepare letter on Anjark Services’ letterhead including all required information as per Ms Smith’s instructions.
· Prepare a briefing note using the provided template. The briefing notes is to provide Ms Smith with the information she has requested so that she may be familiar with all topics prior to her meeting with Mrs Nuygen Thao.
· Create a spreadsheet with the possible import costs that could be incurred when bringing in products from Vietnam. Your spreadsheet will need to detail costs and provide a simple total of expected fees. Use the resources in the Virtual RTO if needed.

· Complete the following activities (Intray):
· Prioritising Tasks
Compile all your required responses into one word processed document titling each section and saving the compiled document as Task 6 Activities. This is to include the work you have completed for Internet Activity, Team Activity and Priority Activity.
· Complete the Staff Questionnaire which is part of a review into the company which is part of its continuous improvement efforts. Please respond in detail to the best your ability (Taylor’s email attachment - Intray).
· Review your own performance on this entire task. Use the telephone (i.e. the discussion board of your learning management system) to join in a ‘conversation’ with the other administration assistants about the difficulties you encountered and share ideas on how you could develop the necessary skills. Alternatively, you can submit your ideas by email directly to Mitchell Grasse (i.e. your teacher).

	What to submit
	Estimated time frame
	How long it took you
	Problems encountered and strategies used to overcome these

	Letter to Mrs Nugyen Thao on Anjark Services’ letterhead – email this to Mitchell (i.e. your teacher)
	
	
	

	Briefing paper to Harriet Smith– email this to Mitchell (i.e. your teacher)


	
	
	

	Import Fee spreadsheet – email this to Mitchell (i.e. your teacher)


	
	
	

	Results of the tasks compiled into a document titled Task 6 activities – email this to Mitchell (i.e. your teacher)


	
	
	

	Completed Staff Questionnaire returned to Mitchell
	
	
	

	Own Performance Review – either contribute to discussion board or email Mitchell
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