
Task Planning Sheet

Task 9 – Producing images for the web 


Establishing a social media site
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. 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 requires you to learn about optimising images for use on the web as the first stage in this project. You need to prepare images for use within the Internet – both for web sites and social media posts. When you have mastered that, the second part of the test requires you to establish a social media site for your organisation. 
There are two short courses within this task and your supervisor strongly suggests you do each short course prior to starting the activities in each part of the task.
Preparation:

· Download the Task Planning Sheet for Task 9 (Monitor > Your Task).

· Complete the short course, Preparing images for the web (Computer monitor, Email 1 and Learning Resources).
· Download the image manipulation application, Photofiltre, and install on your computer.

· During the short course, complete the activities – Activity 1 through to 5 – and store responses in an e-portfolio.
· Collect your completed course tasks into an e-portfolio. Send portfolio to your supervisor (i.e. teacher).
	What to submit
	Problems encountered and strategies used to overcome these

	· Your e-portfolio contained responses to the short course’s Activity 1 to 5.
	


Editing images:

· Download and read the instructions for the editing images activity (Email 2).
· Download and consider the Digital Image Adjustment Record sheet (Email 2).
· Download the images for editing. The images are contained in a compressed folder (Email 2 and Learning Resources).
· As each image is edited and manipulated according to the provided instructions, record the edit process in the Digital Image Adjustment Record sheet.
· Place the manipulated images and the completed Digital Image Adjustment Record sheet into a compressed file and send to your supervisor (i.e. teacher).
	What to submit
	Problems encountered and strategies used to overcome these

	· Folder containing 5 edited images with the completed Digital Image Adjustment Record sheet.
	


Social Media:

· Do not progress to this stage of the task until all image manipulation above has been completed.
· Read the third email from Greg Klaus regarding further training in Social Media. (Email 3)
· Complete the short course, Social Media (Computer monitor, Email 2 and Learning Resources).

· During the short course, complete the activities – Activity 1 through to 12 – and store responses in an e-portfolio.

· Collect your completed course tasks into an e-portfolio. Send portfolio to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	· Your e-portfolio contained responses to the short course’s Activity 1 to 12.
	


Construction of Social Media Channel:
· Read and print email from Jenny Davies (Email 4).
· Download and complete the task instructions attached to Jenny’s email (Email 4).
· Construct the social media site as per the instructions received in Jenny Davies’ email (Email 4).

	What to submit
	Problems encountered and strategies used to overcome these

	A report outlining:

· Summary of the organisational social media plan

· Summary of how legal and ethical practices for use of social media were addressed

· List of all content sources (indicating internal and external)

· PDF copies of the various elements as shown on the live social media site

· Sample copies of your posts showing use social media tools 

· Summary of potential incidents or points of conflict and escalation to relevant personnel as required

· Recommendations for improvements to marketing and promotion

· The location information related to the site so that your supervisor may go on-line and see and engage with the site.
	


Draft responses for social media posts:
· Read and print email from Jenny Davies (Email 5).
· Download and consider the printed posts attached to Jenny’s email (Email 5).
· Write responses to the three social media posts in a Word document that can be submitted to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Draft responses to social media posts
	


Certification Questionnaire:
· Read and print email from Jenny Davies (Email 6).
· Download and consider the questionnaire attached to Jenny’s email (Email 6).
· Write responses to the questions in the provided Word document that can be submitted to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Completed questionnaire.
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