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Functional Skills – Computer Applications

Word Processing

Indicate for each aspect of word processing 
1. Open document. Add, move, copy, delete text and images. Save document to the correct folder.

2. Format  text in a document using italics, bold, underline, use document styles. Use page breaks, headers and footers, page numbering.
3. Insert tables, customise cells, insert and delete columns, rows.  Create and modify text styles. 
Operate a spreadsheet application

4. Enter text, numbers, formulas into cells. Use basic formulas like sum, count and average.  

5. Add, copy, delete, move columns and rows. Adjust column width and margins. Format and align text.

6. Use page breaks, print areas, insert headers & footers. Use and modify charts.

Presentation software (e.g. Power Point)

7. Create a presentation by adding text and media to a template.

8. Enhance presentations by importing and modifying images, tables, lists. Alter fonts and colours. Modify slide layout, reorder, add / delete slides.

9. Add videos, sound and animation effects to slides. Choose transition effects between slides.

Administrative Applications 

(e.g. Markbook, Reporting Program, Roll-checking, Timetable, Room Booking, etc.)
10. Use all administrative software commonly used by teaching staff.

11. Enter data into applications, fill text areas, select options, tick boxes, complete tasks, etc.

12. Search databases for information related to student records, course schedules, available rooms, etc.).  Make decisions or take action based upon information retrieved.

13. Back up reports, data or personal files to a USB or external drive.

Functional Skills – Online Software

These items focus on being able to complete specific online-related tasks
Prepare materials for use online

14. Create electronic course materials that include text, graphics, animations, etc.

15. Share electronic documents or presentations with colleagues by saving them to a server, Intranet, course management system, blog or wiki
16. Post documents, presentations, videos or animations online for student use.

Use a variety of digital communication tools

17. Send email messages to groups, attach files, use cc/bcc functions.

18. Use email to communicate with colleagues, parents and/or students.
19. Receive and send messages as a member of an email list, online discussion group or professional networks.

20. Place and receive Internet-based calls (Skype, VoIP, videoconferencing, etc.).
21. Follow posts, messages or updates from a range of Web 2.0 sources (Facebook/Ning, Twitter, Diigo/Delicious).

Participate in online environments
22. Use an online environment as a regular part of teaching (SharePoint, myClasses, Moodle, Intranet, blog, wiki, etc.)

23. Use social networks for communication, sharing resources, personal learning (Facebook, blogs, Twitter, Moodle, etc.).

Professional Experience

The following items focus on how you might use contemporary ICT tools to support your own professional learning.
Sourcing and using digital media 

24. Use an online bookmarking tool like Delicious, Diigo, Evernote, etc.

25. Access RSS (Really Simple Syndication) Feeds for new digital content (news, photos, video, widgets, etc.).  This might be from a Feed Reader, Pageflakes, iGoogle. etc.

26. Use iTunes, TEDTalks or another source to find quality audio or video podcasts.
27. Show YouTube / TeacherTube / etc. video clips to students.

28. Create  or edit audio or video clips to use in class or for students online.

Engage in online professional learning

29. Look beyond local resources like textbooks and library media to provide students with activities or materials found online.
30. Participate in online sharing of electronic, digital or web-based resources.
31. Create and post original content online for other educators to use.

32. Participate in online courses, chats, conferences or workshops for professional learning.
33. Participate in some form of professional research (formal/ informal, action research, qualitative / quantitative, etc.).
The changing nature of digital citizenship

34. Check copyright and Intellectual Property information when using others’ digital content.

35. Investigate or reflect on how emerging technologies might have an impact on students’ lives. 
36. Teach students about Cyber Safety and rules for online behaviour.

37. Engage students in discussions related to Cyber Safety or online etiquette.
Educational Strategies

The last set of items focus on strategies you might use to support student-use of contemporary learning tools and environments.
Students participation in online learning
38. Students in my class work with students in other parts of the world.
39. My students participate in online collaborative projects.
40. Students post online comments that contribute to class life or learning. 
Develop strategies to support personalised student learning 

41. Use critical thinking prompts to engage students in open-ended inquiries.
42. Use mind-mapping software through a projector or interactive whiteboard.
43. Students use an online space where they post to their own blog, add to a wiki, or participate in a group.

