WORKPLACE TASK LOG

Student Name: ___________________________________
Date: ______________

Your work placement student should be able to do any of checked tasks below. Please initial the appropriate box for each activity when and if you see them perform that task or a similar task. 

Please only tick the boxes that relate to observed tasks.

	
	Activity
	Observed

	 FORMCHECKBOX 

	Communicate well with staff, customers and suppliers using a variety of tools (E.g. Fax, email, phone, etc…)
	

	 FORMCHECKBOX 

	Use a word processor to design or modify documents effectively.
	

	 FORMCHECKBOX 

	Use desktop publishing to produce documents.


	

	 FORMCHECKBOX 

	Advise and/or assist people in the use of various software and hardware.
	

	 FORMCHECKBOX 

	Organise and save folders / files.


	

	 FORMCHECKBOX 

	Troubleshoot and document computer problems.


	

	 FORMCHECKBOX 

	Maintain computer equipment and consumables.


	

	 FORMCHECKBOX 

	Setup computers and related equipment E.g. printers, scanners, modems, etc...
	

	 FORMCHECKBOX 

	Install, setup and document a variety of software.


	

	 FORMCHECKBOX 

	Keep records of stock on and off the work site using a Database (create database if necessary). 
	

	 FORMCHECKBOX 

	Document the movement of computers / peripherals on site or off site using developed forms. 
	

	 FORMCHECKBOX 

	Create and update a log of any faults with the computer system
	

	 FORMCHECKBOX 

	
	

	 FORMCHECKBOX 

	
	


Thank you for your time and effort. You have made a very valuable contribution to this student’s HSC. 

Teachers Name.

School Details

