
Minibasket

Team Communication Project
Directions to the Student
In this assessment you will complete an activity designed to simulate a real work situation.  You are to perform this assessment as if you were an employee for the company named in the scenario.  Your evaluator will provide you with all necessary materials and instructions.  As you perform the assessment, the evaluator will observe your performance.  When you have completed the assessment, the evaluator will review your performance with you and answer any questions you may have.  The assessment scenario is as follows:
You work for:

Triple A Electronics
Your job title is:
Administrative Support Person

You have been assigned to complete a project with a team.  Each participant will be provided with part of a magazine article, the contents of which need to be communicated to the entire office staff.  The article will cover technical information which could affect all employees.

You will be given ten minutes to read the part of the article assigned to you.  You will be given five minutes to organize your thoughts about the contents of your reading assignment.  You will then report orally to the office staff on the contents of your reading.  The oral report should take no more than three minutes.  All class participants will then be given a written objective test covering the basic contents of the entire article.  (Total time: 45 minutes)
NOTE TO TEACHER:  Because the content of technical articles and information changes so rapidly, no article will be supplied with this project.  The teacher must find articles that are current and which relate to the current information technology (or other technology) situation that exists.  A short objective test should be prepared that can be given to all participants upon completion of the reading and oral presentation/discussion of the article.

Response from the Student
Your success in this assignment will be determined by your ability to:

Participates as a Member

Complete own share of tasks necessary to complete the 

of a Team:



project

Reading:



Keep up with innovations in technology which affect job performance

Creative Thinking:


Combine information and ideas in new ways

Decision Making:


Evaluate and choose best alternative

Problem Solving:


Devise and implement plan of action to resolve problems

NBEA Standard

Communication I:  Foundations of Communication
Communicate in a clear, courteous, concise, and correct manner on personal and professional levels

Oral Communication A

Level 1


Participate in group discussion and role-playing

Level 2


Organize thoughts to reflect logical thinking before speaking

Use appropriate techniques to organize impromptu speeches


Plan and present short presentations, individually or as a member of a group

Exchange ideas in a formal/informal setting

Level 4

Use standard English when speaking on the job, especially avoiding the use of slang and unfamiliar jargon and technical terms

Function as a team member to identify and solve several problems inherent in a capstone project



Informational Reading B

Level 1


Read textbooks and online sources for information

Demonstrate reading comprehension by restating or summarizing


Apply reading skills to gather information from casual print and electronic media


Read and follow simple directions

Level 2


Expand vocabulary to include simple business terms

Expand scope of reading materials to include business-related publications

Indiana Academic Standards:

English/Language Arts
READING:  Reading Comprehension
12.2.3 
Verify and clarify facts presented in several types of expository texts by using a variety of consumer, workplace, public, and historical documents

Directions to the Evaluator
This Proficiency Assessment is to determine whether the student Participates as a Member of a Team by performing the scenario in the Directions to the Student and completing the tasks listed in the Response from the Student.  This procedure is to be performed in a simulated office environment representing Triple A Electronics.
Observing the Assessment
Provide the student with:

Copy of scenario, part of a magazine article, note cards, pen/pencil, dictionary, 

written test

When the workstation has been set up, provide the student with the Directions to the Student and Response from the Student.  Explain that the assessment will be based on the ability to perform the scenario and the skills identified.  Allow the student to begin when ready and provide information as to the amount of time available to complete the assessment.  Instructions for completion of the assessment will be delivered to the student in a manner appropriate to the individual student’s abilities.  

Response From the Evaluator

Name







Date Started




Date Finished




Point Value


Points Earned


	Evaluation Checklist

Team Communication Project

	
SCANS


Competencies
	
Performance Indicators
	
Yes


	
No




	Participates as a Member of a Team (3 I)
	Work with others; contribute ideas, suggestions, effort and leadership . . . (3 I 004)
	
	

	Reading
	Read articles regarding innovations in technology which affect job performance
	
	

	Creative Thinking
	Combine information and ideas in new ways
	
	

	Problem Solving
	Devise and implement plan of action to resolve problems
	
	

	
Content Standards
	
Performance Indicators
	
Yes


	
No




	Students communicate in a clear, courteous, concise, and correct manner on personal and professional levels (BTL1.2)
	Select language appropriate to the situation 

(BTL1.2.1)

Read and follow simple directions (BTL1.2.2)

Take simple notes (BTL1.2.3)
	
	

	Students apply appropriate 

communication skills in 

personal and 

professional situations (BTL2.2)
	Demonstrate proper oral communication 

techniques when making presentations (BTL2.2.5)


	
	

	
	Apply effective listening skills (BTL2.2.6)
	
	

	Students identify, organize, maintain, and analyze information to make sound business decisions (BTL7.1)
	Collect and analyze data from primary resources 

(such as personal interviews) and secondary 

resources (such as library and Internet) (BTL7.1.2)


	
	

	Students develop/use general managerial and organizational skills (BTL8.1)
	Use time-management techniques when organizing, prioritizing, and completing assigned tasks (BTL8.1.3)
	
	



Example Output/Solutions


Team Communication Project
NOTE TO TEACHER:  The article information that is provided here is old, but it serves as a good example of what you might want to do.  

Results will differ depending on the article chosen by the instructor.  A sample article, breakdown by number of students involved, and objective test are included for use and/or demonstration purposes.

The attached article appeared in the November ‘95 issue of PC Novice.  The testing scenarios are based on the number of students to be tested at one time.  That number of students can range from 2 to 5.  The test material is presented in segments to accommodate the number of sections of the article which have been covered.  Specific page numbers for the various sections are as follows:

Introduction

Pages 36-37

Word


Pages 38-42

Excel


Pages 45-48

Access


Pages 51-54

Power Point

Pages 56-60

Schedule +95

Pages 62-64

Reading Assignments:

2 Students
Student A - Introduction and Schedule +95

Student B - Word

3 Students
Student A - Introduction and Schedule +95

Student B - Word

Student C - Excel

4 Students
Student A - Introduction and Schedule +95

Student B - Word

Student C - Excel

Student D - Access

5 Students
Student A - Introduction and Schedule +95

Student B - Word

Student C - Excel

Student D - Access

Student E - Power Point

Due to the length of this article, reading time may need to be adjusted to 15 minutes.  The summary time and report time should remain as stated in the original scenario.

If you wish to expand this scenario to include critical thinking skills, students being tested could contrast features of the new software presented in the article with features of the software you are currently using in class.


OFFICE 95 FOCUSES ON GETTING THE JOB DONE
True/False - Respond with a “T” or an “F” to the following statements.

            
1.
A basic promise of Microsoft’s Windows 95 and Office 95 is that the user can spend less time learning which buttons to push and more time getting the work done.

            
2.
Microsoft Schedule +95 is a revised version of a program originally placed on the market five years ago.

            
3.
Win95 and Office 95 can work with 16 bits of information at one time.

            
4.
In addition to improved multitasking, Office 95 offers a new feature called Office Binder.  This feature lets you store files together in what is referred to as sort of a “three-ring binder.”

            
5.
The number of Wizards in use in Office 95 is not significantly different from the number used in the previous version.

            
6.
The spelling feature in Word 95 operates in a significantly different manner than spelling features in any previous word processing programs.

            
7.
Office 95 retained basically the same look and feel as its predecessor Office 4.3.

            
8.
A new feature called Briefcase was developed to help users who move files between their desktop and a notebook computer.

            
9.
File names are still limited to the 8 characters introduced in the DOS environment.

            
10.
Scrap technology presents an easy way to delete documents.


MICROSOFT WORD 7.0
True/False - Respond with a “T” or an “F” to the following statements.

            
1.
Word 6.0 and Word 7.0 are compatible.  Files may be shared.

            
2.
The help messages in Word 7.0 change intuitively as you work on your document.

            
3.
Templates can be changed in ways such as lightening or darkening graphics or deleting graphics.

            
4.
The spell checking program inserts a wavy red line under a misspelled word.

            
5.
A document which has not been spell checked will include an icon letting you know this task has not been performed.

            
6.
The errors highlighted by the AutoCorrect feature cannot be modified or changed.

            
7.
AutoFormat is more intuitive in that it automatically turns on a format as you type—it is also easier to turn off.

            
8.
In order to use Office’s E-Mail feature, you must exit Word.

            
9.
An add-on to Word 95, called Internet Assistant, allows you to create and browse through documents on the World Wide Web.

            
10.
A spreadsheet can be created in Excel within Word.


MICROSOFT EXCEL
True/False - Respond with a “T” or an “F” to the following statements:

            
1.
Excel now contains an automatic calculation feature that allows you to total or average selected cells without having to enter a formula.

            
2.
Many of the ease-of-use functions formerly found only in Microsoft Word are now contained in Microsoft Excel.

            
3.
A workbook may contain multiple worksheets.

            
4.
Multiple workbooks may be open simultaneously.

            
5.
File names can be up to 255 characters in length.

            
6.
Files can be saved on a network and worked on simultaneously by more than one person, with the server keeping track of who is working on the file at any given time.

            
7.
The hidden formatting codes have been eliminated, making the list of samples much more easily understood.

            
8.
Cell Tips can be accessed by hovering over the red note dot with your mouse cursor.

            
9.
The speed increase in Excel will be particularly noticeable to more advanced users who create large, complex worksheets.

            
10.
The interactive Examples and Demo options remain in the Win95 version.


MICROSOFT ACCESS
True/False - Respond with a “T” or an “F” to the following statements.

            
1.
The performance wizard offers recommendations, suggestions, and ideas to improve the performance of your application, and it will implement the changes for you.

            
2.
The Table Analyzer Wizard is another tool that improves the way novices and intermediate level users work with data.

            
3.
The Simple Query Wizard allows you to perform some calculations.

            
4.
Access has added data and object replication which is currently not available in any other desktop database.

            
5.
Access 7.0 is perfectly consistent with previous versions of the software.


MICROSOFT POWER POINT
True/False - Respond with a “T” or an “F” to the following statements:

            
1.
PowerPoint 95 should be used to complete written reports.

            
2.
If you want to use information previously prepared with another software, you must rekey the information with PowerPoint.

            
3.
If you tell PowerPoint the goal, style, desired length of your presentation, and the type of output needed, PowerPoint will provide you with a basic format.

            
4.
Once the format has been determined, it is very difficult to move an item to a different area.  Example: move the side heading from the top to the bottom.

            
5.
A disadvantage of PowerPoint is not being able to prepare color slides.  You are required to use black and white.

            
6.
An advantage of PowerPoint is the extensive libraries of clip art.

            
7.
If you desire sound effects, you need to look at a different software.

            
8.
PowerPoint does allow animation.


MICROSOFT SCHEDULE +95
True/False - Respond with a “T” or an “F” to the following statements.

            
1.
Schedule +95 is a calendaring and scheduling program that is being introduced for the first time in Office 95.

            
2.
This program looks and feels like all of the other programs in Office 95.

            
3.
When used on a network, the program can suggest times for group meetings based on open times in participants’ calendars.

            
4.
If a task listed on your to-do list is not completed on the day assigned, it is reassigned to the next day and highlighted in red.

            
5.
Schedule +95 includes an option allowing you to keep a “contact” list of names, addresses, phone numbers, etc.

            
6.
You can use the autodialer to dial any of the phone numbers in the contact list.

            
7.
Information in the contact list can be shared with Word.

            
8.
A project supervisor can get periodic updates of tasks assigned to other people through an option called “Task Update.”

           
9.
Schedule +95 allows users to choose from 1,500 ways of printing their schedules.
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