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Unit 1: 
Communication and Employability Skills for IT
NQF Level 3:
 

BTEC National 

Guided learning hours: 
60 

Unit abstract
Employers identify a variety of non-technical skills and attitudes as being key to employability as well as the technical skills and knowledge required for specific jobs in IT.  

This unit provides an opportunity for learners to understand the range of such non-technical soft skills and to appreciate what other skills and knowledge they will need to develop in order to be an effective employee. By the end of the unit, learners will have had opportunity to identify and consider their own set of skills and, where necessary, improve them. 
One key set of skills relates to communication, and although employees in all sector areas require competence in communications, IT provides specific software packages and advanced tools that can be used to improve the effectiveness of particular communications. 
Through this unit learners will be able to improve their general communication skills and ensure that they understand how to exploit specific application packages and tools.  

All individuals, whether learners or employees, must accept the need for continual self-development in order to maintain their effectiveness. The rapidly changing nature of IT makes this particularly relevant for those who work or aspire to work in the IT industry. For this reason, learning outcome 4 involves the use of personal development plans which can be used to capture and track training needs and the accumulation of new skills and knowledge. 

Learning outcomes 
On completion of this unit a learner should: 
1. Understand the attributes of employees that are valued by employers. 
2. Understand the principles of effective communication.
3. Be able to exploit ICT to communicate effectively.
4. Be able to identify personal development needs and the ways of addressing them.
Unit content 
1. Understand the attributes of employees that are valued by employers.

Specific job-related: technical knowledge; working procedures and systems including health and safety.
General: planning and organisational skills; time management; team working; verbal and written communication skills; numeric skills; other e.g. creativity.
Attitudes: determined; independent; working with integrity; tolerant; 

dependable; problem-solving; other e.g. leadership, confidence, self motivation.
Organisational aims and objectives: general as relevant to all employees; specific as relevant to the role of individuals; responsibilities of the individual in promoting organisational brand or image.
2. Understand the principles of effective communication 

General communication skills: cultural differences; adapting content and style to audience e.g. modulating voice, terminology, format; providing accurate information; differentiating between facts and opinions; techniques for engaging audience interest e.g. changing intonation, use of technology such multimedia or use of animation in presentations; question and answer sessions.
Interpersonal skills: methods for communicating interpersonally e.g. verbal exchanges, signing, lip reading; techniques and cues e.g. body language, use of intonation, use of ‘smileys’, capitalisation of text in emails; positive and negative language; paying attention and active engagement e.g. nodding, summarising or paraphrasing; understanding barriers e.g. background noise, distractions, lack of concentration; types of question e.g. open, closed, probing; appropriate speeds of response  

Communicate in writing: following organisational guidelines and procedures; 

identifying and conveying key messages in writing e.g. letter, fax, email; using correct grammar and spelling; structuring writing into a logical framework; identifying relevant information in written communications; reviewing and proof 

reading own written work; conveying alternative viewpoints; reviewing and editing documents created by others; note taking 

3. Be able to exploit ICT to communicate effectively 

Communications channels: word-processed documents; presentations; web pages; email; specialist channels e.g. blogs, vlogs, podcasts, video conferencing; benefits and disadvantages 

Software: word-processing; presentation package; other e.g. email software, specialist software for the visually impaired  

Software tools: proofing tools e.g. thesaurus, spell checkers; as available within software packages e.g. conversion of tabular information to graphics, text readers

4. Be able to identify personal development needs and the ways of addressing them.
Identification of need: self-assessment; formal reports e.g. following appraisal 

meetings; other e.g. customer feedback, performance data
Records: personal development plans including target setting; other e.g. appraisal 

records 

Methods of addressing needs: job shadowing, formal courses or training (external, 

internal); other e.g. team meetings, attending events
Learning styles: examples of systems e.g. (active/reflective, sensing/intuitive, 

visual/verbal, sequential/global); identification of preferred style; how to benefit 

from knowing your learning style; understanding how other people’s learning 

styles impact on team working 

	Level 3 BTEC Generic Grading Domains

	Grading domain 1
	Indicative characteristics — Merit
	Indicative characteristics — Distinction

	Application of knowledge and understanding

…understand

Know or 

	Shows depth of knowledge and development of understanding in familiar and unfamiliar situations (e.g. explain why, makes judgements based on analysis). 

Applies and/or selects concepts showing comprehension of often complex theories. 

Applies knowledge in often familiar and unfamiliar contexts. 

Applies knowledge to non-routine contexts (e.g. assessor selection). 

Makes reasoned analytical judgements. 

Shows relationships between p criteria.            
	Synthesises knowledge and understanding across p/m criteria.
Evaluates complex concepts/ideas/actions and makes reasoned and confident judgements.

Uses analysis, research and evaluation to make recommendations and influence proposals.

Analyses implications of application of knowledge / understanding.

Accesses and evaluates knowledge and understanding to advance complex activities / contexts.

Shows relationships with p/m criteria.

Responds positively to evaluation.



	Grading domain 2
	Indicative characteristics — Merit
	Indicative characteristics — Distinction

	Development of practical and technical skills

(Learning outcome…

…be able to)
	 Deploys appropriate advanced techniques/processes/skills.  
Applies technical skill to advance non-routine activities.

Advances practical activities within resource constraints.

Produces varied solutions (including non-routine). 

Modifies techniques/processes to situations.

Shows relationship between p criteria.
	Demonstrates creativity/originality/own ideas. 

Applies skill(s) to achieve higher order outcome. 

Selects and uses successfully from a range of advanced techniques/processes/skills. 

Reflects on skill acquisition and application. 

Justifies application of skills/methods. 

Makes judgements about risks and limitations of techniques/processes. 

Innovates or generates new techniques/processes for 

new situations. 

Shows relationship with p and m criteria.  


	Grading domain 3
	Indicative characteristics — Merit
	Indicative characteristics — Distinction

	Personal development for occupational roles     

(Any learning outcome stem)
	Takes responsibility in planning and undertaking activities.

Reviews own development needs.

Finds and uses relevant information sources.

Acts within a given work-related context showing understanding of responsibilities.

Identifies responsibilities of employers to the community and the environment.

Applies qualities related to the vocational sector.

Internalises skills/attributes (creating confidence).
	Manages self to achieve outcomes successfully.

Plans for own learning and development through the activities.

Analyses and manipulates information to draw conclusions.

Applies initiative appropriately.

Assesses how different work-related contexts or constraints would change performance.

Reacts positively to changing work–related contexts.

Operates ethically in work-related environments.

Takes decisions related to work
contexts.

Applies divergent and lateral thinking in work-related contexts.

Understands interdependence.



	Grading domain 4
	Indicative characteristics — Merit
	Indicative characteristics — Distinction

	(Any learning outcome stem)
	Communicates effectively using appropriate behavioural and language registers.
Communicates with clarity and influence.

Makes judgements in contexts with explanations.

Explains how to contribute within a team.

Demonstrates positive contribution to team(s).

Makes adjustments to meet the needs/expectations of others (negotiation skills).

Selects and justifies solutions for specified problems.


	Presents self and communicates information to meet the needs of a variety of audience.
Identifies strategies for communication.

Shows innovative approaches to dealing with individuals and groups.

Takes decisions in contexts with justifications.

Produces outputs subject to time/resource constraints.

Reflects on own contribution to working within a team.

Generates new or alternative solutions to specified problems.

Explores entrepreneurial attributes.
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