
Unit 1:  Using ICT to Communicate

Sample Assignment 1
Mags Estate Agents

This assignment will allow you to meet all of the assessment requirements for 
Unit 1:  Using ICT to communicate.  You should look at the Assessment Evidence Grid in the Unit Specification to check what you need to demonstrate in each task to achieve each mark band.

Mags Estate Agents is a new company that is planning to open an office in a town or village near you.  Like all estate agents, the company will sell and rent homes for their clients, arrange mortgages for buyers and provide other services.

In this assignment you will:
· compare business documents used by three different companies;
· look at different ways that Mags Estate Agents can communicate information and the technologies that support them;
· create documents/communications for Mags Estate Agents.

Remember to organise your work clearly with suitable titles, headings or labels; number the pages and include a contents list.  You should also make sure your name is on each page.

Task One – to be handed in on or before _____________________
Estate agents use many different types of documents to communicate with buyers and sellers.  These will include letters, advertisements in newspapers and magazines, brochures or newsletters, information sheets about individual properties, promotional flyers and websites.

You should collect (or your teacher will give you) two different documents from each of three different estate agents.  For example you may collect an information sheet from each estate agent and then visit their website.

Study the documents carefully and then write a report that describes and compares the documents.
You will need to consider these points when describing and comparing the documents:

· What is the purpose of each document?

· How is each document laid out?

· What is good about the way each document is presented?

· What is bad about the way each document is presented?

· How does the presentation of similar documents compare?

· What is good about the way each document is written (the style of language used)?

· What is bad about the way each document is written?

· How does the writing style of similar documents compare?

· Do documents from the same estate agent use a house style?

· How is this house style demonstrated?

· How well does each document meet its purpose?

· What improvements could be made to the documents?
You may choose the format of your report but you should try to make sure that it is well structured with headings and sub-headings to make it easy to follow.  You also need to check your work carefully so that there are as few spelling, punctuation and grammar errors as possible.
Task Two – to be handed in on or before _____________________
The Managing Director of Mags Estate Agents wants to present an up-to-date image by using the latest technology to communicate with buyers, sellers and the general public.

Produce a presentation for the Managing Director on how information is communicated and the technologies that support these communication methods.
You may use presentation software to create an on-screen presentation or you may present the information in some other way, for example as a leaflet or newsletter.  If you create an on-screen presentation, print the slides out three to a page.  Use the right-hand side of the page to describe any features, such as animation, that are not shown on the printed copy.  If a slide presentation is used for this task, you should expand on the main points on the slide in some presenter notes to provide some detail.  Get your teacher to confirm that they have observed these features by initialling and dating the page(s).

You should:

· plan the layout and content of your presentation;
· list the sources of any information you use;
· use a range of software tools and techniques so that your presentation achieves the right impact;
· include draft copies of your presentation;
· spell check and proof read your presentation for errors in content and layout;
· correct any errors so that no obvious errors remain;
· annotate the drafts to show how you developed your presentation to meet its purpose;
· include the final version of your presentation;
· label the draft and final versions so it is clear which is which;
· include descriptions of technologies that support different methods of communication;
· evaluate your presentation;
· evaluate your performance in completing this task.

To evaluate your presentation you should consider:

· what is good about it, what worked well;
· what is not so good, what did not work;
· how well it meets its purpose;
· what could be improved if you produced it again;
· how you refined your draft copies to meet the purpose more closely.

To evaluate your performance you should consider:

· what went well;
· what went badly;
· what you would do differently if you had to do a similar task in future.

In tasks 3 to 7 you will create different documents/communications for Mags Estate Agents.  For each of these tasks you will need to:

· plan the layout and content of the document/communication;
· list the sources of any information you use;
· use a range of software tools and techniques so that your document/communication achieves the right impact;
· include draft copies of your document/communication;
· spell check and proof read the document/communication for errors in content and layout;
· correct any errors so that no obvious errors remain;
· annotate the drafts to show how you developed your document/communication to meet its purpose;
· include the final version of your document/communication;
· label the draft and final versions so it is clear which is which;
· evaluate your document/communication;
· evaluate your performance in completing the task.

Across the five documents/communications you need to:

· create new information;
· locate, use and adapt existing information – some has been provided for you but you will need to find more for yourself;
· use common standards for layout where appropriate, for example use the standard layout for a business letter;
· use different text styles, page layout and paragraph formatting;
· combine different types of data – text, graphics (photographs, clipart, line drawings, graphs, charts), tables, borders, shading, sound, video clips – to suit the purpose of a document/communication and improve its impact, for example a photograph in a business letter would not suit its purpose but would suit the purpose of a website.

To gain the highest mark band for use of software tools and techniques, you will also need to use software to automate aspects of your communications, for example by creating and using a template for a business letter.

Task Three – to be handed in on or before _____________________
Create a letterhead for Mags Estate Agents and use it to produce a letter to a prospective buyer to send with information sheets about properties that might interest them.

The letter should follow the standard layout for a business letter.  As well as referring to the information sheets, the letter should:

· give details of who to contact if the prospective buyer wants to view a property;
· give details of other services such as arranging mortgages, arranging surveys etc.
Task Four – to be handed in on or before _____________________
Create a single page information sheet about a property that could be given to prospective buyers.
The sheet must include:

· a header containing the name and contact details of Mags Estate Agents and possibly a logo;
· the address of the property;
· at least one photograph of the property;
· full details of the property;
· brief details of the location, e.g. the distance from the nearest town or the nearest railway station, or the schools in the area.
You should make the sheet as attractive as possible.  The information should be factual but you should also make the property as appealing as possible.

You can use the photographs and details in the resources for this assignment or you can find your own.

Task Five – to be handed in on or before _____________________
Create a website or a short multimedia presentation for Mags Estate Agents to advertise their services.
You should produce no more than three web pages or six multimedia screens.  The first page/screen should be a home page introducing the company, the other pages/screens should give information about the services offered and show some example properties.  You may want to include a short video clip or a sound file as well as text and pictures – there are some in the resources for this assignment.  However, if you are creating a website, don’t forget that large files may make it slow to download.

You will need to produce hard copy evidence of your website or presentation.  Print out the pages/screens or make screen prints and annotate them to explain any features that do not show on paper.  Get your teacher to witness these features and confirm that they work by initialling and dating your printouts.

Task Six – to be handed in on or before _____________________
Create a single page newsletter that Mags Estate Agents could distribute to staff and customers.  You can decide what the content of the newsletter will be but you might consider:

· details of a new branch that is being opened with a map to show its location;
· information about staff that are leaving/have been promoted/are new with photographs;
· information about a new housing development with artists impressions/plans of the houses being built;
· information about the number of houses sold in different areas illustrated with graphs or charts.

Task Seven – to be handed in on or before _____________________
Mags Estate Agents need to collect information from prospective buyers to add to their database.  The information could include:

· the customer’s name and current address;
· the type of property they are looking for, for example a bungalow, a detached house, a flat;
· the area they want to move to;
· the number of bedrooms required;
· the price range they would consider;
· other details of the property they are looking for such as the size of the garden, a double garage;
· any special requirements such as being near to a railway station or having wheelchair access.
Create a questionnaire to collect this information.  You might think of some other information to add.  The questionnaire can be on paper or online as part of a website.  Make the questionnaire as easy to complete as possible.  Customers do not want to spend a lot of time writing or typing answers.
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