Mini-basket
Application Process

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:
Franklin Electric

Your job title is:
Administrative Assistant

You work as the administrative assistant in the Personnel Department at Franklin Electric.  Utilizing mail merge procedures, compose a form letter to each of the individuals who submitted the attached applications.  This letter should indicate that the application was received, no position is available at this time, and the application will be kept on file for one year.  After completion, send an interoffice memo or E-mail to the Paul Smith, Personnel Director, indicating the number of applications processed.

You have three hours to complete this assignment.

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

Uses Computers to

Process Information
Enter, modify, retrieve, store, and verify data and other information in a computer

Reading
Review applications before entering data

Writing
Compose letter and memo

NBEA Standards

Communication I:  Foundations of Communication

Communicate in a clear, courteous, concise, and correct manner on personal and professional levels.

C.
Written Communication

Level 1

· Write logical, coherent phrases, sentences, and paragraphs incorporating correct spelling, grammar, and punctuation

Level 2

· Use acceptable standards for grammar, mechanics, and word usage

Level 3

· Compose messages that promote positive human relations

· Compose a variety of business messages and reports using correct style, format, and content

Information Technology V:  Application Software

Identify, evaluate, select, install, use, upgrade, and customize application software; diagnose and solve problems resulting form an application software’s installation and use.

Level 2

· Select and apply the appropriate application software to common tasks (e.g., design a simple web page

Level 3

· Use advanced features of common application software
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Directions to the Evaluator
This Proficiency Assessment is to determine whether the student Uses Computers to Process Information 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 Franklin Electric
Observing the Assessment
Provide the student with:

· Computer with word processing software and printer

· Applications

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
Application Process
Evaluation Checklist

Student 












Date Started 




Date Completed 



Point Value 
      
Points Earned 


	SCANS

Competencies
	Performance Indicators
	Yes

(
	No

(

	Uses Computers to Process Information
	Enter, modify, retrieve, store, and verify data (H001)
	
	

	
	Perform mail merge functions
	
	

	Reading
	Review applications before entering data
	
	

	Writing
	Compose letter and memo
	
	

	Business Technology Lab
Content Standards
	Performance Expectations
	Yes

(
	No

(

	BTL 1.1 Students use keyboarding skills to enter/format text and data.
	BTL 1.1.1 Demonstrate basic keyboarding/ formatting skills.
	
	

	BTL 1.2 Students communicate in a clear, courteous, concise, and correct manner on personal and professional levels.
	BTL 1.2.1 Select language appropriate to the situation.
	
	

	
	BTL 1.2.4 Write logical, coherent phrases, sentences, and paragraphs, incorporating correct spelling, grammar, and punctuation.
	
	

	BTL 1.4 Students select and use word processing, database, and spreadsheet software.
	BTL 1.4.1 Use word processing software to create, modify, store, retrieve, and print documents.
	
	

	BTL 2.2 Students apply appropriate communication skills in personal and professional situations.
	BTL 2.2.3 Compose various business documents, such as letters, memos, and reports, demonstrating correct style, content, and format.
	
	

	
	BTL 2.2.4 Proofread/edit business documents to meet established guidelines.
	
	

	BTL 3.1 Students select and use various business software applications, including personal information management and industry-specific software.
	BTL 3.1.1 Use word processing, desktop publishing, database, and spreadsheet software to prepare usable business documents and to solve organizational problems.
	
	


Application Process

Evaluation Checklist

Name_______________________________________________________________________

Date Started________________________

Date Completed_____________________

	Performance Indicators
	Yes
(
	No
(
	Comments

	Letters
	
	
	

	Used appropriate letter format
	
	
	

	Inserted appropriate merge codes
	
	
	

	Used appropriate tone
	
	
	

	Included all necessary information:
	
	
	

	· Application received
	
	
	

	· No positions available
	
	
	

	· Application kept on file for one year
	
	
	

	Created letter free of typographical, grammatical, spelling, and/or typographical errors
	
	
	

	Performed mail merge to generate letter for each applicant
	
	
	

	Memo
	
	
	

	Used appropriate memo format
	
	
	

	Included number of applications processed
	
	
	

	Created memo free of typographical, grammatical, spelling, and/or typographical errors
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	

	Worked independently
	
	
	


Application Process

Example Output/Solutions

Student’s content of letter and memo will vary.  See the evaluation checklist.

IDOE—Business Services & Technology Programs
Minibasket—Application Process
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