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Module Aims

1. This module is intended to develop the study, communication and information
technology skills necessary for effective and independent study in higher education.

2. To enable the student to make an appropriate selection of software packages, and to
provide knowledge of the relevant features of those packages in order to carry out
particular business tasks.

Expected Learning Outcomes
At the end of this module, students should be able to:
Knowledge and Understanding:

1. Develop and apply a range of study skills to underpin personal and academic
development

2. Use communication techniques for a range of purposes and audiences.

3. Use the internet to retrieve information and understand the procedures for creating a
web page

4. Use appropriate software to carry out business tasks: produce professional business
documents, develop a business presentation and create simple spreadsheet data
models

Transferable/Key Skills and other attributes:

Communication (oral and written)

Self-management,

Reflection, learning to learn, research skills

Communication Information technology for business purposes
Numerical techniques

Cognitive skills of analysis and synthesis

Assessment: please indicate the type(s) of assessment (eg examination, oral, coursework,
project) and the weighting of each (%). Details of indicative assessment tasks must be
included.

Assessment 1 will take place early in the module and will be dedicated to the task of
researching information and presenting a report or account to develop written communication.

Assessment 2 will be a compilation of IT tasks needed for business.

Assessment 3 will involve the development of a portfolio (electronic or paper-based) which
will contain an analysis of skills development, work related activities, reflective log, PDP
records and digital media. The student will be able to use this paper or web based resource
to utilise during their time at university as an aid to assist in their lifelong learning activities.




Assessment | Learning Type of assessment Weighting | Duration | Word count

Outcomes (if exam) | or equivalent
to be met if appropriate
1 2 Research task to 30% 1000
produce written report
2 3&4 IT assignment where | 35% 1000 plus
student demonstrates spreadsheet
a range of digital skills applications
3 1 Portfolio of skills 35% 2000 or
analysis, reflective log equivalent
and PDP

Learning and Teaching Strategies

The teaching strategy for this module involves a variety of approaches: there will be a core of
formal lectures, used to deal with concepts and information, tutorial workshops to discuss the
development of skills and practical applications and there will be IT laboratory sessions to
develop the students’ skill in the use of computer applications.

Syllabus outline

Introduction to online resources and university intranet

Research skills: finding information from a range of written and on-line sources.
Harvard Referencing and the use of Turnitin

Writing for academic purposes; planning , shaping, producing, style

Report writing for business

Other business communication formats

Presentations: preparation ,structure, delivery visual aids question handling
Using word-processing to create business documents - letters, newsletters, mail merge
Use of Powerpoint presentation package

Creating web pages

Charts, formulae and data modelling on Spreadsheets

Self assessments of personal study skills

Personal Development Planning (PDP)

Reflective writing

Construction of a portfolio (electronic or paper based)
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