Instruction Sheet for the Candidate 

	Qualification
	Marble Technician Level - 2

	Competency Standard(s)
	Develop Basic Computer operating Skills

	Purpose of Assessment 
	Formative Assessment


	Candidate Details 
	
Name________________________________________________________

Registration/Roll Number______________________________________

	Guidance for Candidate 
	To meet this standard you are required to complete the following within the given time frame (for practical demonstration & assessment):
1. Operate MS word
2. Operate MS Excel  
3. Operate MS Power Point
4. Perform Browsing
5. Print Document 

	Time: 4 Hours
	During a practical assessment, under observation by an assessor, you are required to
A. Perform Microsoft basic commands in MS word 
1. Open File
2. Format a file
a. Font (Type/size/bold/Italic)
b. Header Footer
c. Page number
d. Insert pics / table/hyperlink
3. Save a File
4. Save a folder
B. Perform basic commands in Microsoft MS Excel
1. Open a worksheet
2. Sum functions
3. If functions
4. Basic calculations
5. Table and graphs
6. Save a worksheet/folder
C. Prepare Microsoft power point presentation with basic commands
1. Make a power point file
2. Insert pics/table/hyperlink
3. Design a theme for slides
4. Save a power point file
D. Perform browsing on the internet as per needs 
1. Perform search online on new trends in the market with the help of internet
E. Print Document
1. Select Printer 
2. Select page setup. 
3. Print relevant pages

	Minimum Evidence Required
	


Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	Marble Technician Level - 2

	Competency Standards
	Develop basic computer operating skills

	Assessment Task
	1. Operate MS word
2. Operate MS Excel  
3. Operate MS Power Point. 
4. Perform Browsing. 
5. Print Document


I can……………….
	Performance Criteria
	Yes
	No

	A. Perform Microsoft basic commands in MS word 

	1. Open File
	
	

	2. Format a file
	
	

	a. Font (Type/size/bold/Italic)
	
	

	b. Header Footer
	
	

	c. Page number
	
	

	d. Insert pics / table/hyperlink
	
	

	3. Save a File
	
	

	4. Save a folder
	
	

	B. Perform basic commands in Microsoft MS Excel

	1. Open a worksheet
	
	

	2. Sum functions
	
	

	3. If functions
	
	

	4. Basic calculations
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	5. Table and graphs
	[image: ]
	[image: ]

	6. Save a worksheet/folder
	[image: ]
	[image: ]

	C. Prepare Microsoft power point presentation with basic commands

	1. Make a power point file
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	2. Insert pics/table/hyperlink
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	3. Design a theme for slides
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	4. Save a power point file
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	D. Perform browsing on the internet as per needs 

	1. Perform search online on new trends in the market with the help of internet
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	E. Print Document

	1. Select Printer 
	[image: ]
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	2. Select page setup 
	[image: ]
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	3. Print relevant pages
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Candidate’s Signature___________________		Assessor’s Signature_____________________
Date: ________________________________



 Assessors Judgment Guide 
	Qualification
	Marble Technician Level - 2

	Competency Standard(s)
	Develop Basic Computer operating Skills

	Candidate Details 
	Name:_______ _______________________________________ 

Registration/Roll Number: ________________________ Signature: __________________

	Assessment Outcome
	

COMPETENT                                                          NOT YET COMPETENT    

Name of the Assessor________________________ Assessor’s code:___________________

Signature:__________________________________





	Assessment Summary (to be filled by the assessor)

	Activity
	Method
	Result

	Nature of Activity 
	Written
	Oral
	Observation 
	Portfolio
	Role Play
	Competent
	Not Yet Competent

	Practical Skill Demonstration
	
	   
	
	
	
	
	

	Knowledge Assessment 
	
	
	
	
	
	
	

	Other Requirement
	
	
	
	
	
	
	





Observation Checklist
	Assessment Task 
	1. Operate MS word
2. Operate MS Excel  
3. Operate MS Power Point
4. Perform Browsing. 
5. Print Document 

	During the practical assessment, candidate demonstrated the following:
	Yes
	No
	Remarks

	
	A. Perform Microsoft basic commands in MS word 
	
	
	

	
	1. Open File
	
	
	

	
	2. Format a file
	
	
	

	
	a. Font (Type/size/bold/Italic)
		
	
	

	
	b. Header Footer
	
	
	

	
	c. Page number
	
	
	

	
	d. Insert pics / table/hyperlink
	
	
	

	
	3. Save a File
	
	
	

	
	4. Save a folder
	
	
	

	
	B. Perform basic commands in Microsoft MS Excel
	
	
	

	
	1. Open a worksheet
	
	
	

	
	2. Sum functions
	
	
	

	
	3. If functions
	
	
	

	
	4. Basic calculations
	
	
	

	
	5. Table and graphs
	
	
	

	
	6. Save a worksheet/folder
	
	
	

	
	C. Prepare Microsoft power point presentation with basic commands
	
	
	

	
	1. Make a power point file
	
	
	

	
	2. Insert pics/table/hyperlink
	
	
	

	
	3. Design a theme for slides
	
	
	

	
	4. Save a power point file
	
	
	

	
	D. Perform browsing on the internet as per needs 
	
	
	

	
	1. Perform search online on new trends in the market with the help of internet
	
	
	

	
	E. Print Document
	
	
	

	
	1. [bookmark: _GoBack]Select Printer 
	
	
	

	
	2. Select page setup 
	
	
	

	
	3. Print relevant pages
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	Marble Technician Level - 2

	Competency Standard(s)
	Develop Basic Computer operating Skills

	Candidate Details 
	Name:_______________________________________________________________________ 

Registration/Roll Number: __________________   Candidate Signature:__________________

	Assessment Outcome
	

COMPETENT                                                          NOT YET COMPETENT    

Name of the Assessor:__________________________ Assessor’s code:_________________

Signature of the Assessor:_______________________


Candidate’s response is not required to be identical, but similar concepts and/or keywords must be used. Oral questioning may be used to clarify candidate understanding of topic and its application.


	Questions (Candidate confidently answered questions correctly and demonstrated understanding of the topics and their application)
	Satisfactory
	Not Satisfactory

	1. 
	Name various parts of a computer set
	
	

	2. 
	
	
	

	3. 
	What is the uses of MS word?
	
	

	4. 
	
	
	

	5. 
	What MS Excel is used for?
	
	

	6. 
	
	
	

	7. 
	What is MS Power Point?
	
	

	8. 
	
	
	

	9. 
	Name various search engines
	
	

	10. 
	
	
	






	Feedback to the Candidate

	

	

	

	

	

	

Candidate’s Signature___________________ Assessor’s Signature _____________________
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