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Instruction Sheet for the Candidate
	Qualification
	National Vocation Certificate Level -2 in AutoCAD

	Competency Standard
	0611ICT1603: Perform Basic Computer Operations

	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 02 Hrs. time frame (for practical demonstration & assessment):
· Configure Computer Systems 
· Prepare a Document using MS WORD
· Prepare a Worksheet using MS EXCEL
· Prepare a Presentation using MS PowerPoint
Activity 1: 
Write an application to principal for leave in MS Work Annex-A
                                                 or
Activity 2: 
Prepare a salary sheet for a Month including over time in MS Excel Annex-B
                                                               or
Activity 3: 
Prepare Auto CAD practical class presentation in MS Power point.              
              (Choose by Trainee any topic)

	Time:  4 Hrs.
	During a practical assessment, under observation by an assessor, you are required to 


	Minimum Evidence Required
	1. Configure Computer Systems 
· Connect computer components and peripherals as per requirement.
· Install Drivers and applications according to the software specification.
· Troubleshoot Applications to trace and fix faults 
2. Prepare a Document using MS WORD
· Compose a document as per requirement.
· Format Word Document according to given requirements.
· Print Word Documents both sides of paper according to requirements.
3. Prepare a Worksheet using MS EXCEL
· Develop a worksheet as per given data. 
· Format the worksheet according to given criteria.
· Apply Formulas according to the requirement.
· Generate Charts/Graphs according to the given data.
4. Prepare a Presentation using MS PowerPoint
· Insert Slides with different Layouts according to requirements of presentation.
· Insert text, tables, images, etc. according to the requirement.
· Apply a set of effects to animate the slide according to requirement.
· Apply Slide Transitions on Slides according to requirement.





Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	National Vocation Certificate Level -2 in AutoCAD

	Competency Standard
	0611ICT1603: Perform Basic Computer Operations

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	Activity 1: 
Write an application to principal for leave in MS Work Annex-A

                                  or
Activity 2: 
Prepare a salary sheet for a Month including over time in MS Excel Annex-B
                                            or
Activity 3: 
Prepare auto CAD practical class presentation in MS Power point.              
              (Choose by Trainee any topic)


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

	Activity-1
	
	

	Compose a document as per requirement.
	
	

	Format Word Document according to given requirements.
	
	

	Print Word Documents both sides of paper according to requirements.
	
	

	Activity-2
	
	

	Develop a worksheet as per given data. 
	
	

	Format the worksheet according to given criteria.
	
	

	Apply Formulas according to the requirement.
	
	

	Generate Charts/Graphs according to the given data.
	
	

	Activity-3
	
	

	Insert Slides with different Layouts according to requirements of presentation.
	
	

	Insert text, tables, images, etc. according to the requirement.
	
	

	Apply a set of effects to animate the slide according to requirement.
	
	

	Apply Slide Transitions on Slides according to requirement.
	
	


Candidate’s Signature__________________ Assessor’s Signature____________________
Date: _______________________________


Assessors Judgment Guide 
	Qualification
	National Vocation Certificate Level -2 in AutoCAD

	Competency Standard
	0611ICT1603: Perform Basic Computer Operations

	Purpose of Assessment
	Formative Assessment

	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

	Activity 1: 
Write an application to principal for leave in MS Work Annex-A

Activity 2: 
Prepare a salary for a Month including over time in MS Excel Annex-B

Activity 3: 
Prepare auto CAD practical class presentation in MS Power point.              
              (Choose by Trainee any topic)

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

	Activity-1
	
	
	

	1. 
	Composed a document as per requirement.
	
	
	

	2. 
	Format Word Document according to given requirements.
	
	
	

	3. 
	Print Word Documents both sides of paper according to requirements.
	
	
	

	Activity-2
	
	
	

	4. 
	Developed a worksheet as per given data. 
	
	
	

	5. 
	Format the worksheet according to given criteria.
	
	
	

	6. 
	Applied Formulas according to the requirement.
	
	
	

	7. 
	Generate Charts/Graphs according to the given data.
	
	
	

	Activity-3
	
	
	

	8. 
	Inserted Slides with different Layouts according to requirements of presentation
	
	
	

	9. 
	Inserted text, tables, images, etc. according to the requirement.
	
	
	

	10. 
	Applied a set of effects to animate the slide according to requirement.
	
	
	

	11. 
	Applied Slide Transitions on Slides according to requirements.
	
	
	

	Competent 
	Not Yet Competent 







Knowledge Assessment
	Qualification
	National Vocation Certificate Level -2 in AutoCAD

	Competency Standard
	0611ICT1603: Perform Basic Computer Operations

	Purpose of Assessment
	Formative Assessment

	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. 
	Types of page orientation?
	
	

	2. 
	
	
	

	3. 
	Write three types of paper name as well as dimension?
	
	

	a. 
	
	
	

	4. 
	How to insert picture in MS Word?
	
	

	5. 
	
	
	

	6. 
	How to set print area in MS Excel?
	
	

	7. 
	
	
	

	8. 
	Shortcut for new slide inserting?
	
	

	9. 
	
	
	

	10. 
	Shortcut for slides show?
	
	

	11. 
	
	
	




	Feedback to the Candidate

	

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________






Annex-A
To,
The principal,
GTVC (Boys) Bannu.

Subject: 		REQUEST FOR LEAVE.
R/Sir,
Most respectfully, I would like to state that, I am trainee of Auto CAD Level-II in your institute. I have to attend my grandfather funeral today. Therefore, I will be there to my grandfather funeral.
In the above reason, I am not in condition to attend my Auto CAD class today. Kindly sanction me for one day leave.
I shall be very thankful to you.

Dated: XX/XX/XXXX
You’re obedient

XYZ
Auto CAD Level-II
 











Annex-B

	[bookmark: RANGE!A1:M8]Mohsin Enterprises Peshawar (Detergent Plant)

	SALARY SLIP OF Technical staff

	FOR THE MONTH OF 01 October to 31 October, 2024 (01 Months)

	S.NO.
	NAME & DESIGINATION
	Designation
	Per Month 
	From
	To
	Over Time (Hrs)
	Rs/Hrs
	Over Time Payment
	Total
	Remarks

	1
	Irfan Ullah
	PM
	85000
	01 Oct,2024
	31-Oct-24
	21
	354.17
	7438
	92438
	 

	2
	Ashiq Ullah
	Site Supervisor
	40000
	01 Oct,2024
	31-Oct-24
	66
	166.67
	11000
	51000
	 

	3
	Abdullah
	Assistant 
	15000
	01 Oct,2024
	31-Oct-24
	36
	62.5
	2250
	17250
	 

	
	
	 
	 
	160688
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