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Instruction Sheet for the Candidate 
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	20.  Write ‘‘how-to’’ articles

	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):
· Gather data on ‘‘how-to’’ topic 	
· Document the ‘‘how-to’’ topic 	
· Write the article 	
· Add visual aids (including images and tables to support the article) 
· Review the article (for clarity, factual correctness, flow) 	
· Finalize and publish the article 	

	Time:  2 Hrs.
	During a practical assessment, under observation by an assessor, you are required to 

	Minimum Evidence Required
	1. Gather data on ‘‘how-to’’ topic 	
· Search data on ‘‘how-to’’ topic 
· Download videos on ‘‘how-to’’ topic 
· Categorize data based on authenticity of source 
· Choose data (both textual and videos) that is to be used in the article 
· View videos to visualize the process 
2. Document the ‘‘how-to’’ topic 	
· Produce a summary document of the facts studied 
· Improve summary document based on viewed videos 
3. Write the article 	
· Start writing the article incorporating summarized data 
· Fill in the gaps wherever needed 
4. Add visual aids (including images and tables to support the article) 
· Insert images into written article wherever necessary mentioning the source of images too. 
· Insert table of data into article supporting your argument mentioning the source of data table too 
5. Review the article (for clarity, factual correctness, flow) 	
· Ensure the article is factually correct 
· Ensure that the steps involved in the process are clear 
6. Finalize and publish the article 	
· Write the conclusion section 
· Add the minor details making the final product catchy and attractive 
· Publish the article at appropriate platform
























Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	20.  Write ‘‘how-to’’ articles

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Gather data on ‘‘how-to’’ topic 
· Document the ‘‘how-to’’ topic 
· Write the article 
· Add visual aids (including images and tables to support the article) 	
· Review the article (for clarity, factual correctness, flow) 	
· Finalize and publish the article	


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

	1. Search data on ‘‘how-to’’ topic 
	
	
	

	2. Download videos on ‘‘how-to’’ topic 
	
	
	

	3. Categorize data based on authenticity of source 
	
	
	

	4. Choose data (both textual and videos) that is to be used in the article 
	
	
	

	5. View videos to visualize the process 
	
	
	

	6. Produce a summary document of the facts studied 
	
	
	

	7. Improve summary document based on viewed videos 
	
	
	

	8. Start writing the article incorporating summarized data 
	
	
	

	9. Fill in the gaps wherever needed 
	
	
	

	10. Insert images into written article wherever necessary mentioning the source of images too. 
	
	
	

	11. Insert table of data into article supporting your argument mentioning the source of data table too 
	
	
	

	12. Ensure the article is factually correct 
	
	
	

	13. Ensure that the steps involved in the process are clear 
	
	
	

	14. Write the conclusion section 
	
	
	

	15. Add the minor details making the final product catchy and attractive 
	
	
	

	16. Publish the article at appropriate platform
	
	
	


Candidate’s Signature__________________ Assessor’s Signature____________________

Date: _______________________________
Assessors Judgment Guide 
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	20.  Write ‘‘how-to’’ articles

	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

	· Gather data on ‘‘how-to’’ topic 
· Document the ‘‘how-to’’ topic 
· Write the article 
· Add visual aids (including images and tables to support the article) 	
· Review the article (for clarity, factual correctness, flow) 	
· Finalize and publish the article

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

	1. 
	Search data on ‘‘how-to’’ topic 
	
	
	

	2. 
	Download videos on ‘‘how-to’’ topic 
	
	
	

	3. 
	Categorize data based on authenticity of source 
	
	
	

	4. 
	Choose data (both textual and videos) that is to be used in the article 
	
	
	

	5. 
	View videos to visualize the process 
	
	
	

	6. 
	Produce a summary document of the facts studied 
	
	
	

	7. 
	Improve summary document based on viewed videos 
	
	
	

	8. 
	Start writing the article incorporating summarized data 
	
	
	

	9. 
	Fill in the gaps wherever needed 
	
	
	

	10. 
	Insert images into written article wherever necessary mentioning the source of images too. 
	
	
	

	11. 
	Insert table of data into article supporting your argument mentioning the source of data table too 
	
	
	

	12. 
	Ensure the article is factually correct 
	
	
	

	13. 
	Ensure that the steps involved in the process are clear 
	
	
	

	14. 
	Write the conclusion section 
	
	
	

	15. 
	Add the minor details making the final product catchy and attractive 
	
	
	

	16. 
	Publish the article at appropriate platform
	
	
	

	Competent 
	Not Yet Competent 



Knowledge Assessment
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	20.  Write ‘‘how-to’’ articles

	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. 
	How does creating an outline benefit the process of writing a 'how-to' article?
	
	

	2. 
	
	
	

	3. 
	When writing a 'how-to' article, why is it essential to use a conversational tone?
	
	

	4. 
	
	
	

	5. 
	What role do visual aids play in a 'how-to' article?
	
	

	a. 
	
	
	

	6. 
	Why is it necessary to review a 'how-to' article before finalizing it?
	
	

	7. 
	
	
	

	8. 
	What steps should be taken during the finalization of a 'how-to' article?
	
	

	9. 
	
	
	






	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________













	Answer Key

	1. 
	An outline provides a roadmap for the article, ensuring a logical flow and making it easier to flesh out each step with relevant information.

	2. 
	A conversational tone makes the instructions more reader-friendly, engaging, and easier to follow.

	3. 
	Visual aids, such as images and tables, help to clarify instructions, provide visual references, and enhance the overall understanding of the content.

	4. 
	Reviewing ensures clarity, factual accuracy, and a logical flow of information. It helps catch errors or areas that may confuse readers.

	5. 
	Finalization involves polishing the article, correcting grammar and spelling errors, formatting for readability, and ensuring that all elements align with the article's purpose.




Assessment Tasks
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/ Junior Network Technician

	Competency Standard
	20.  Write ‘‘how-to’’ articles

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	1. Conduct thorough research on the chosen topic. Gather information from reliable sources, online tutorials, and personal experience. Take notes on key steps and details.
2. Create an outline that includes the introduction, main steps, and conclusion. Write concise and clear descriptions for each step, ensuring the information flows logically. Include any necessary warnings or tips.
3. Develop engaging and informative content. Use a conversational tone to make the instructions reader-friendly. Ensure that each step is clearly explained, and include any relevant details or troubleshooting tips.
4. Activity: Take clear, high-quality photos or screenshots to illustrate each step. Create a table if it helps to present information in a structured format. Integrate these visuals into the article, placing them strategically to complement the text.
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