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

	Competency Standard
	8.   Create video conference using team

	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 01.5 Hrs. time frame (for practical demonstration & assessment):
· Schedule a Meeting	
· Send Meeting Invitation
· Join and Manage the Video Conference ( from participant side)	
· Manage Participants( from admin side)	
· Manage meeting ending

	Time:  3 Hrs.
	During a practical assessment, under observation by an assessor, you are required to 

	Minimum Evidence Required
	1. Schedule a Meeting	
· Login MS Team account
· access calendar view
· create new meeting event
· Enter Meeting Details (Title,Date, Time , duratation and location etc)
2. Send Meeting Invitation	
· Select the meeting options as per requirement  
· Add the email addresses of the people in meeting details
· send out the meeting invitations to the selected participants
3. Join and Manage the Video Conference ( from participant side)	
· Join the meeting as per requirement 
· Turn on or off the video camera as per requirement 
· Turn on or off the microphone as per requirement 
· share screen with participants as per requirement 
· Chat with participant as per requirement 
4. Manage Participants( from admin side)	
· set the lobby option to admit participants from the lobby to the meeting.
· mute or unmute participants' audio individually or all at once as per requirement 
· Turning Cameras On/Off of participants as per requirement 
· Remove participants from meeting as per requirement 
· Manage screen sharing as per requirement
· Record the meeting as per requirement 
5. Manage meeting ending 	
· Share the recording link with participants if needed.
· Share files, chat transcripts, meeting notes, and action items with participants through Teams channels or chats.
· "End Meeting"  to leave the conference.




















Self-Assessment Checklist
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	8.   Create video conference using team

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	· Schedule a Meeting	
· Send Meeting Invitation
· Join and Manage the Video Conference (from participant side)	
· Manage Participants (from admin side)	
· Manage meeting ending


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

	1. Login MS Team account
	
	
	

	2. access calendar view
	
	
	

	3. create new meeting event
	
	
	

	4. Enter Meeting Details (Title,Date, Time , duratation and location etc)
	
	
	

	5. Select the meeting options as per requirement  
	
	
	

	6. Add the email addresses of the people in meeting details
	
	
	

	7. send out the meeting invitations to the selected participants
	
	
	

	8. Join the meeting as per requirement 
	
	
	

	9. Turn on or off the video camera as per requirement 
	
	
	

	10. Turn on or off the microphone as per requirement 
	
	
	

	11. share screen with participants as per requirement 
	
	
	

	12. Chat with participant as per requirement 
	
	
	

	13. set the lobby option to admit participants from the lobby to the meeting.
	
	
	

	14. mute or unmute participants' audio individually or all at once as per requirement 
	
	
	

	15. Turning Cameras On/Off of participants as per requirement 
	
	
	

	16. Remove participants from meeting as per requirement 
	
	
	

	17. Manage screen sharing as per requirement
	
	
	

	18. Record the meeting as per requirement 
	
	
	

	19. Share the recording link with participants if needed.
	
	
	

	20. Share files, chat transcripts, meeting notes, and action items with participants through Teams channels or chats.
	
	
	

	21. "End Meeting"  to leave the conference.
	
	
	



Candidate’s Signature__________________ Assessor’s Signature____________________

Date: _______________________________





















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

	Competency Standard
	8.   Create video conference using team

	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

	· Schedule a Meeting	
· Send Meeting Invitation
· Join and Manage the Video Conference (from participant side)	
· Manage Participants (from admin side)	
· Manage meeting ending

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

	1. 
	Logged-in MS Team account
	
	
	

	2. 
	accessed calendar view
	
	
	

	3. 
	created new meeting event
	
	
	

	4. 
	Entered Meeting Details (Title,Date, Time , duratation and location etc)
	
	
	

	5. 
	Selected the meeting options as per requirement  
	
	
	

	6. 
	Added the email addresses of the people in meeting details
	
	
	

	7. 
	sent out the meeting invitations to the selected participants
	
	
	

	8. 
	Joined the meeting as per requirement 
	
	
	

	9. 
	Turned on or off the video camera as per requirement 
	
	
	

	10. 
	Turned on or off the microphone as per requirement 
	
	
	

	11. 
	shared screen with participants as per requirement 
	
	
	

	12. 
	Did Chat with participant as per requirement 
	
	
	

	13. 
	set the lobby option to admit participants from the lobby to the meeting.
	
	
	

	14. 
	muted or unmute participants' audio individually or all at once as per requirement 
	
	
	

	15. 
	Turned Cameras On/Off of participants as per requirement 
	
	
	

	16. 
	Removed participants from meeting as per requirement 
	
	
	

	17. 
	Managed screen sharing as per requirement
	
	
	

	18. 
	Recorded the meeting as per requirement 
	
	
	

	19. 
	Shared the recording link with participants if needed.
	
	
	

	20. 
	Shared files, chat transcripts, meeting notes, and action items with participants through Teams channels or chats.
	
	
	

	21. 
	"Did End Meeting"  to leave the conference.
	
	
	

	Competent 
	Not Yet Competent 





Knowledge Assessment
	Qualification
	NVC Level 3 Computer Operator/IT Assistant

	Competency Standard
	8.   Create video conference using team

	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. 
	What is the primary purpose of scheduling a meeting?
	
	

	2. 
	
	
	

	3. 
	How can you send a meeting invitation in a digital environment?
	
	

	4. 
	
	
	

	5. 
	How can a participant join a scheduled video conference?
	
	

	a. 
	
	
	

	6. 
	What key considerations should participants keep in mind when joining a video conference?
	
	

	7. 
	
	
	

	8. 
	What options do meeting administrators have for managing participants during a video conference?
	
	

	9. 
	
	
	

	10. 
	Why is it important for administrators to properly manage the ending of a meeting?
	
	

	11. 
	
	
	










	Feedback to the Candidate

	


	


	


	


	


	



Candidate’s Signature__________________ Assessor’s Signature _________________






















	Answer Key

	1. 
	Scheduling a meeting ensures that participants are informed of the date, time, and agenda in advance, facilitating organized and productive discussions.

	2. 
	Meeting invitations can be sent via email or through a calendar application, including details such as date, time, location, and agenda.

	3. 
	Participants typically join a video conference by clicking on the provided meeting link or using a meeting ID and password.

	4. 
	Participants should ensure their audio and video settings are configured correctly, and they have a stable internet connection.

	5. 
	Administrators can mute or remove participants, control screen sharing, and manage participant permissions, depending on the platform.

	6. 
	Properly managing the ending of a meeting ensures that sensitive discussions are not inadvertently continued, and resources are released efficiently.




Assessment Tasks
	Candidate Name
	

	Registration No.
	

	Qualification
	NVC Level 3 Computer Operator/ Junior Network Technician

	Competency Standard
	8.   Create video conference using team

	Purpose of Assessment
	Formative Assessment

	Assessment Task
	1. Schedule a team meeting using a digital calendar.
2. Send meeting invitations to participants using an email
3. Join a video conference as a participant using a platform like Zoom, Microsoft Teams, or Google Meet.
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