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AIM(S) 

 To improve the student’s digital skills within the workplace. 

 To develop awareness of the importance of effective analysis of information and its 
translation into knowledge 

 

LEARNING OUTCOMES 

Upon the successful completion of this module, the student should be able to: 

 evaluate the appropriate use of contemporary technologies to improve workplace 
efficiency and employability; 

 identify and effectively evaluate a range of information sources; 

 show competence in workplace data handling. 

 

INDICATIVE CONTENT 

 Examine modern workplace communications systems, including email and social 
networking. 

 Explore the use of web-based and mobile applications within the workplace. 

 Develop awareness of legal, ethical and security issues, including the ethical 
implications of gathering information within the context of data protection. 

 Understand Prof Russell Ackoff’s definitions of data, information, knowledge, 
understanding and wisdom. 

 Explore potential sources of information to solve workplace problems. 

 Understand the ways in which numeracy, knowledge and reasoning are integral to 
most employment areas, including an appreciation of the use of basic statistics in the 
interpretation and analysis of data. 

 Become competent in basic numerical handling and the efficient organisation and 
management of files and folders. 

 
Study Time Allocation 
 
The study time for the module is divided as follows: 
 

Activity type Hours Percentage 

Scheduled learning 40 20% 

Independent learning 160 80% 

Placement learning 0 0% 

TOTAL 200 100% 

 
 



ASSESSMENT 
 

Assessment Component 1 
(Tick one) 

☐ Written exam ☐ Coursework ☒ Practical 

 
Mode of assessment Volume Weighting 

Group presentation (e.g. to evaluate the 
appropriate use of contemporary 

technologies to improve workplace efficiency 
and employability) 

5 to 10 minutes per student 50% 

 
 
Assessment Component 2 
(Tick one) 

☐ Written exam ☐ Coursework ☒ Practical 

 
Mode of assessment Volume Weighting 

Research report on practical activities, 
drawing together activities conducted both in 

and outside of the classroom (such as in-
class development of  a questionnaire, 
secondary and primary data gathering, 

production of statistics/graphs) 

2000 words or equivalent 50% 

 
 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 0% 

Practical 100% 

TOTAL 100% 
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