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1. Course Name: Brainstorm Ideas in a Group

Aim: How to come with a great idea within Group through digital tools while physical presence not
possible

First of all, we created a dedicated Gmail account for the new project.

Then base of the Job Fair Start project, | created a copy and share with every member of the group.

We gave everyone editing access within the group to share their suggestion thorough Google words,
Spreadsheet, Drive, Drawings & Meet etc.
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4 act job-seekers to our booth at the job fair?

Dylan Derreck Kayla Alexa

Display a banner with our current open positions Include current openings and key qualities that we're looking for  Pose the qualities as question to make the banner more engaging. Are you

We could rent or bring in a bigger screen so it's easier to see We could create a video with photos and footage from the office  Put closed captioning on the video in case we don't h Include footage from

Include on the banner that we were voted one of the area's E Include on the banner how many new hires we're planning to mak come up with a catchy tagline about hiring and workir include our company
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Premium video meetings.
Now free for everyone.

We re-engineered the service we built for secure business
meetings, Google Meet, to make it free and available for all.

. Enteraicodeorlink

Learn more about Google Meet Enjoy longer group video calls, noise elimination,
and more with a Google One Premium plan. Explore
plan

Unlock premium Meet
features

The outcome of the brainstorm in a group is the draft flyer with description and drawings for Job
Fair.



2. Connect and Collaborate from Anywhere with Digital Tools
Aim: How to work effectively in online through Digital tools.
We ask everyone to take a lesson of Connect and Collaborate from Anywhere with Digital Tools

in Google’s Applied digital skills, so everyone can work together in online with any circumstance.

Google for Education

Applied Digital Skills Browse lessons My Dashboard 3 Learner ~
CONNECT AND COLLABORATE FROM ANYWHERE WITH DIGITAL TOOLS > INSTRUCTIONS
LESSON 1: CONNECT AND COLLABORATE FROM ANYWHERE WITH DIGITAL TOOLS 1. Select the digital collaboration skill you

1. Introduction to Connect and Collaborate From Anywhere with Digital Tools weuldlikedoleam.

2. Move on to video that teaches the skill
you selected.

Choose the digital collaboration skill you would like to learn:
Direct message someone through Google Chat
Use comments in Google Docs
Set up a shared folder in Google Drive
Schedule a meeting in Google Calendar

> 2:00/2:26

» TRANSCRIPT Language |English v|  Playback speed:| Normal v

After Lesson, we scheduled many meetings in a google calendar
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box above.
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Rooms are where the team magic happens.
Find or create a room using the filter box
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updates.
L Drive Q  Searchin Drive
My Drive ~
|- New
Folders
) @ My Drive

2, Shared with me

Recent

Trash

O
i} Starred
0]

o Storage

42.3 KB of 15 GB used

Buy storage

B Practice Sharing folder

QO @

Name

/t\

o
e

B O

We used the Google chat for instant messaging and Google Drive for sharing the file and folder and

add comment in the documents.

After the lesson and learning, we worked very effectively and efficiently through the project and

successfully create the Flyer for Job Fair.



3. Create and safeguards Passwords
Aim: How to create strong passwords and safeguard it.

First, we did search in google engine the words “how to create and safeguards passwords”
and read through it.

Go(gk Create and Safeguards passwords X 4 ® Q IR 1%

Q Al @ News [JImages [} Videos [ Books : More Tools

About 235 results (0.42 seconds)

Creating secure passwords

« Use longer passwords. ...

« Don't use hints or specific prompts. ...

« Avoid using a standalone dictionary word. ...

« Avoid using obvious or repetitive passwords. ...
« Never use blacklisted passwords. ...

« Use a password manager or vault. ...

« Use a password strength checker. ...

« Don't reuse passwords.

More items... * 12 Oct 2021

https://www.eci.com » blog » 15790-how-secure-is-your-...

First Steps to Safeguarding Your Data - ECI

@ Avout featured snippets + B Feedback

https://applieddigitalskills.withgoogle.com » overview

Create and Safeguard Passwords - Applied Digital Skills

In this lesson, you'll learn how to create passwords, what makes a strong password, and how
to keep your passwords safe from hackers.

https://applieddigitalskills.withgoogle.com » materials

Create and Safeguard Passwords: Teaching Materials
In this lesson, you'll learn how to create passwords, what makes a strong password, and how
to keep your passwords safe from hackers.

https:/ftechlog360.com » Privacy & Protection
How to create a strong password? How to safeguard your ...

23 Aug 2022 — How to safeguard your super secure password from hackers? - 1. Double
check websites you enter login credentials - 2. Don't share your passwords.

https://makeitclick.leammyway.com » online-security

Create and safeguard passwords - Make It Click

Yes, continue to 'Create and safeguard passwords'. This series of six videos from Google
explain why a secure password is so important.

https://www.dynamicnetworksgroup.co.uk » may-2020
6 Ways To Safeguard Your Company Passwords

Use a passphrase that is random. For example don't use a password with your pet's name.
Instead use a random passphrase that will be hard to guess. Stay away ...



Then we showed other member of the group and what to look like easy passwords and
mention about the Fake Passwords and different password hacking method.
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The Learning outcome is that we not only can created a strong password for us but know how to
restore it within group safely.



4. Send Emails in the workplace
Aim: How to communicate respectfully and professionally though email in workplace.

Step 1: Sign in to google account and open Gmail account.

Search mail
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2. Click compose and it will open a new window.
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Step 3. Review parts of an email:

All email has 5 Basic elements: Recipient, Subject line, Greeting, Body & Closing etc.

Sub: | will be late for work

info@kopasamsu@com, nainai@kopasamsu.com

Sub: | will be late for work
Dear Mr Nai,
Trust this finds you well.

Just to let you know that | will not be able to attend the first meeting tomorrow due to missing the flight from abroad. However, | can attend the meeting thorough
google meet or Microsoft team. | will attend the late evening meetings and would like to share the great deal about the business aboard.

May you take the lead in the tomorrow’s meeting? Please email me if you have any questions or concems.
Best regards,

M Rana

© @ SansSerif v 7T~

Write to someone you don’t know:

Sub: | will be late for work
info@kopasamsu@com
Subs: | will be late for work
Dear sirs,

Trust this finds you well.

Just to let you know that | will not be able to attend the first meeting tomorrow due to missing the flight from abroad. However, | can attend the meeting thorough
google meet or Microsoft team. | will attend the late evening meetings and would like to share the great deal about the business aboard.

May you take the lead in the tomorrow’s meeting? | will be really grateful if you do so.
Please email me if you have any questions or concems.
Best regards,

MRana

© @ SansSerif v 7T~

Beside this, we should remember when not to use an email like giving bad news, filling a
complaint about a co-worker, and asking for raise.

Email increases the productivity and reduce the misunderstanding between the employees.



5. Make a promotional flyer
Aim: Create a promotional Flyer for Job Fair

We used the all the digital tools including google and Microsoft to reach the outcome from
beginning to outcome.

References:

1. Regenesys Business School (2022) The Fifth Industrial Revolution (5IR) and how it will

change the business landscape. Available at:

https://www.regenesys.net/reginsights/the fifth-industrial-revolution-Sir,

~The fifth industrial revolution (5IR) can be boiled down to the combination of man and
machinery in the workplace. However, this is far too simplified and does not even begin to
explain the scale and complexity of the change. This has the potential to initiate a new

socio-economic and create endless opportunities for humankind and for a better world.

2. 1s COVID-19 pushing us to the Fifth Industrial Revolution (Society 5.0) (2020).

Available at: https://www.ncbi.nlm.nih.gov/pmc/articles/PMC7931290

-Covid is the big factor what make quicker to Fifth Revolution from fourth
Revolutions. After covid, working from home, life-work balance and carbon footprint

milestone seems more achievable through digital skills.

3. WEF_Future_ of Jobs 2020. (n.d.). https://www3. weforum.org/.

https://www3.weforum.org/docs/WEF Future of Jobs 2020.pdf

- The past two years have seen a clear acceleration in the adoption of new
technologies Among the companies surveyed. Figure 18 presents a selection of
technologies organized according to companies’ likelihood to adopt them by 2025.

Cloud computing, big data and e-commerce remain high priorities, following a trend
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We used all our resource including Internal data, external data from online, google search
engine, cyber security specialist and trainer.



ARE YOU READY FOR THE FIFTH INDUSTRISL REVOLUTION?
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FIGURE 18 Technologies likely to be adopted by 2025 (by share of companies surveyed)
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Get Ahead in your career with an Apprenticeship in the below sector:

/Cyber Security \

2022 is a highly formative year for the cybersecurity profession. We estimate the size of the
global cybersecurity workforce at 4.7 million people. To adequately protect cross-industrial
enterprises from increasingly complex modern threats, organizations are trying to f ill the
worldwide gap of 3.4 million cybersecurity workers; REF: Cybersecurity Workforce Study
(2022). The average Salary for Cyber Security Jobs is £62,500; REF: CS salaries on CWJobs.
(2022). The Global Cybersecurity market is expected to be worth USD 266.2 billion by 2027:
REF: MarketsandMarkets (2022) Cyber Security Market Share, Size, Trends - [2022 - 2027].
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For more information, \
Also, we are offering funded Digital

skills training to unemployed
people in your area. Funding is
limited so apply early to avoid
disappointment.

please call us on 0123456789.

Email:info@mr9consultancy.com

k www.mr9consultancy.com j

We created flyer to promote Cyber Security jobs prospects and training for Ideal candidates.
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