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Autumn 2017: Compiled by FET staff on behalf of FESS


	Minor Award Name
	Capstone for Office Informatics

	Minor Award Code
	5N18295 

	Level
	Level 5


Suggested resources to support delivery:

	Theme/Topic
	Type
	Relevance
	Author/Source
	Web Link

	Report Layout
	Website
	Guidelines on writing a Report – Layout.
	Droid Interface 2016
	http://www.droidinterface.com/pages/business_reports.php

	Benefits and value of using Office Informatics tools
	YouTube Video
	This video gives a quick explanation of “Office informatics”
	Business Informatics Griffith University
Author:

Alison Ruth - 2009
	https://www.youtube.com/watch?v=nFpwarVJtoc

	What are the Advantages of Information Technology in Business
	Website
	Informatics enabled by Information technology benefits the business world by allowing organisations to work more efficiently and to maximize productivity. Faster communication, electronic storage and the protection of records are advantages that IT can have on your enterprise:  Storing and Protecting Information, Automated Processes, 
Work Remotely and Communication.
	Smallbusiness.chron

Author: 
Kyra Sheahan 

2016
	http://smallbusiness.chron.com/advantages-information-technology-business-774.html

	The Benefits of Using ICTs in Business
	Website
Article
	Article on ICT systems, explains how technology improves different aspects of businesses with the aim of reducing costs, increasing efficiency and improving their competitiveness.
	eHow 
Author: 

Ian Linton 2016
	http://www.ehow.com/list_6641121_benefits-using-icts-business-finance.html

	Ways that ICT can improve your business
	Website
Article
	An article describing four ways Informatics tools/ICT can improve your business.

	ICT Pulse.com

Author: 

Michele Marius
2014
	http://www.ict-pulse.com/2013/09/4-ways-icttechnology-improve-business/

	Job Skills 
	Website
Article
	Article that discusses “10 Job Skills Employers Want”.
	Business News Daily

Chad Brooks, Business News Daily Senior Writer - 2013
	http://www.businessnewsdaily.com/4125-job-skills-employers-want.html

	Top Skills 2016 Ireland
	Website
Article
	This article reveals “The top job skills employers are looking for in 2016”.
	The Independent
Author:

Denise Calnan - 2016

	http://www.independent.ie/business/jobs/revealed-the-top-job-skills-employers-are-looking-for-in-2016-35156084.html

	Appropriate software tools for specific functions
	Book 
	Modern Office Technology and Administration Book Chapter 9 of book P.152 –P.165 Computer Application Software explained.
	5th Ed Modern Office Technology and Administration
Joan Gallagher and Siobhán Creedon  2015
	http://www.gilleducation.ie/business-/business-/modern-office-technology--administration

	5 Types of Business Documents
	Website
	Business Documents, Business Communications and Etiquette. 
	Smallbusiness.chron

Author:

Janice Tingum -2015
	http://smallbusiness.chron.com/5-types-business-documents-22842.html

	Document Templates 
	Website
	Free document office templates on-line from Microsoft Website:

· Memos
	Wordtemplates.org
	http://www.wordtemplates.org/memo-word-templates/staff-memo-template/

	
	
	· Letters
	
	http://www.wordtemplates.org/category/business-word-templates/

	
	
	· Reports
	
	http://www.wordtemplates.org/category/meeting-word-templates/

	
	
	· Business Plan
	
	http://www.wordtemplates.org/category/plan-templates/

	
	
	· Proposals
	
	http://www.proposal-samples.com/restaurant-business-proposal-template.html

	Legal, Ethical and Commercial implications
	Website

Article
	Documents and Records Ownership, Rights and Access “Data Protection Act 1988 and 2003”.
	Data Protection Commission

Sourced: 2017
	https://www.dataprotection.ie/docs/Data-Protection-Acts-1988-and-2003:-Informal-Consolidation/796.htm

	
	Website

Article
	Personal Responsibility – Respect for original authorship (references, credits etc.) “Copyright Law Ireland”.
	Irish Statute Book Sourced:  2017
	http://www.irishstatutebook.ie/eli/2000/act/28/enacted/en/print

	Security of Data
	PDF Article/

Handout
	Data Management : Backup and Secure

“Data is your most valuable asset! Traditional PC and Server backup is expensive, time consuming and unreliable. Restoration of files is often problematic. Research shows that 50% of companies that lose a substantial amount of their critical data in a disaster never reopen for business”.
	Host-it.ie

Article Host-it-online 2014
	http://www.host-it.ie/wp-content/uploads/2014/02/Host-it-Online-Backup2014.pdf

	
	PDF Articles/

Handout
	Data Backup Options

Explores the different types of Backup Options to protect Data.
	US- CERT (Homeland Security) United States Computer Emergency Readiness Team 

Data Backup Options

Author(s): 

Paul Ruggiero and Matthew A. Heckathorn -2012
	https://www.us-cert.gov/sites/default/files/publications/data_backup_options.pdf

	Primary and Secondary Sources of Information
	Web Site Article
	Distinguish between primary and secondary source of information.
	University of California 

Santa Cruz

Sourced: 2017 
	http://guides.library.ucsc.edu/primarysecondary

	
	
	
	Boston College Library

Sourced: 2017
	http://libguides.bc.edu/englishlit/sources

	Primary and Secondary Sources of Information 
	Web Site Article
	Borough of Manhattan Community College provides definitions, examples, and specific examples of primary and secondary sources in the humanities and the sciences.
	Borough of Manhattan Community College 

Sourced: 2017
	http://lib1.bmcc.cuny.edu/help/sources/

	Corporate social responsibility (CSR) 
	Web Site
Article
	Corporate social responsibility (CSR) promotes a vision of business accountability to a wide range of stakeholders, besides shareholders and investors. 
Key areas of concern are environmental protection and the wellbeing of employees, the community and civil society in general, both now and in the future.
	Department of Jobs, Enterprise and Innovation 

Sourced: 2017
	http://www.csrhub.ie/Benefits-of-CSR-/

	Corporate Recruiting - CSR


	Web Site

Article
	How going green can be a boon to corporate recruiters “Millennials want to work for companies that project values that align with their own, and environmental sustainability is gaining ground as a key value for the younger generation.”
	Fortune.com

Author: 

Shelley DuBois 2011
	http://fortune.com/2011/06/02/how-going-green-can-be-a-boon-to-corporate-recruiters/

	Work Experience, Recording and reflecting on your learning
	PDF Leaflet
	Learner Record
Evidence from the Work Experience module undertaken as part of the overall programme must be used towards completion of the requirements for this section of assessment.
	DCU

Author:

Ann Coughlan

Office of the Vice-President for Learning Innovation and Registrar 2007/8

	https://www.dcu.ie/sites/default/files/students/Reflectivelearning.pdf

	Personal Development Plan
	PDF Guide
Checklist
	The aim of creating a personal development plan is to document a process of self-analysis, personal reflection and honest appraisal of your strengths and weaknesses.
	Managers.org.uk

2016


	https://www.managers.org.uk/~/media/ET/checklist/Personal-Development-Plan-Example-Guide.pdf

	Benefits of Personal Development
	Blog 
	6 Core benefits of Personal Development.

	Coaching Positive Performance
Blog 2016
	http://www.coachingpositiveperformance.com/6-core-benefits-personal-development/

	Personal Development Plan 
	YouTube
	Video – Key concepts of the importance of a Personal Development Plan.
	1stpersondeveopment

Author: 

Alexander Lynch 

2012
	https://www.youtube.com/watch?v=qpBLrqsDMhM

	10 Steps to Create Your Professional Development Plan
	YouTube
	Create a Professional Development Plan in 10 simple steps with this system created by Chrissy Scivicque of http://www.EatYourCareer.com.
	EatYourCareer.com

Author:

Chrissy Scivicque 
2011
	http://1stpersonaldevelopment.com/signup.html

	Personal Skills Identification


	Website/

Worksheets


	This website has work Sheets linked to enable the student to explore the answers to the questions, “Who am I?”  

Helps students to identify their different skills, download sheet: Things I Have Done Worksheet.

Also has worksheet: Career and Educational Planning Worksheet
	National College Transition Network at World Education, Inc. 
	http://collegeforadults.org/career/what.html


	
	
	
	
	http://collegeforadults.org/career/self.html 

	Selling skills to employers
	Website

Article
	Tips for selling your skills to potential employers
	SpunOut.ie 
	http://spunout.ie/employment/article/show-off-your-mad-skillz

	Personal Development Plan
	Blog
	Discusses how to write a personal development plan. Gives details of templates of Personal Development Plan, Click here. Discusses elements of the personal development plan.
	Planet of Success
Author: 

Steve Mueller  2017
	http://www.planetofsuccess.com/blog/2015/how-to-write-a-personal-development-plan/

	Curriculum Vitae or Résumé
	Website

	A CV template you fit your career
	Recruitment Ireland 
Author:

Paul Mullen  2015
	https://www.recruitireland.com/careercentre/cv/cv-templates-209.html

	Difference between CV and Résumé
	Website
	Review sample curriculum vitae difference between CV and Résumé
	Thebalance.com

Author: 

Alison Doyle 2016
	https://www.thebalance.com/cv-samples-and-writing-tips-2060349

	Résumé 

Resources & Samples
	Website
	Resume Genius's resume builder takes away all of the stress and difficulty that comes with making a resume. I created a cleanly formatted and persuasive resume that landed me more interviews, and employment soon after.
	Resumegenius.com
Author:

Stephen C. 2016
	https://resumegenius.com/job-search/job-hunting-tips

	Reflections and learning from an internship experience
	Website
	In experiential learning and internships, the real learning comes after the work term when you have an opportunity to think about what you saw and experienced. 
	Virginia Polytechnic Institute and State University
	http://career.vt.edu/experience/Internships/reflect.html

	Modern Office Technology and Administration
	Book
	Excellent Book for all elements of the Informatics Course 5N18295 course, it explains Desktop Applications used in an office, importance of Data Management and the terminology associated with Computer Networks and Office Systems.
	Author(s): Joan Gallagher and Siobhán Creedon

Published by:
Gill and MacMillan
	http://www.gilleducation.ie/business-/business-/modern-office-technology--administration


	Work Experience Level 5 

4th Edition 
	Book
	Excellent Book for key elements of the courses: Planning and Preparation for Work Experience, Skills Audit, Application Letter and CV, Interview Techniques, Diary Layout, Goal Setting, Explanation of Supervisor Report, The Work Placement and Reflecting on the Work Experience. 
	Author(s): Arlene Douglas & Séamus O’Neill

Published by: 

Gill and MacMillan
	http://www.gilleducation.ie/work-experience/work-experience/work-experience-level-5


	Business Administration
	Book
	The book looks into the modern office administration techniques and data processing.
	Author(s): Arlene Douglas

Published by: 
Gill and MacMillan
	http://www.gilleducation.ie/business-/business-/business-administration 

	Effective Communication
	Book
	The book looks into the main methods of collecting information from primary and secondary research techniques.
	Author: 
Nicholas Harvey

Published by: 
Gill and MacMillan
	http://www.gilleducation.ie/communications/communications/effective-communication 


Useful Organisations:
	Name
	Contact Information

	Data Protection Commissioner
	https://www.dataprotection.ie/docs/Home/4.htm

	Department of Jobs, Enterprise and Innovation
	https://www.djei.ie/en/

	Enterprise Ireland
	https://www.enterprise-ireland.com/en/About-Us/Our-Clients/

	HAS – Health and Safety Authority
	http://www.hsa.ie/eng/

	Irish Development Authority
	http://www.idaireland.com/

	Irish Small and Medium Enterprises Association
	https://www.isme.ie/

	IBEC – Employment Contracts, Legal 
	https://www.ibec.ie/IBEC/ContractOfEmployment.nsf/vPages/Contract_of_Employment~legal-requirements?OpenDocument

	Solas – The Further Education and Training Authority
	www.solas.ie

	Central Statistics Office
	http://www.cso.ie/en/index.html

	National Standards Authority of Ireland
	https://www.nsai.ie/

	Workplace  Relations
	https://www.workplacerelations.ie/en/

	Qualifax – Careers Database
	http://www.qualifax.ie/ 

	Intreo/Welfare.ie – Jobseekers pack and advice
	https://www.welfare.ie/en/downloads/Jobseeker-Pack.pdf

	Jobs Ireland – Job Search/Job Seekers Service 
	https://www.jobsireland.ie/#/ServicesToJobSeekers

	Monster.ie – Job Search/Advice
	http://career-advice.monster.ie/

	Recruit Ireland – Job Search/Career Advice
	https://www.recruitireland.com/careercentre/careeradvice/

	Recruit Ireland – Career Advice
	https://www.recruitireland.com/careercentre/

	FIT – Training Courses/Job Seekers 
	http://fit.ie/courses/etb/

	QQI – Quality Qualification Ire 
	http://qsearch.qqi.ie/WebPart/Search?searchtype=providers

	Linked In – Create a Business Network Profile
	www.linkedin.com 

	DIT “References / bibliography Guide
	https://www.dit.ie/media/library/documents/kevinst/Info%20guide%208A%20finding%20information%20citations%20with%20endnote.pdf

	TCD “Referencing and Plagiarism PDF”
	https://www.tcd.ie/Library/support/subjects/nursing-midwifery/assets/Harvard%20Ref%20System%202014-2015.pdf


	MOOCs (Massive Online Open Courses)

	Free access to online courses. Search regularly for new courses and new start dates. Most courses are free. 

Charge often applies if assessment and certification is required.

MOOCs provide excellent flexible online CPD for individuals or resources that can support active teaching and learning. 
	https://www.mooc-list.com/

	
	https://www.mooc-list.com/

	
	http://www.alison.com/

	
	https://learn.moodle.net/mod/page/view.php?id=40Learn

	
	http://www.futurelearn.com

	
	http://mymobileuni.com/

	
	https://www.open2study.com/

	
	http://www.extension.harvard.edu/open-learning-initiative

	
	https://www.udemy.com/technology-tools-for-educators/

	
	https://www.coursera.org/learn/future-education

	
	https://www.gcflearnfree.org/

	
	http://www.openculture.com/business_free_courses

	
	https://www.lynda.com/Management-tutorials/Find-Test-Your-Business-Idea/452092-2.html

	
	https://www.class-central.com/subject/entrepreneurship
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