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JOB : OFFICER OF THE DAY IN HARBOUR

1. CONDUCT CEREMONIAL » DUTY
1.1 Conduct the Ceremony of Colours > TASK
1.1.1 Brief Colours Party » SUB-TASK

1.1.1.1 Inspect Colour Party for dress
1.1.1.2 Oversee allocation of responsibilities for ceremony} TASK ELEMENT
1.1.1.3 Ensure personnel informed of sequence of events
1.1.2 Direct Colours Ceremony
1.1.2.1 Oversee preparation of flags
1.1.2.2 Take post
1.1.2.3 Order “Make it s0”
1.1.2.4 Order “Pipe the Still”
1.1.2.5 Order “Carry On”
1.1.2.6 Check Ensigns:
a. Hoisted close-up
b. Not fouled
c. Halyard taut
1.2 Conduct the Ceremony of Sunset

1.2.1 etc,, etc....

(“7lm Royal Australian Navy Training System Manual)
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Assist English Instructors in Using Lab Equipment: UCEE401A

Unit of Competency

Unit UCEE401A Assist English Instructors in Using Lab Equipment

Description This unit covers skills and knowledge required for a language
lab technician to assist language instructors in using the lab
equipment before, during and/or after the delivery of their
lessons..

Elements and Performance Criteria

Element Performance Criteria

1 Familiarise with lab equipment. 1.1 List all of the components at the control
console area and the learner’s area in
accordance with the handbook issued out by
the lab manufacturer.

1.2 Correctly describe components and functions
of lab equipment based on the manufacture’s
user’s guide.

1.3 Operate all lab equipment in accordance with
the user’s guide.
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Element Performance Criteria

2. Familiarise with lab management 2.1 Identify how to use software to operate lab
software equipment for teaching.

2.2. Efficiently operate lab management software
in accordance with manufacture’s instructions.
Make a transition from one equipment to another
with no difficulties.

2.3 Explain how to use software to create
different aspects of communication between
instructor and learners through headphones
based on the software’s user guide.

2.4 Explain how to use software to create
different patterns of communication among
learners based on user’s guide.

2.5 Demonstrate how to use software for
learners’ communication

3 Prepare the lab, lab equipment and 3.1 Check that the air-conditioners work and all
teaching aids according to instructor’s the learners’ seats are in places and
request everything is in good working condition.

3.2 Ensure that all the learners’ headphones are
in good condition and learners’ computers
are operational

3.3 Check that all pieces of lab equipment are
functional.

3.4 Ensure that appropriate teaching aids are
provided

Range Statement

This unit applies to all institutions where there is a language laboratory for teaching foreign languages
at any level of education. The term Lab Technician refers to one whose responsibilities are in
maintaining and monitoring the use of the language lab.

The term lab equipment may include but is not limited to:

Audio tape player Video tape player Video CD player

DVD player Visualiser Smart board

Communication between instructor and learners may include but is not limited to:
- instructor monitors individual learner

- instructor-individual learner communication

- instructor-whole class communication
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Communication among learners may include but is not limited to:
- pair communication
- group conference communication

Evidence Guide

Critical Aspects of Evidence to Essential knowledge and skills to be assessed.

be covered The following knowledge and skills must be assessed as part of
this unit:

- operation of each lab equipment

- operation of lab management software in connection with
each piece of lab equipment

- creation of communication between instructor/learners and
learner(s)/learner(s)

Interdependent Assessment of These units describe skills and knowledge that are essential to
Units this unit of competence:

NACRO01A Basic Computer Skills

NAEE301A Basic Electronics Officer Course

Underpinning Knowledge Trainees need to have background knowledge in basic electrical
and electronic circuits.

Underpinning Skills Trainees need to be familiar with how to use computer
including all the tools and icons on the computer screen..

Resource Implications Competency of this unit should be assessed in a language
laboratory both during class time and out of class time.

Method and Context of Evidence of competency for practical skills can be collected

Assessment during several real lessons by several instructors over a period

of time to ensure consistency of performance and to see how
well the trainee can deal with unexpected problems

Practical performance can also be observed by an assessor out
of class time to see how skilfully the trainee can operate each
lab equipment.

Assessment of knowledge can be done by using written or oral
examination in classroom environment.

Key Competency

Key Competency Performance Levels

Collecting, Communicating Planning & Working with Using Solving Using
Analysing & Ideas & Organising Others & in Mathematical Problems Technology
Organising Information Activities Teams Ideas &
Information Techniques
Insert Insert Insert Insert Insert Insert Insert
1 2 1 2 1 2 2

AIUHABIVAY Unit of Competency
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Task Analysis Hlad

Learning Outcomes and Assessment Criteria

Module 1 Familiarise with lab equipment
LO 1 Describe layout at the control console area and the learners’ area within a language lab
AC 1.1 List all components in the lab
1.2 Identify locations of lab components
1.3 Discuss the lab arrangement to provide effective learning
LO 2 Operate all lab equipment
AC 2.1 State functions of all language lab equipment
2.2 |dentify appropriate lab equipment to provide effective delivery of lessons
2.3 Demonstrate use of lab equipment
2.4 Diagnose technical problems
2.5 Implement workable solutions to potential breakdowns in lab equipment
Module 2 Familiarise with lab management software
LO 1 Efficiently operate lab management software
AC 1.1 State all functions of lab management software
1.2 Explain function of each icon on the teacher’s computer screen
1.3 Demonstrate how to use lab management software in relation to each piece of lab equipment
1.4 Diagnose for potential solutions to software problems
LO 2 Explain how to use software to create different aspects of communication between instructor
and learners through headphones
AC 2.1 List aspects of communication between teacher and learners through lab headphones
2.2 Discuss situations when a particular aspect of communication should be used
2.3 Demonstrate how to apply each aspect of communication in a particular teaching situation
LO 3 Explain how to use software to create different patterns of communication among learners
AC 3.1 List patterns of communication among learners

3.2 Demonstrate how to apply a particular pattern of communication to a particular lesson

Module, Learning Outcome, Assessment Criteria
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Scalar Diagram
JOB: Language Laboratory Technician
1. Assisting English instructors in using lab equipment
1.1 Familiarise with lab equipment
1.1.1 lIdentify components of lab equipment
1.1.1.1 List components at the control console area
1.1.1.2 List components at the learners’ area
1.1.2 Describe functions of each equipment
1.1.2.1 Explain functions of smart board
1.1.2.2 Explain functions of tape player
1.1.2.3 Explain functions of video player
1.1.2.4 Explain functions of DVD player
1.1.2.5 Explain functions of visualiser
1.1.3 Operate lab equipment
1.1.3.1 Demonstrate the use of smart board
1.1.3.2 Demonstrate the use of tape player
1.1.3.3 Demonstrate the use of video player
1.1.3.4 Demonstrate the use of DVD player

1.1.3.5 Demonstrate the use of visualiser
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1.2 Familiarise with lab management software

1.2.1 Identify functions of software in relation to each lab equipment

1.21.1
1.2.1.2
1.21.3
1.21.4

Identify how to use software to operate audio tape player

Identify how to use software to operate video tape player

Identify how to use software to operate DVD player

Identify how to use software to operate smart board 1.2.1.5 Identify

how to use software to operate visualiser

1.2.2 Operate lab management software

1.2.21

Demonstrate how to use the software in relation to each lab equipment

mentioned in 4.2.1.1-4.2.1.5

1.2.3 Explain how to use software to create different aspects of communication

between instructor and learners through headphones.

1.2.3.1

1.2.3.2

1.2.3.3

Demonstrate how the instructor can monitor each students during
their listening/ speaking practise through headphones.
Demonstrate how the instructor can communicate with an individual
student through headphones

Demonstrate how the instructor can communicate with the whole class

1.2.4 Explain how to use software to create different patterns of communication

among learners.

1.24.1
1.24.2

Demonstrate how to create pair-work communication

Demonstrate how to create group conference situation

1.3 Prepare the lab, lab equipment and teaching aids according to instructor’s request

1.3.1 Check lab condition, equipment and teaching aids needed for each lesson

1.3.1.1

1.3.1.2

1.3.1.3

Ensure that the air-conditioners, lab equipment and lab management
software are ready to operate

Ensure that all the learners’ headphones are in good condition and
learners’ computers are operational

Ensure that appropriate teaching aids are provided

1.3.2 Stand-by during a lesson to help solve technical problems
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1.3.3 Inform instructor as soon as possible in case the lab is not available or there
is a clash in lab time table
1.3.3.1 Consistently check the lab time table to ensure that there
is no overlapping lesson scheduled
2. Maintaining lab equipment
2.1 Regularly check lab equipment to ensure that the lab is operational
2.1.1 Examine headphone condition
2.1.1.1 Test the sound quality of headphones
2.1.1.2 Test the operation of microphones on headphones
2.1.2 Examine functions of each equipment
2.1.21 Test functions of audio tape players
2.1.2.2 Test functions of video tape player
2.1.2.3 Test functions of DVD player
21.2.4 Test the sound quality of all lab speakers
21.2.5 Test functions of smart board
21.2.6 Test functions of visualiser
2.1.3 Check lab management software
2.1.3.1 Ensure that there is a good connection between teacher’s control
console and learners’ computers and headphones
2.1.3.2 Ensure that the all the lab equipment can be controlled from the
control console
2.2 Repair damaged equipment
2.2.1 Make a record on time and cause of the damage
2.2.1.1 Identify the cause and time of the damage
2.21.2 Inform relevant instructor for future prevention
2.2.2 Procure spare parts and tools needed for repair
2.2.21 List spare parts and tools needed for maintenance
2.2.2.2 Contact shops/ agents to get estimated price of spare parts and tools needed

2.2.2.3 Make a budget request for the spare parts
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2.2.2.4 Contact procurement officer when spare parts arrive
2.2.2.5 Repair the equipment
2.3 Arrange for correction of software malfunction
2.3.1 Report to the Department about the malfunction
2.3.2 Inform the software company about the malfunction
2.3.3 Make an appointment for the correction
2.3.4 Confirm that the software is ready to operate
Taking care of the lab environment/condition
3.1 Supervise the cleaning of the lab
3.1.1 Examine the lab floor, walls and curtains
3.1.2 Confirm that the room has been cleaned
3.2 Check the lab furniture conditions
3.2.1 Report on damaged furniture
3.2.2 Request for replacement of damaged furniture
3.2.3 Ensure that the damaged furniture is replaced
3.3 Check the air-conditioners
3.3.1 Regularly coordinate with the Service Branch for maintenance
3.3.2 Keep records of air-conditioner maintenance
3.4 Check the lights
3.4.1 Regularly coordinate with the Service Branch for maintenance
3.4.2 Keep records of light maintenance/ or replacement
Monitoring lab records
4.1 Keep an inventory list of all equipment and office furniture in the lab
411 Categorise equipment and office furniture in the lab
4.1.2 Keep records on types of equipment, number of each type, the date it was
received and the price
4.1.3 Transform the paper copy of the inventory list into electronic filing
4.1.3.1 Contact administration to enter information into Department’s database

4.2 Amend the inventory list in both hard copy and electronic copy
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4.3 Keep records of lab usage by using the Department’s Lab Usage Form
4.3.1 Ensure that instructors, officers or cadets fill out the form every time after
they use the lab
4.4 Submit the Lab Usage records at the end of each month
5. Produce teaching/training aids on requests
5.1 Provide request forms for officers and cadets
5.2 Check request forms daily and delegate jobs to lab assistants
5.3 Supervise the production of teaching/training aids

5.4 Examine the quality of the end products
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