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LEARNING OUTCOMES

ASSESSMENT CRITERIA

The learner will:

The learner can:

1. | Know what equipment and resources are | 1.1

office tasks.

needed to carry out a range of routine

Identify the correct equipment and/or
resources from a given range.

2. | Be able to use office equipment under 2.1

supervision.

Demonstrate how to use office
equipment under supervision and
following given instructions relating to
- functional requirements

- health and safety

- environmental sustainability.

Assessment Guidance:

NA

Additional Information:

NA




