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Are Chuck and Larry Computer Literate

and Workforce Ready?

Meet Chuck and Larry….

These two young men have grown up together at the ice rink playing for the school’s team. Chuck is two years older than Larry and is currently finishing his freshman college year.  Larry will graduate from high school this year and join Chuck on the college ice rink.  

Both Chuck and Larry attended the annual Long Island Works Coalition Internship Fair.  The fair is open to all high school and college students who wish to find summer internships.  Both young men are extremely excited because they both have been invited to join the regional hockey team’s administration office as business analysis interns.  They have been invited to a general meeting at the team’s administrative office for general orientation and a computer skills test.   If they pass the test, they will have the jobs. 
“What do you think will be on the computer skills test?” asked Chuck.  “I don’t know,” responded Larry, “but I do know who would know this answer.”  “Let’s go see Mr. Kelly, our high school work experience coordinator for some answers.” 

Chuck and Larry found Mr. Kelly very happy to help his former students.   Mr. Kelly explained that the computer skills test will probably verify that you can perform a multitude of tasks using the latest software.  “For example,” Mr. Kelly explained, “a high school student should be able to perform the following tasks:”

1.  Using a word processing program, create a memo or business letter using the correct business format, spelling grammar, punctuation and capitalization,.
· The document may contain columns, tables and/or pictures.
· Page numbers, headers and footers may be required to add to multiple page documents.
2.  Using a spreadsheet program such as Microsoft Excel:
· Design and enter data in to the spreadsheet.
· Create column headings, headers, footers, and page numbers.
· Sort data.
· Use basic mathematic formulas for data manipulation.
· Create a graph or pie chart using data.
3.  Create flyers, brochures and other types of marketing documents via desktop publishing.
4.  Create a presentation using a media program.  The presentation should be:

· Informative

· Engaging

· Creative

5.  Create and send email communications.

· Attach files

· Create new folders and write action rules for filing of email. 

· Create mail distribution lists

A college student should be able to perform all of the tasks previously listed and:

· Using a word processing program, create forms.

· Create spreadsheets utilizing advanced formulas for data manipulation.

· Using website software, create basic web pages.

· Using a database program such as Microsoft Access, design a database, enter data, create inquiries, and design report formats.
· Using a search engine such as Google, conduct in-depth search activities.
“This exercise should be very easy for both of you,” Mr. Kelly added, “because you both did very well in the Keyboarding and Business Computer Applications classes you completed in high school.”  

Will Chuck and Larry pass the computer skills test?  Can you meet these challenges?  

Try the exercises posted at the website, www.careersmarts.com/wfr/ 

   You will be asked to:

1. Create a spreadsheet and enter data about team statistics.

2. Create a pie chart.

3. Create a business letter to a sponsor/advertiser and insert the material created in steps 1 and 2.

4. Create a handout for the coach and the team.
5. Create a presentation for a sponsorship meeting.[image: image1][image: image2][image: image3]
