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[bookmark: _Toc24293551]4.1 Data Literacy – Data literacy units (2 units) 


4.1 Data Literacy – Data literacy units (2 units)	Draft


[bookmark: _Toc24293552][bookmark: O_705137]BSBDAT201 Collect and record dataBSBCUE204 Collect data
[bookmark: O_705138]Application
This unit describes the skills and knowledge required to collect and record primary data for market research and opinion poll research activities by telephone or similar means within according to organisational guidelinespolicies and procedures.
The unit applies to individuals who perform a range of mainly routine tasks, using limited practical skills and fundamental operational knowledge and who work under some supervision and guidance.
No licensing, legislative or certification requirements apply to this unit at the time of publication. 
[bookmark: O_705141]Unit Sector
Data Literacy – Data Literacy
[bookmark: O_705142]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Prepare to collectfor data collection
	1.1 Study and clarify survey questions and engagement guide
1.12 Confirm task requirements 
1.2 Identify source of data 
1.3 Identify method of data collection and recording procedures according to organisational policies and proceduresDiscuss operational boundaries and fulfilment processes with relevant personnel
1.3 Develop an understanding of relevant legislation, codes, regulations and standards that apply to engagement
1.4 Develop proficiency using the technology in place
1.5 
Identify source of engagement targets
1.6 Review and develop a clear understanding of the engagement strategy

	2. Conduct data collectionCollect data 
	2.1 Make engagements in most efficient manner possible, following engagement guide within operational boundaries
2.2 Establish customer availability and willingness to participate in research
2.3 Inform customer of survey details, purpose and approximate time survey will take
2.14 Access data at source
2.2 Use identified data collection method according to task requirementsRecord customer responses 
2.35 Answer Action data source customer queriesdifficulties within scope of own role, or  refer or escalate appropriately to required personnel
2.6 Observe relevant codes and regulations throughout engagement

	3. Record resultsFinalise data collection
	3.1 Record outcomes data in database and present results according to organisational policypolicies and procedures
3.2 Identify and action issues encountered within scope of own role, or escalate to required personnel
3.3 Record issues encountered according to organisational policies and procedures 
3.4 Check work against task requirements and amend database where required3.2 Record, report and action difficulties encountered according to policy
3.3 Assess and analyse performance against agreed targets
3.4 Amend database where applicable

	
	



[bookmark: O_705143]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	SKILL
	DESCRIPTION

	Reading
	Recognises and Iinterprets information from relevant sources to determine organisational expectations and legal requirements

	Writing
	Uses clear, specific and industry-related terminology to complete and update workplace documentation

	Oral cCommunication
	Articulates requirements clearly using specific and relevant language suitable to audience 
Uses appropriate tone, pace, and listening and questioning techniques to confirm understanding 

	Navigate the world of work 
	Recognises organisational expectations and follows explicit protocols and procedures
Complies with legal and regulatory requirements in data collection tasks



	Interact with others
	Follows instructions regarding what and how to communicate, following predetermined script

	Get the work done 
	Plans and implements routine data-collection tasks with familiar goals and outcomes, taking some limited responsibility for decisions regarding sequencing, timing and need to refer to higher authority as required
Analyses performance to decide if targets are being met
Understands the purposes, specific functions and key features of common digital systems and tools and operates them effectively to complete data collection tasks

	Technology 
	Uses specific functions and key features of common digital systems and tools and operates them effectively to complete data collection tasks


[bookmark: O_705145]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBCUE204 Collect data.
[bookmark: O_705152]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24293553]Assessment Requirements for BSBDAT201 Collect and record dataBSBCUE204 Collect data
[bookmark: O_705147][bookmark: O_705148]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
collect and record data on at least two different occasions from at least two different sources.

In the course of the above, the candidate must:
use prepared scripts and guides to engage customers and collect data in compliance with organisational policy, industry codes and standards, and regulatory and legal requirements
record accessed data in database according to organisational policies and procedures
use digital systems and tools effectively and efficiently to collect and record data and maintain databases. 
present results and analyse performance against established targets.  
[bookmark: O_705149]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
key describe data-collection techniquesmethods



identify enterpriseorganisational policies and, procedures and guidelines for customer engagement and for  data collection
collecting and recording data
key code of conduct when collecting data

features and functions of identify relevant legal and regulatory requirements for data collection 
identify relevant standards for data collection 
explain operational systems and technology employed used to collectin data collection.

data sources relevant to performance evidence



code of conduct relevant to data-collection
. 

[bookmark: O_705150]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
information and telecommunications equipment
workplace information and data
relevant standards and guidelinesorganisational policies and procedures
data sources
a database
personnel for escalation of potential source or database issues.
performance management and quality assurance documentation and records
call/engagement guides. 

[bookmark: O_705153]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10

[bookmark: _Toc24293554][bookmark: O_980195]BSBDATITU501 Conduct data analysisAnalyse data
[bookmark: O_980196]Application
This unit describes the skills and knowledge required to identify and analyse numerical datasets from a range of sources and. This unit also describes the necessary skills and knowledge to report findings of that data analysis. 
It applies to those The unit applies to individuals who are required to analyse numerical datasets and deduce findings as part of their job roles. Individuals that undertake this unit are typically in roles in which they are required to analyse data, and communicate trends and/or  make recommendations. 
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_980199]Unit Sector
Data Literacy – Data Literacy
[bookmark: O_980200]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify background to reliable sources of dataPrepare for data analysis 
	1.1 Evaluate the importance of large and dynamic data sets 
1.1 Establish task requirements for business insight and decision making
1.2 Evaluate the business value of large and dynamic data sets
1.3 Document and describe the interdisciplinary, social and industrial contexts of data impacting organisation
1.2.4 Access source of reliable data according to task requirements and organisational policies and procedures 
Evaluate reliability of potential sources, considering timeliness, authority, audience, relevance and potential for bias
1.3 .5 Evaluate reliability of data 
1.4 Store data according to organisational policies and proceduresAccess selected sources in accordance with the relevant organisational policy

	2. Analyse and synthesiseAnalyse numerical datasetets
	
2.11 Select methods of numerical data analysis in accordance with relevant industry standards, precedents and techniquesaccording to task requirements and industry best practice
2.2 Compare and contrast how structured and unstructured data is stored and accessed 
2.23 Categorise data for analysis
2.3 Analyse and synthesise data according to task requirements, organisational policies and procedures and industry best practiceEvaluate the importance of real-time data access in exploiting large data sets
2.4 Identify trends and draw inferences in accordance with relevant industry standards, precedents and techniques

	3. Finalise  Produce meaningful outputsdata analysis process
	3.1 Conduct statistical analysis to confirm accuracy of data analysis
3.2 Identify and remove incorrect results
3.3 Determine Select which trendsoutcomes and inferencesthat are relevant in line withto the purpose of the analysis and the relevant organisational strategies
3.2 Identify appropriate methods of reporting, considering the intended audience and relevant organisational requirements
3.43 Produce output that is clear and concise within a pre-determined timeframeReport on key outcomes
3.54 Circulate Store analytics resultsto appropriate stakeholders and report according toin accordance with relevant organisational policies and proceduresy


[bookmark: O_980201]Foundation Skills
This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.This section describes those language, literacy, numeracy and employment skills that are essential to performance but not explicit in the performance criteria.
	SKILL
	DESCRIPTION

	
	

	Reading
	RResearches, analyses and evaluates textual information, from a wide range of sources, to identify information relevant to numerical data analysis

	Writing
	Develops complex plans and strategies using language and format appropriate to the audience and purpose

	Oral cCommunication
	UUses a range of techniques to communicate complex concepts

	Numeracy
	AAnalyses and synthesises highly embedded mathematical information while testing and analysing results

	Navigate the world of work
	Recognises and considers the implications of legal and regulatory responsibilities on own work 
Adheres to implicit and explicit organisational procedures and policies, seeking advice from others if necessary

	Interact with othersTeamwork
	AActively identifies the requirements of important communication exchanges, selecting appropriate channel, format, tone and content to suit purpose and audience

	Get the work done
	Uses logical processes to plan, implement and monitor learning in the workplace
Evaluates outcomes of data analysis processes to identify opportunities for improvement

	Planning and organising
	Efficiently and logically sequences stages of data analysis

	Technology
	Uses appropriate technology platforms and query languages and scripts to analyse data

	
	



[bookmark: O_980203]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to:
BSBCUE404 Collect, analyse and record information
BSBCUE503 Manage data interrogation
BSBITU501 Conduct data analysis.
[bookmark: O_980210]Links
Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24293555]Assessment Requirements for BSBDAT501 Analyse data BSBITU501 Conduct data analysis
[bookmark: O_980205][bookmark: O_980206]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify, evaluate and safely access sources of information
analyse and report on three complex numerical datasets that is based onaccording to:
analysis of the organisational’s objectives, existing processes and resourcespolicies and procedures
research of existing best practice in industry best practice
develop report on key outcomes of analysis of datasetarticulate trends and inferences drawn from numerical data and how they may apply in an organisational context, in such a manner that is understandable to a diverse audience group.
[bookmark: O_980207]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
key features of an information source and its reliability for organisational purposes
key details of datasets and techniques for synthesising complex numerical informationdata
key features of existing organisational policies and procedures relating to:
the accessing of information
the recording and reporting of informationoutcomes of analysis
requirement for data analysis
key features of industry standards and techniques relating to data analysis
potential data sources and factors that impact on reliability of data, including timeliness, authority, audience, relevance and potential for bias
importance and value of data analysis


methods of data analysis

key legislative requirements relating to workplace proceduresdata analysis
methods of reporting analysis.
.



 potential sources, considering timeliness, authority, audience, relevance and potential for bias
Importance ad value of data analysis




[bookmark: O_980208]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
office equipment, technology, software and consumables required to analyse data
case studies and, where possible, real situations
organisational operational policies and procedures required for roleperformance evidence.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_980211]Links
[bookmark: O_704153][bookmark: O_704154][bookmark: O_704157][bookmark: O_704158][bookmark: O_704159][bookmark: O_704161][bookmark: O_704168][bookmark: O_704163][bookmark: O_704164][bookmark: O_704165][bookmark: O_704166][bookmark: O_704169][bookmark: O_646622][bookmark: O_646623][bookmark: O_646626][bookmark: O_646627][bookmark: O_646628][bookmark: O_646630][bookmark: O_646637][bookmark: O_646632][bookmark: O_646633][bookmark: O_646634][bookmark: O_646635][bookmark: O_646638][bookmark: O_1001569][bookmark: O_1001574][bookmark: O_1001573][bookmark: O_1001572][bookmark: O_1001571][bookmark: O_1001570][bookmark: O_1001563][bookmark: O_1001565][bookmark: O_1001568][bookmark: O_1001567][bookmark: O_1001566][bookmark: O_1001564][bookmark: O_674998][bookmark: O_674999][bookmark: O_675002][bookmark: O_675003][bookmark: O_675006]Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
