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	Business Representative Name:


	Student/Learner Name:

	
Training Period :  From  _____________  to  ________________


Place a checkmark next to those skills the Business Representative will enhance and/or develop in the Supervised Field Experience.  An Additional Skills area is provided for those skills not listed in Major Skills. 

Please realize that the Supervised Field Experience MAY NOT include all skills. 

1. Troubleshoot problems related to applications and systems hardware and software.


 FORMCHECKBOX 

Apply problem solving skills 
 FORMCHECKBOX 


Utilize available resources


 FORMCHECKBOX 

Replace and repair hardware components 
 FORMCHECKBOX 


Run diagnostics


 FORMCHECKBOX 

Recover an inoperable device  
 FORMCHECKBOX 


Identify hardware components


 FORMCHECKBOX 

Resolve device conflicts 
 FORMCHECKBOX 


Analyze network traffic


 FORMCHECKBOX 

Detect and remove viruses

2. Provide software support.


 FORMCHECKBOX 

Install and configure software on workstations 
 FORMCHECKBOX 

Detect and remove viruses


 FORMCHECKBOX 

Maintain hot fixes and service packs 
 FORMCHECKBOX 

Test new software proposals


 FORMCHECKBOX 

Install and configure software on server 
 FORMCHECKBOX 

Assist in software selection


 FORMCHECKBOX 

Work with software vendors 
 FORMCHECKBOX 

Install and maintain an operating system

3. Design, install and maintain network hardware and software.


 FORMCHECKBOX 

Configure network components 
 FORMCHECKBOX 

Provide support for communication equipment


 FORMCHECKBOX 

Add/maintain a network resource 
 FORMCHECKBOX 

Resolve device conflicts


 FORMCHECKBOX 

Implement and maintain network connectivity 
 FORMCHECKBOX 

Identify network equipment

4. Manage the network environment.


 FORMCHECKBOX 

Maintain back-up and recovery 
 FORMCHECKBOX 

Maintain network security


 FORMCHECKBOX 

Establish user accounts 
 FORMCHECKBOX 

Detect and remove viruses


 FORMCHECKBOX 

Add/maintain a resource 
 FORMCHECKBOX 

Test and certify equipment


 FORMCHECKBOX 

Monitor network traffic
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5. Communicate effectively.


 FORMCHECKBOX 

Prepare written communication at receiver’s
 FORMCHECKBOX 

Educate users



 level of understanding 
 FORMCHECKBOX 

Train the trainer


 FORMCHECKBOX 

Communicate orally with peers, customers, 
 FORMCHECKBOX 

Use the appropriate communication tool



and vendors 

6. Create and maintain documentation.


 FORMCHECKBOX 

Document troubleshooting 
 FORMCHECKBOX 

Develop checklists


 FORMCHECKBOX 

Manage software licenses 
 FORMCHECKBOX 

Document standard and workstation


 FORMCHECKBOX 

Inventory resources

configurations


 FORMCHECKBOX 

Document standards
 FORMCHECKBOX 

Record the process of installation


 FORMCHECKBOX 

Document topology and protocols

7. Schedule and plan upgrade of network and applications hardware and software.


 FORMCHECKBOX 

Determine priorities and schedule time 
 FORMCHECKBOX 

Plan for capacity


 FORMCHECKBOX 

Assist in the development of standards and 
 FORMCHECKBOX 

Research hardware and software



adhere to standards 
 FORMCHECKBOX 

Provide technical recommendations


 FORMCHECKBOX 

Coordinate scheduling with others 
 FORMCHECKBOX 

Perform configuration management


 FORMCHECKBOX 

Plan for upgrades 
 FORMCHECKBOX 

Identify technology required to meet needs

8. Participate in ongoing education


 FORMCHECKBOX 

Read periodicals and journals 
 FORMCHECKBOX 

Attend conferences


 FORMCHECKBOX 

Meet with vendors 
 FORMCHECKBOX 

Network with peers


 FORMCHECKBOX 

Identify technology required to meet needs 
 FORMCHECKBOX 

Attend training sessions

9. Perform preventive maintenance.


 FORMCHECKBOX 

Educate users 
 FORMCHECKBOX 

Clean equipment


 FORMCHECKBOX 

Reload operating systems 
 FORMCHECKBOX 

Detect and remove viruses


 FORMCHECKBOX 

Run workstation diagnostics 
 FORMCHECKBOX 

Assist with network design


 FORMCHECKBOX 

Monitor network traffic 
 FORMCHECKBOX 

Plan for capacity

10. Perform disaster recovery. 


 FORMCHECKBOX 

Maintain and backup recovery 
 FORMCHECKBOX 

Develop a disaster recovery plan


 FORMCHECKBOX 

Determine sparing 
 FORMCHECKBOX 

Test the disaster recovery plan


 FORMCHECKBOX 

Maintain inventory
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