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Monash University Staff ICT Skills Matrix – Managers’ Guide


Purpose:

The IT Skills Matrix, originally implemented to guide Professional Staff, has been further developed to encompass a range of roles and responsibilities 

which may be required of Monash Managers.  Information, Communication and Technology Skills are considered core requirements for all staff at 

Monash and are included in this version.

Advanced skills cover administration of Monash systems, which individual Managers may identify as part of their role.

Also included are new resources for “mobile managers”.

It should be noted that this ICT Skills Matrix is intended as a guide only, as requirements of Faculties and Divisions differ throughout the University.

Training Needs Analysis – Online Assessment Tools:

· Online tools are available to assist staff in assessing their IT skill levels to provide an individual training needs analysis.

· Pre Test quizzes are based on 8 core Information, Communication and Technology modules.

· To access the Pre Tests, log on to my.monash portal, click on COMPUTER TRAINING

· Follow the link to Check out the self-paced computer training.

· Work through the PRE TEST AND ASSESSMENT quizzes to determine your training needs.

· Consult the Skills Matrix for Monash Training Resources to upgrade your skills in required areas.

Core IT Skills Categories: 

All staff within Monash require basic IT skills to work efficiently within the Monash environment, defined as 3 core categories:

· General Computing 

· Communications, including The Mobile Manager for those who require a flexible work environment.
· Document Management

Advanced Skills - Monash Internal Systems:

These categories cover skills required to use Monash systems, which may be considered a Manager’s responsibility, depending on individual roles and Faculty requirements. 

· Learning Management systems (Blackboard, Sakai, InterLearn, Moodle)

· Student Records Management (Callista)  

· Project Management

· Web Content Management System (Teamsite) and Web Publishing

· Financial Management (SAP)

Appendix: Key to Training Resources - Consult the range of suggested training programs provided by external vendors and some Faculties
	IT Skills Category 1: 

General Computing


	Skills Requirement
	 Monash Training Resources 

	Ability to work efficiently and effectively using a PC 

	Develop familiarity with and understanding of use of a computer and general IT concepts:

· Files and file management

· Operating system

· Proficient with the common types of software e.g. Email, word processing

· Printing

· Basic understanding of the University network e.g., Novell


	Online:

· Getting Started : my.monash portal guide


Instructor led courses:

· Electronic File Management on your desktop
Faculty courses: Faculty of Arts

Introduction to Windows Explorer & File Management

Reference reading:

· Excellent introductory books about Microsoft Office and other general computing programs are available from the Monash University Library and the Campus Bookshop. 
· Use the Search option in the Library Catalogue to search for books.



	IT Skills Category 2: 

Communications


	Skills Requirement
	Training Resources 

	Communicate effectively within the Monash Intranet


	my.monash portal
· Logging on – username and password

· Checking personal info e.g., email quota

· Customizing my.monash channels


	Online guide:

· Getting Started : my.monash portal guide


 Online help:

· Log in to the my.monash portal and click on Help at the bottom of the screen.

	Use Online Calendar for scheduling Meetings and Appoinments
	Netscape Calendar - Core skills:

· Check and manage your own Agenda

· Schedule appointments with other staff agenda

· Act as designate for a staff member

· Schedule appointments on his/her behalf

· Filter appointments

· Book Resources

Lotus Notes Calendar – Core skills

· Schedule Meetings

· Create Calendar entries

· Respond to Meeting invitations

· Modify Meetings


	Online:

Netscape Calendar

Faculty courses: Faculty of Medicine:

· Working with Netscape Calendar Resources
Staff Development Resources

· MMS Calendar
Lotus Notes Calendar

Staff Development Resources

· Monash Messaging : Lotus Notes

	Use Monash email to communicate with staff and other stakeholders

	Email - Core skills:
Mozilla Thunderbird

· Sort messages by category

· Locate messages using certain criteria

· Create and manage mail folders

· Message filtering

· Set up personal address book

· Set up out of office auto reply 

· Mailing lists

· Groups

· Dealing with Spam

Lotus Notes

· Compose a Mail message
· Working with Mail Folders

· Receiving and replying to Mail

· Working with Mail Filters

· Creating Mail Stationery (Templates)

· Addressing Mail using Contact Lists and the Monash Directory Service

· Searching of Mail for Messages

· Setting up Mail Signature

· Creating and working with To Do lists


	Online:

General
ITS Resources
· ITS - Monash Email
· Spam Filtering
· Vacation Message
· Student Mailing Lists and Groups
Mozilla Thurnderbird

ITS Resources
· Mozilla Thunderbird and Mail Guide
Staff Development Resources

· Managing your Email
Lotus Notes
Staff Development Resources
· Monash Messaging : Lotus Notes 


	Electronic communication protocols


	Understand Monash policies on the acceptable use of IT facilities and the University network

· Understand email and internet use etiquette

· Awareness of Electronic Mail Recordkeeping Protocol


	Online:

· Read the Monash IT Use Policy – staff and other authorized users
· Refer Records Management Office web site:

Electronic Mail Recordkeeping Protocol


	The Mobile Manager
	Resources for Managers or “nomadic workers” who require a flexible work environment.

· Security at Home – virus software

· PDAs

· Wireless Network


	· ITS Travellers Guide to IT
· IT Security at Home
· PDA Guide
· Wireless Networking at Monash





	Monash Internal Systems Category 1: 

Learning Management System – Blackboard (part of MUSO – Monash University Studies Online) 
	Skills Requirement
	Training Resources

	Flexible learning materials for student centered learning using Blackboard Learning Management System


	· Adding content to Sections using tools such as Goals, Learning Modules, Weblinks, Media Library
· Adding Files to Sections

· Creating and editing Announcements and Discussions lists

· Using the Grade Book

· Creating and editing Assignments

· Managing Assignment Submissions

· Creating and editing Assessments

· Managing Assessments

· Using the Group Manager for Group Assignments

· Using Selective Release for Assignments and Assessments


	Staff Development Workshops

· Blackboard Training


	Monash Internal Systems Category 2: 

Student Records Management

	Skills Requirement
	Training Resources

	Callista Student Information System for academic and student management,  developed by Callista Software Services to accommodate the majority of business functions that are associated with student administration. 


	· Processing student records for admissions, enrolments, advanced standing, course completion, marks and grades, fee information and other required functions 

· Run pre-defined reports to extract data from Callista
	Instructor led courses:

See Callista training provided by Integrated Administrative Systems (IAS) Project at http://www.adm.monash.edu.au/ias/Callista/Training/


	Monash Internal Systems Category 3: Project Management
	Skills Requirement
	Training Resources

	
	Must be able to plan and manage projects by creating work schedules, activity schedules, time scales and timelines. 

Manage associated budgets in order to deliver projects on time, within cost and at the required quality level.

Measure progress and monitor performance and results; keep work on track.
Interpersonal skills, ability to communicate effectively,

Negotiation skills

Time Management

Project Management
MS Project

	The ITS Division has implemented the Thomsett training program in formal project management for staff engaged in projects with an IT component.

Thomsett courses:

Thomsett Project Management Courses
Staff Development workshops: 

Communicating effectively at work
Negotiation at work
Managing your work, yourself and your time
Project Management
Microsoft Project
Interactive Tutorials
· Logon to my.monash, 
· In the Staff Resources tab, under Professional Development, select IT Training

· Under Online Training, select the link undertake an interactive tutorial

· Select Microsoft Project 2003, under Microsoft Office 2003



	Monash Internal Systems Category 4:

Financial Management (SAP)


	Skills Requirement
	Training Resources

	SAP R/3 for financial, human resource and payroll management. 


	SAP

· General ledger, cost centers and fund codes

· IDNs

· Purchase orders

· Basic reporting

· Human Resources
	See SAP Roles below for clarification on which courses are appropriate 

Training is provided by Integrated Administrative Systems (IAS) at:

Monash SAP Training


	Monash Internal Systems Category 5:

Web Content Management System (Teamsite) 


	Skills Requirement
	Training Resources

	Content Management (Teamsite) 

Authors

Approvers

Web Publishing

Writing For The Web


	To be able to submit Word, Excel, PowerPoint, PDF, and HTML documents to the Content Management system

· be able to log into TeamSite using Standard Interface 

· be able to view workarea within TeamSite 
· be able to view file status with TeamSite 
· be able to access TeamSite functions via menus 

· be able create/edit a word document and submit to TeamSite 

· be able to create/edit a PowerPoint presentation and submit to TeamSite 
· Using approved templates

· Version Control

· Workflow

· Approval of content

Preparing content for Monash web pages


	Staff Development workshops:

TeamSite for Administrators
Teamsite for Authors
CMS Approvers
Staff Development workshops:

Web Fundamentals
Writing for the web


Introduction to Dreamweaver 8
Web Style Guide



 APPENDIX: Key to Training Resources  

Online Pre test and Assessment:

A series of modular, self- paced multiple-choice quizzes assist users to test their existing skills and view their results score.  

This forms the basis of the Matrix’s Training Needs Analysis and is not mandatory to complete. 
Based on results, individual staff access ICT Skills Matrix Training Resources and select their preferred training method.. 

Online Courses:

ITS and other training providers offer a range of online courses and guidelines from the ITS web site: http://www.its.monash.edu.au/training/
Monash Learningfast online tutorials: 

The TEACHME program provides online Pre test tools, online tutorials, online manuals. 
To access, login to the my.monash portal, access the Computer Training channel, click on the link to Check out the self-paced computer training
Select the required TeachMe training tutorial from the list displayed, or an online manual.

These online courses are also available from the Computer Resources Guide CD-ROM distributed by ITS.

Instructor Led Courses:
· Staff Development Unit instructors provide a wide range of courses conducted at ITS training labs at Clayton, and other campuses by arrangement

· Monash Short Courses Center offers low cost short courses on a range of topics including computer skills training.

· Monash IT provides IT education and skills training to professionals 
· Faculties:  Some faculties provide instructor led training programs specifically for their staff. Check the Training Contacts list below for details.

      Training Resources Contacts:

IT Training Manager - mailto:Christine.Walker@its.monash.edu.au 

Staff Development Unit - mailto:Julie.Spencer@adm.monash.edu.au     


Faculty of Arts - mailto:Stuart.Lees@arts.monash.edu.au


     

Faculty of Business and Economics - mailto:Wendy.Plones@buseco.monash.edu.au
Faculty of Education - mailto:David.Yammouni@education.monash.edu.au
Faculty of IT - mailto:Max.Baldwin@infotech.monash.edu.au
Library - justin.uilderks@lib.monash.edu.au

       SAP - mailto:Liz.Triffitt@its.monash.edu.au






Callista - mailto:Liz.Triffitt@its.monash.edu.au

WebCT workshops - refer web site: http://www.monash.edu.au/muso/training/index.html
Archives Services – refer web site http://www.adm.monash.edu.au/records-archives/rmo/
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