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UNIT 26
Estimate and control production costs

This unit covers financial aspects of production work: how you devise cost-effective methods of production, how you demonstrate financial projections to your colleagues, and how you evaluate the outcome.

Element 26.1
Prepare production specifications

You must be able to: 

a. create a complete and accurate manufacturing specification

b. prepare typesetting and repro specifications for quotation working from a designer’s brief

c. prepare an estimate request in which the processes and materials specified are appropriate and technically feasible

d. select within organisation guidelines suppliers suitable to carry out the work specified

e. recognise, and know how to achieve, the level of quality appropriate to the title’s intended market

f. identify elements in the specification which are distorting cost or production schedule and be prepared to propose alternative solutions

g. define how you want the suppliers’ estimates to be broken down for purposes of comparison

You need to know: 

· how machinery used for typesetting, repro, printing and binding can deliver the product you are specifying

· how the product will be delivered to typesetters and/or printers (e.g., as a PostScript or PDF file), and what problems could be encountered in outputting the product

· standard and economical book and journal sizes and page extents

· suitable qualities and weights of materials specified

· binding styles and available materials

· technical needs of books and journals of different types (e.g. illustrated, text only, colour or monochrome) and with differing quality requirements

· who are the appropriate suppliers for different types of production, and their likely availability of production capacity

· how and when print-on-demand technology can be used to deliver the product, and how they should be handled

· the significance of different colour schemes and models, especially RGB and CMYK, and their appropriate use

· what is the appropriate process and equipment required to produce the book or journal as specified

· the exact form in which press material is being supplied to the manufacturer, and its suitability.

· packing and delivery requirements

· your organisation’s policy on suppliers, credit terms, supply of materials

· any special factors, e.g. imprint changes or co-edition printings

· impact of varying print quantities on likely pricing

· your organisation’s structure and divisions of responsibility.

· the tax implications of the format in which you are publishing

UNIT 26
Estimate and control production costs

Element 26.2
Produce production estimates

You must be able to: 

a. use price scales in operation in your organisation

b. analyse estimates provided by manufacturers and ensure completeness and comparability

c. assess the most suitable supplier overall on whose prices to base your calculations

d. select suitable materials and calculate material costs, if appropriate

e. present a clear and accurate production estimate of all costs

f. present a variety of print/price options where required

g. inform those responsible of budget overruns and unworkably high costs and recommend alternative solutions. 

You need to know: 

· your organisation’s policy relating to the choice of suppliers

· what price scales are in use in your organisation

· the technical background on which to make informed judgements about the suitability of suppliers and to assess prices quoted

· how the product will be delivered to typesetters and/or printers (e.g., as a PostScript or PDF file)

· how to calculate material requirements and the suitability of materials for processes being used

· the impact of print-on-demand, fixed and variable costs and run-on costs on the viability of a publishing project

· how to present alternative print/price options, including discount and royalty structures in use in your organisation

· how to present financial evaluations of co-editions and other special deals according to the practice within your organisation

· delivery costs and methods, freight and customs clearance procedures as appropriate

· your organisation’s structure and division of responsibility

UNIT 26
Estimate and control production costs

Element 26.3
Check and record production costs

You must be able to: 

a. check invoices against estimates and orders and approve for payment

b. record costs invoiced in accordance with organisation policy

c. check materials usage and record costs of materials used, as required by your organisation’s internal systems, if appropriate

d. identify variances between invoices and estimates and take up with suppliers as appropriate

e. discuss with your manager or other appropriate individuals any significant overspends against budget which you identify

f. record historical information relating to suppliers and costs, as required by your organisation’s internal systems

You need to know: 

· how to access final estimates and orders

· the trade tolerances which apply to the invoices you check, including those relating to materials usage

· the terms of trade applicable to your suppliers

· trade practice relating to invoicing and payment

· the respective responsibilities taken in your organisation by the production and bought ledger departments

· the techniques of analysing expenditure/budget variances

UNIT 27
Estimate and control electronic publication costs

This unit covers financial aspects of electronic publishing work: how you devise cost-effective methods of publication, how you demonstrate financial projections to your colleagues, and how you evaluate the outcome.

Element 27.1
Prepare and produce publication specifications

You must be able to: 

a. create or obtain a complete and accurate technical specification for the electronic publication

b. prepare hardware, software, support and service specifications for quotation working from a designer’s brief

c. research, identify and state what service level agreements are required

d. select within organisation guidelines suppliers suitable to provide the services specified

e. recognise, and know how to achieve, the appropriate level of service and quality for the electronic publishing operations

f. identify elements in the specification which are distorting cost or publication schedules and be prepared to propose alternative solutions

g. define how you want the suppliers’ estimates to be broken down for purposes of comparison

h. analyse estimates provided by suppliers and ensure completeness and comparability

i. assess the most suitable supplier overall

j. present a clear and accurate publication estimate of all costs

k. inform those responsible of budget overruns and unworkably high costs and recommend alternative solutions. 

You need to know: 

· the technical background on which to make informed judgements about the electronic publication, the suitability of suppliers and to assess prices quoted

· how the product will be delivered to typesetters and/or printers (e.g., as a PostScript or PDF file), and what problems could be encountered in outputting the product for print-on-demand, offline or online use

· how hardware and software used for hosting or disseminating digital content (e.g. Websites, e-mail newsletters, CD-ROMs, DVDs, etc) can deliver the services you are specifying

· technical needs of online and/or offline electronic publications of different types (e.g. server-side includes, scripting languages, databases, programs, etc) 

· how to calculate service requirements and the suitability of hardware and software for processes being used

· the significance of the RGB colour scheme and CMYK model, and the appropriate use of each

· who are appropriate suppliers, and their likely resources capacity 

· how to interpret and measure service level agreements

· what is the appropriate process, hardware and software required for the electronic publication as specified

· your organisation’s policy relating to the choice of suppliers, credit terms, supply of services and hardware

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

· organisation structure and divisions of responsibility.

· the tax implications of the format in which you are publishing

UNIT 27
Estimate and control electronic publication costs

Element 27.2
Investigating and defining requirements
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres

You must be able to: 

a. obtain and analyse information about the system to be developed, to identify specified needs and constraints, clearly recording the results in an agreed format

b. obtain and analyse editorial and design information to identify system requirements and to prioritise needs

c. specify the content and format of requirement definitions and maintain records

d. check the identified needs, constraints and priorities with colleagues in other departments

You need to know: 

· how to identify the needs and constraints in information provided by colleagues, in terms of data, functionality and capacity (e.g. numbers of users, data storage)

· how to eliminate any defects in information, including inaccuracies, duplications, omissions, inconsistencies and redundancies

· how the system will be compatible with existing systems

· the physical environment in which system will be used

· the development timescale

· any financial, regulatory or reliability constraints and/or requirements

UNIT 27
Estimate and control electronic publication costs

Element 27.3
Check and record publication costs

You must be able to: 

a. check invoices against estimates, orders and service levels, and approve for payment

b. record costs invoiced in accordance with organisation policy

c. check service levels, service usage and record costs of services or equipment or hardware used, as required by your organisation’s internal systems, if appropriate

d. identify variances between invoices and estimates and take up with suppliers as appropriate

e. discuss with your manager or other appropriate individuals any significant overspends against budget which you identify

f. record historical information relating to suppliers and costs, as required by your organisation’s internal systems

You need to know: 

· how to access final estimates and orders

· the trade tolerances which apply to the invoices you check, including those relating to service usage

· the terms of trade applicable to your suppliers

· trade practice relating to invoicing and payment

· the respective responsibilities taken in your organisation by the production and bought ledger departments

· the techniques of analysing expenditure/budget variances

UNIT 28
Create and control production and publication schedules

This unit addresses the scheduling of titles in production: how you can use your knowledge and experience to plan a production schedule and how, once it is agreed with your colleagues, you can implement it in a flexible and achievable manner.

Element 28.1
Create production and publication schedules

You must be able to: 

a. create a complete and realistic production or electronic publication schedule making reasonable allowances of time for the processes and development work required

b. liaise with suppliers, developers, designers, freelancers and colleagues to ensure scheduled activities or targets are achievable

You need to know: 

· the complete production or electronic publication specification and how it is to be implemented

· the lead times typically required by suppliers, developers, designers and freelancers to complete the necessary processes

· the lead times typically required for the supply of materials if necessary

· how and when print-on-demand technology can be used to deliver the product, and how they should be handled

· how the product will be delivered to typesetters and/or printers (e.g., as a PostScript or PDF file), what problems could be encountered in outputting the product and the delays these can cause

· the time required by your internal colleagues for checking and approving proofs, user-testing and validation, and for performing other editorial functions, e.g. co-editions

· the required end date for the production process, i.e. how far in advance of publication finished copies are required

· time needed between completion of production and delivery to warehouse

· the technical processes on which the schedule depends

· the areas where delays may occur and where time can be saved if necessary

UNIT 28
Create and control production and publication schedules

Element 28.2
Control the production and publication schedule 

You must be able to: 

a. ensure that the production and publication schedule is adhered to by suppliers, developers, designers, freelancers, and internal colleagues

b. communicate variations in the schedule to colleagues and relevant suppliers, developers, designers and freelancers

c. negotiate with suppliers to achieve time savings if necessary

d. ensure that all necessary actions are taken and processes performed to facilitate the meeting of key schedule dates

You need to know: 

· the technical processes on which the schedule depends

· how the product will be delivered to typesetters and/or printers (e.g., as a PostScript or PDF file), and what problems could be encountered in outputting the product

· the requirements of colleagues in your organisation for materials or content or elements generated by the production process

· the lead times required by suppliers to perform the required processes

· the potential use of print-on-demand technology

· when it is necessary or appropriate to progress chase individual processes in the schedule

UNIT 29
Control new title production

This unit covers all aspects of controlling the production of new titles. Key requirements are typically accuracy in conveying your organisation’s expectations for the particular title to suppliers, attention to detail, maintenance of schedules and an awareness of the impact of cost.

Element 29.1
Place orders

You must be able to: 

a. create clear and complete purchase orders for all processes required

b. ensure that all details are accurate and consistent with the specification and the suppliers’ estimates

c. ensure that all special requirements — additional delivery addresses, extra proofs, running sheets, and so on — are included in the order

d. select materials appropriate for purpose

e. create full and accurate materials purchase orders if appropriate

f. include any particular terms or conditions attaching to the orders being placed

You need to know: 

· the full specification of the title to be ordered, the final print quantity and the suppliers selected

· the schedule required

· the ordering systems in use within your organisation and the terms on which orders are placed

· the needs of your colleagues for press materials and other special requirements

· the technical capabilities of the suppliers selected to perform the processes required

· the availability of appropriate capacity to meet required scheduling demands

· technical requirements for any materials ordered and their suitability for their intended use

· the standard of quality required, and how it is to be achieved

UNIT 29
Control new title production

Element 29.2
Control quality

You must be able to: 

a. implement appropriate proofing quality control procedures

b. identify shortfalls in quality standards of repro, printing, binding or materials

c. negotiate remedies with suppliers in the event of shortfalls in quality standards

d. communicate shortfalls in quality to appropriate colleagues in your organisation

You need to know: 

· the level of quality required for an individual title

· the technical background to the processes performed

· how the product will be delivered to typesetters and/or printers (e.g., as a PostScript or PDF file), and what problems could be encountered in outputting the product

· the significance of the RGB colour scheme and CMYK model, and the appropriate use of each

· the capabilities of machinery and processes used to create acceptable quality levels

· how to communicate and negotiate effectively with others

UNIT 29
Control new title production

Element 29.3
Control dispatch and delivery

You must be able to: 

a. provide detailed and accurate instructions for the packing, labelling and transportation of finished books and journals

b. communicate clearly with printers and shipping companies the dispatch and delivery needs of individual titles

c. monitor the delivery programme and its cost and inform your colleagues accordingly

You need to know: 

· the cost and comparative speed of methods of transportation and delivery

· the packing and palletisation requirements of your distribution company; and of any other company or organisation to which books or journals are being dispatched

· any delivery restrictions operated by your distribution company or other destination addresses.

· the terms under which goods are shipped — FOB, CIF — and what they mean, and the importance of commercial invoices and bills of lading where required

· the additional costs you may incur through incomplete understanding of these terms and requirements

· applicability of customs restrictions impacting on certain types of imported books and journals

· the packaging and labelling systems in use by your suppliers

· stock control systems and procedures in use at your distribution company

· release procedures in use at your distribution company

· the names and contact details of freight companies used by your organisation

UNIT 29
Control new title production

Element 29.4
Maintain plant and plant records

You must be able to: 

a. ensure the protection of plant created in the course of production for reprinting or reuse

b. ensure access to plant held either by your own organisation or on your behalf at another location

c. maintain appropriate records of how and where plant is stored

d. ensure that the value of plant for reuse is not negated by technological change or by adoption of new systems

You need to know: 

· the form in which plant is held either within your own organisation or by typesetters and printers, and its suitability for reuse

· the application of software packages and electronic storage mechanisms

· the processes used by printers and typesetters and the opportunities they present for reuse of plant

· the impact on plant stored at printers and typesetters of changes to systems and production practice

· the ownership of plant, cost of storage of plant, and the conventions governing its movement between suppliers

· your organisation’s requirement for the storage and potential exploitation of plant held

· your organisation’s own IT capacity to create or adapt digital content or data

· how to manage, store and retrieve information

UNIT 30
Control reprints

This unit covers all aspects of controlling the production of reprints. Key requirements are typically accuracy in conveying your organisation’s expectations for the particular title to suppliers, attention to detail, maintenance of schedules and an awareness of the impact of cost.

Element 30.1
Place reprint orders

You must be able to: 

a. identify where plant is held for the title in question and evaluate whether a change of supplier should be considered

b. compare reprint estimates from existing and new suppliers

c. create clear and complete purchase orders for all processes required

d. ensure that any changes or alterations required are communicated to the suppliers, and that all details are accurate and consistent with the specification and the suppliers’ estimates

e. ensure that any special requirements — additional delivery addresses, extra proofs, running sheets, and so on — are included in the order

f. create full and accurate materials purchase orders if appropriate.

g. include any particular terms or conditions attaching to the orders being placed

h. ensure that quality standards are maintained from printing to printing

i. ensure the delivery of reprints on schedule

You need to know: 

· how plant records are maintained within your organisation

· any changes to the status or cost structure of the supplier previously responsible for the title in question

· what additional processes a new supplier may have to undertake and what the impact will be on cost and timing

· the full specification of the title, the final print quantity and the suppliers selected

· the schedule required to meet stock needs

· the ordering systems in use within your organisation and the terms on which orders are placed

· the technical capabilities of the suppliers selected to perform the processes required

· the availability of appropriate capacity to meet required scheduling demands

· how and when print-on-demand technology can be used, and how they should be handled

· technical requirements for any materials ordered and their suitability for their intended use

· the standard of quality required, and how it is to be achieved

UNIT 30
Control reprints

Element 30.2
Control quality

You must be able to: 

a. identify shortfalls in quality standards of printing, binding or materials

b. negotiate remedies with suppliers in the event of shortfalls in quality standards

c. communicate shortfalls in quality to appropriate colleagues in your organisation

You need to know:

·  the level of quality achieved in previous printings

·  the technical background to the processes performed

·  the capabilities of machinery and processes used to achieve acceptable quality levels

·  how to communicate and negotiate effectively with others

UNIT 30
Control reprints

Element 30.3
Control dispatch and delivery

You must be able to: 

a. provide detailed and accurate instructions for the packing, labelling and transportation of finished books and journals

b. communicate clearly with printers the dispatch and delivery needs of each title

c. monitor the delivery programme and its cost and inform your colleagues accordingly

You need to know: 

· the cost and comparative speed of methods of transportation and delivery

· the packing and palletisation requirements of your distribution company; and of any other company or organisation to which books or journals are being dispatched

· any delivery restrictions operated by your distribution company or other destination addresses

· the terms under which goods are shipped — FOB, CIF — and what they mean, and the importance of commercial invoices and bills of lading where required

· the additional costs you may incur through incomplete understanding of these terms and requirements

· applicability of customs restrictions impacting on certain types of imported titles

· the packaging and labelling systems in use by your suppliers

· stock control systems and procedures in use at your distribution company

· release procedures in use at your distribution company

· the names and contact details of freight companies used by your organisation

UNIT 30
Control reprints

Element 30.4
Maintain plant and plant records

You must be able to: 

a. ensure the protection of existing plant for future reprinting or reuse

b. ensure access to plant held either by your own organisation or on your behalf at another location

c. maintain and update appropriate records of how and where plant is stored

d. ensure that the value of plant for reuse is not negated by technological change or by adoption of new systems

You need to know: 

· the form in which plant is held either within your own organisation or by typesetters and printers, and its suitability for reuse

· the application of software packages and electronic storage mechanisms

· the processes used by printers and typesetters and the opportunities they present for reuse of plant

· the impact on plant stored at printers and typesetters of changes to systems and production practice

· the ownership of plant, cost of storage of plant, and the conventions governing its movement between suppliers

· your organisation’s requirement for the storage and potential exploitation of plant held

· your organisation’s own IT capacity to create or adapt digital content or data

UNIT 31
Purchase print and materials

This unit is concerned with buying the materials and services required to achieve your organisation’s requirements in terms both of quality and price. In the production environment confidence in the ability of suppliers to provide first-class service and of materials you buy to perform effectively is often as important as competitive pricing.

Element 31.1
Select suppliers

You must be able to: 

a. identify suppliers with equipment, capacity and pricing levels appropriate to the needs of your organisation

b. ensure that suppliers selected are appropriate to the types of title they are asked to produce

c. ensure that suppliers selected are financially sound, well managed and reliable in the services they provide

d. monitor performance of suppliers to ensure that they fulfil the needs of your organisation in terms of service, quality and pricing levels

e. justify your decisions in supplier selection to your colleagues, and communicate any default on commitments suppliers may have made which will impact on schedules or pricing

You need to know: 

· the equipment most suitable for the various kinds of title your organisation produces

· that a supplier has sufficient capacity or facilities to meet the schedule required

· the cost structure — or price scales, if applicable — operated by suppliers

· the quality required by your organisation and your suppliers’ ability to meet it

· how to identify the difference between a range of analogue and digital printing processes, e.g. offset, lithography, print-on-demand, etc

· the range of available suppliers suitable for the titles your organisation produces

· any services which the supplier cannot provide in house which might need to be outsourced

· your organisation’s policy on supplier selection; and any restrictions on individual suppliers your organisation may impose.

· the implications of reprints

· the implications of print-on-demand technology

UNIT 31
Purchase print and materials

Element 31.2
Identify technical opportunities

You must be able to: 

a. understand fully editorial, design and other publishing briefs, and the scope for permissible variations from them

b. appreciate the impact of new technical opportunities as they arise

c. communicate the benefits of unfamiliar techniques, and cost savings available from them, to appropriate colleagues

d. ensure that core requirements for a particular title are not jeopardised by adopting unfamiliar techniques or by false economy

e. stay up to date with developing technologies and how they may impact on your own business

You need to know: 

· about computer systems and relevant software packages

· your organisation’s own IT capacity to create or adapt digital content and data

· the difference between a publication that is solely electronic and one that is an electronic version of a printed publication

· the cost implications of available technologies, including print-on-demand, and their impact on the production process

· the impact of new technologies on other parts of the production process and on colleagues’ working practices if appropriate

UNIT 31
Purchase print and materials

Element 31.3
Purchase print 

You must be able to: 

a. specify the print services required and ensure that they are complete and accurate; and that they are appropriate to the supplier selected

b. communicate your requirements to suppliers and secure necessary confirmation

c. create full, accurate and unambiguous orders covering all aspects of your requirement

d. ensure that any changes to your specification and orders are confirmed in writing

e. ensure that any cost variations resulting from changes to specifications are confirmed by the supplier in writing prior to actioning

f. compare invoices against estimates and account for any variations

g. ensure that any dealings with suppliers which are liable to impact adversely on cost or timing are communicated to appropriate personnel within your organisation

You need to know: 

· how to identify the difference between a range of analogue and digital printing processes, e.g. offset, lithography, print-on-demand, etc

· the facilities and equipment of suppliers with whom you are dealing

· the suitability of suppliers to fulfil the services you require in terms of quality and service levels

· the credit terms and other terms of trade applicable to individual suppliers

· your organisation’s policy on supplier selection

· conventions and customs of the trade governing relations between publishers and suppliers

· the structure of a supplying company and the key individuals within it

· how to deal with defaults by suppliers or other failures or disputes

UNIT 31
Purchase print and materials

Element 31.4
Specify and purchase materials

You must be able to: 

a. decide what materials are suitable for the manufacture of a particular title and how they can be used to best effect

b. produce a paper order including a full technical specification

c. judge the quality and suitability of samples submitted by paper merchants or printers

d. explain to colleagues in your organisation the benefits and disadvantages of individual paper qualities and types

e. calculate paper usage and costs using defined formulae

You need to know: 

· your organisation’s buying policy for paper and other materials

· how to calculate paper sizes for book and journal formats

· how to calculate amounts of paper required for particular jobs

· types of paper for different kinds of books and journals and their suitability for printing and binding machinery

· suitable weights of paper for individual titles

· grain direction

· bulk factors

· the advantages and disadvantages of asking printers to supply materials

· range of costs for papers of varying types

· your organisation’s systems for holding and valuing paper stocks

· specific paper requirements for sheetfed and heatset and coldset web printing

UNIT 31
Purchase print and materials

Element 31.5
Open a new supplier account

You must be able to: 

a. discuss with your colleagues the need for opening a new account, and communicate all necessary information about it

b. evaluate the suitability of new suppliers for the types of production you require and the needs of your organisation

c. ensure that credit terms and all terms of trade are agreed before business begins

d. identify risks associated with working with an unknown supplier

e. assess potential volumes of business and communicate them to the supplier

You need to know: 

· your organisation’s policy for supplier selection

· the technical, service and pricing requirements of the work you are proposing to place

· the equipment, capacity, quality levels and pricing structure of the supplier with whom you propose to do business

· that the supplier is financially sound

· any changes to existing working practices which will be required to accommodate a new supplier

· the policy of your organisation on credit terms and any other relevant terms of trade

UNIT 32
Control electronic publications

This unit is concerned with controlling the creation of key elements of electronic publications: the software and user tools needed to enable users to interact with digital content. Key requirements typically include managing the development of software, its quality and especially the security of all electronic publications.

Element 32.1
Managing software development
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres

You must be able to: 

a. create and implement comprehensive procedures covering planning, development, monitoring progress and quality assurance

b. provide guidance on specified organisational requirements and procedures to colleagues

c. provide general control and guidance to ensure compliance with organisational requirements and selected procedures

d. review and update procedures and software development projects

e. develop the organisational strategy for software design and technical architecture

f. review completed software development projects to improve procedures and working practices

You need to know: 

· what organisational requirements and software development procedures are applicable to the organisation and to the project

· the organisational strategy for software design and technical architecture

· what development methodologies are suitable for projects

· what content is to be included in organisational requirements for software creation

· how to create detailed designs, software components and documentation

· how to create test strategies (methods, cases, sources and quantities of data), test and install software 

· how to create outline designs (data, functionality and capacity) and specify runtime environments (hardware and software)

· the form, content and structure of program designs

· the style for internal documentation of software components

· conventions for naming of software components (processes, data structures, inputs and outputs)

· format, content and presentation of maintenance documentation

· what strengths and weaknesses may occur in procedures and projects (e.g., efficient use of resources, good working practices, non-compliance with procedures and overruns in budgets or timescales)

UNIT 32
Control electronic publications

Element 32.2
Software development — component creation
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres

You must be able to: 

a. create detailed designs for software from given specifications 

b. create, test and debug software components based on detailed designs

c. select meaningful names for software components and their constituent items

d. build, test and debug software

e. use software development environment(s) effectively

f. make efficient use of available predefined functions

g. provide guidance on software creation and debugging to colleagues

You need to know: 

· specified and relevant organisational requirements and procedures for software development

· the content of detailed designs and software specifications

· available facilities of the development environment(s) in use

· the syntax and constructs of the programming language(s) in use

· available predefined functions of the programming language(s) in use

· the form, content and structure of program designs

· the style for internal documentation of software components

· conventions for naming of software components (processes, data structures, inputs and outputs)

· format, content and presentation of maintenance documentation

· how to create outline and detailed designs, software components and documentation

· how to specify runtime environments

· how to create test strategies (methods, cases, sources and quantities of data), and test and install software 

· how to create outline designs (data, functionality and capacity) and specify runtime environments (hardware and software)

UNIT 32
Control electronic publications

Element 32.3
Software development — design
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres

You must be able to: 

a. create detailed designs for software components

b. follow relevant organisational software development procedures

c. interpret requirements definitions

d. create software detailed designs and technical architectures

e. select and define runtime environments to be used

f. create software test specifications

g. provide guidance on creating software designs to colleagues

You need to know: 

· relevant and applicable software development procedures

· the contents of relevant types of requirements definition

· the content of software designs and test specifications

· the organisational strategy for software design and technical architecture

· the functionality and capability of available runtime environments

· how to create outline and detailed designs, software components and documentation

· how to specify runtime environments (hardware and software)

· how to create test strategies (methods, cases, sources and quantities of data)

UNIT 32
Control electronic publications

Element 32.4
System management
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres

You must be able to: 

a. make specified changes to system configuration

b. specify, gather and record all relevant information and communication technology (ICT) asset and configuration information

c. select configuration options to optimise system functionality and capacity

d. provide advice and guidance on system configuration

e. review system records against required functionality and capacity

f. identify and initiate actions required to ensure that the system meets functionality and capacity needs

g. create detailed operational continuity plans for ICT systems

h. specify the type of actions needed to ensure that systems meet current and future needs

i. contribute to the development of organisational policy for disaster recovery of and operational continuity plans for ICT systems

You need to know: 

· how to use specified system configuration facilities

· what types of ICT asset and configuration information (e.g., physical attributes and addresses, options sets, connections, locations, etc) are applicable to the systems in use and are to be recorded

· how available options for system configuration affect functionality and capacity

· what options are available for system configuration and how to configure the system

· current and anticipated needs for system functionality and capacity

· how changes in system configuration affect functionality and capacity

· relevant advances in technology and the potential impact of these advances

· the organisational policy for operational continuity of ICT systems

· the effects of organisational plans and policies on future needs for systems

UNIT 32
Control electronic publications

Element 32.5
System operation
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres

You must be able to: 

a. operate the system according to selected procedures

b. identify, resolve and report system faults

c. schedule operational activities to minimise disruption to system functionality

d. gather, collate and record operational information

e. assess and minimise risks related to your own actions

f. provide advice and guidance on system operation to colleagues

g. create and implement comprehensive operating procedures

h. review records and system operation to improve procedures and working practices

You need to know: 

· the types and content of operating procedures are applicable to the systems in use (e.g. required service levels, routine maintenance, monitoring, data integrity, consumables, health and safety, escalation, information recording and reporting, obtaining work permissions, security and confidentiality)

· how to operate the system, and the risks involved (e.g., loss or corruption of data, loss of service, damage to equipment, effects on customer operations, and financial, operational and legal risks)

· the expected capacity and functionality of the system during normal operation

· what faults can arise in the systems in use

· how to recognise and resolve system faults, and the resources available to resolve faults

· the effects of operational activities on system functionality

� This imported unit has been condensed and reformatted to meet the needs of and audience for the Publishing National Occupational Standards. For the original unit, please refer to the e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres.


� This imported unit has been condensed and reformatted to meet the needs of and audience for the Publishing National Occupational Standards. For the original unit, please refer to the e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres.
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