Technology Capstone Research Project

 This is a unit where you will get the opportunity to apply your acquired and consolidated knowledge you have gained through different units of your degree program. This is the culmination of your academic curriculum, where you will apply your talents and intellectual experience to solve some real-life engineering or IT problems in a group setting.  
 The experience gained through the capstone project is extremely important to have an  industry exposure in dealing with practical problems, to be professionals in the field, and to prepare you for future jobs.
It is important that you form a team of 3-4, select a project and sponsor/supervisor from the list on canvas as early as possible.  A list of available projects  will be published on canvas. By the end of the second week, you should finalise  your  project and confirm the availability of the respective supervisor to guide you through the project unit over the semester. Any exception to this, for example if you want to work alone, please contact the unit convenor by email ASAP.
Upon completion of the unit, you’ll also have the opportunity (if  your project is selected through a competitive process) to participate in the ITS capstone Project Expo 2021 to showcase your project in front of a range of industry professionals and to win Dean’s award for best projects in three different categories. However, the event is subjected to the Covid 19 situation in coming months, and it is quite possible, that we will hold this event on campus, if the social distancing measures are eased by end of the semester.
 It is important you utilise your time for the capstone project in the most effective way, for which you must apply your project management and time management skill appropriately.
 Good luck and hope you have an exciting experience. See you all  at the first workshop.
https://www.youtube.com/watch?v=yBs2Vb5Hf54
https://www.youtube.com/watch?v=0qOy_ojmiGI&feature=youtu.be


Lecture/ Workhop Schedule for ITS Capstone Projects S1, 2021
	Week
	Topic
	Instructor

	1
	Lecture & workshop -1 (Week 1)
· Introduction to capstone project unit
· Clarification of unit objectives, expectations, work arrangements and team formation.
· Explanation of project selection and allocation. 
· Project pitches from some Project Sponsors
	Dr. Girija Chetty
Tony Kwan
Walter
Selvakumar
Project Sponsors
 
 

	3
	Workshop-2 (Week 3)
· Teamwork and networking: essential workplace tools
· Problem definition and requirement analysis
Review and fine-tuning project scope and plan (Assignment A).
	Stefan Alexander
Tony Kwan
 

	6
	Workshop-3 (Week 6)
· Software development boot camp  
· Weekly logs (Assignment B).
	Dr. Girija Chetty
Walter Selvakumar
Tony Kwan

	7
	Workshop-4 (Week 7)
· An Introduction to Lean/Agile Ways 
· Important project management issues (2) – risk management and quality management
· Presentations and posters: how to communicate your core message effectively (Assignments E1 and E2)
 
	Industry Guest Speaker
Stefan Alexander
Dr. Girija Chetty
Tony Kwan 
 

	10
	Workshop -5  (Week 10)
· Remaining assessments & Peer evaluation
· Ethical issues in IT
	Tony Kwan/
Dr. Girija Chetty
Industry Guest Speaker

	11
	Workshop-6  (Week 11)
· Project Closure.
· Benefit Realisation. 
Final Report (Assignment E3). 
	Dr. Girija Chetty Tony Kwan 
Industry Guest Speaker

	
	Lecture Time :  Canvas Virtual  Room 
Workshop/ Tutorial:   Virtual Room 
	17:30 
19:30
(Monday)

	Note: Lecture and workshops will be held on alternative weeks. First, one and half hour will be utilised for lecture and the following one and half hour (optional) will be used for group discussion on the progress of project and consultation/ clarification with the lecturer/tutor.  Participation in workshops  is highly recommended which will benefit the project outcome. 



https://www.youtube.com/watch?v=yBs2Vb5Hf54&feature=youtu.be

https://www.youtube.com/watch?v=0qOy_ojmiGI&feature=youtu.be
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Week3: Lecture on quality management
https://www.dropbox.com/s/00w8ct4s9vzbyey/quality%20management.mp4?dl=0


Week6: Guest Lecture Video Lean Six Sigma
https://www.dropbox.com/s/aslmogzb8c8qqqf/sd1.mp4?dl=0

Week7: Oral and poster presentations
https://www.dropbox.com/s/87bn3ubanzi8js1/Oral%20and%20poster%20presentations.mp4?dl=0

Week7: Testing
https://www.dropbox.com/s/ybheru9eyc832b4/testing.mp4?dl=0

Ethics in IT Part 1.
https://www.dropbox.com/s/7ky87s3fvd2a4gr/Ethics%20in%20IT%20Part%201.mp4?dl=0

Ethics in IT Part 2
https://www.dropbox.com/s/3dbc51li7wdcxj8/Ethics%20in%20IT%20Part%202.mp4?dl=0

Ethics in IT Part 3
https://www.dropbox.com/s/39b99kynobrrhig/ethics%20in%20IT%20Part%203.mp4?dl=0

project closure
https://www.dropbox.com/s/4dy0pxyfs0o5l9c/project%20closure.mp4?dl=0

benefit realization
https://www.dropbox.com/s/n7s4xigigrzagnn/benefit%20realisation.mp4?dl=0
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ITS Capstone Unit 2020 S2
Requirement Analysis
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Challenges of requirement analysis

 (
7/08/2020
)

 (
2
)



Requirements

· What the customers wants?
· What they say they want?
· What they actually need?
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Process

Gather the correct info  make sense of the info  translate into workable requirements with measurable deliverables

Common errors (source: Young and Ralph – Effective Requirements Practices)
· Incorrect facts offered by customers
· Omission
· Inconsistency
· Ambiguity
· Misplaced requirements

7/08/2020
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Three key issues

· Lack of joint responsibility/ownership
· Ineffective requirements practices
· Solutions rather than requirements e.g. I want you to develop a secure solution using WiFi standard 802.11n with WPA-AES
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Consider the SMART objectives
· Specific
· Measurable
· Attainable
· Relevant
· Timely

7/08/2020
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Alternate definitions (no correct definitions, adapt to your own needs)

	
	Letter
	Most common
	Alternatives
	

	
	S
	Specific
	Strategic, simple
	

	
	M
	Measurable
	Motivating (Source: One Minute Manager)
	

	
	A
	Achievable
	Agreed, attainable, action- oriented, ambitious, aligned with corporate goals
	

	
	R
	Relevant
	Realistic, resourced, reasonable
	

	
	T
	Timely
	Time-bound, Trackable (Source: One Minute Manager), Time- based, time limited, Traceable
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Industry standards
· IEEE
· 50 standards on software development
· PMI
· certification as a professional in business analysis
· IIBA
· BABOK
· business analysis planning and monitoring
· elicitation
· enterprise analysis
· requirements analysis
· solution assessment and validation
· management and communication































Developing requirements
· Requirements elicitation
· Requirements analysis
· Requirements specification
· Requirements validation
· Requirements management
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Requirements elicitation – key factors

· Right sources
· Right information
· Right techniques
· Clear organisation, evaluation and understanding
· Accurate reporting

7/08/2020
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Elicitation planning

· Develop a strategy - who, what, how, when, where, why
· Primary sources
· Secondary sources
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Elicitation questions

· Research questions
· Detailed questions
· Directive questions
· Meta questions
· Open-ended questions
· Close-ended questions





Examples
Research questions:
What constitutes success for this project? What would happen if this process no longer worked? What concerns do you have about these proposed changes?
Detailed questions:
Where will the archived data be stored (disk? Cloud? Tape?) and for how long? Who has the authority to restore the data?
Meta questions:
Do you mind if I ask you about...? Are there any areas that I've missed? Would you clarify what you just told me?
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Examples (cont.)
Directive questions:
Do you like this data-entry-screen format and interaction? What three errors are most significant in this scenario? What's the relative priority of this key feature?
Open ended questions:
What concerns do you have about the proposed new features? From your perspective, what's the main reason for this project? What constraints do you see relative in this project? What's your trade-off between time and value?
Close ended questions:
Is response time for this transaction under 3 seconds acceptable or not (yes/no).

7/08/2020
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Elicitation techniques
· One on one vs group sessions
· Interview
· Observation/job shadowing
· Brainstorming
· Requirement workshop
· Document analysis
· Interface analysis
· Reverse engineering
· Prototyping
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Comparison (source: Lynda.com)

7/08/2020
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Requirements analysis

· Requirement attributes: identification, description, priority, complexity, cost? Source (traceability), cross-reference
· Requirements classification
· Requirements prioritisation
· As is condition vs to be condition (gap analysis)
· High level requirements (HLR) vs detailed specifications (a layered approach)
· Assumptions and constraints

17






Requirements classification (BABOK)

· Business requirements
· Stakeholder requirements
· Solution requirements
· Functional requirements **
· Non-functional requirements **
· Transition requirements

7/08/2020
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Examples of functional requirements
· Business Rules
· Transaction corrections, adjustments and cancellations
· Administrative functions
· Authentication
· Authorization levels
· Audit Tracking
· External Interfaces
· Certification Requirements
· Reporting Requirements
· Historical Data
· Legal or Regulatory Requirements

19








Examples of non-functional requirements

7/08/2020
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· Accessibility
· Capacity, current and forecast
· Compliance
· Documentation
· Disaster recovery
· Efficiency
· Effectiveness
· Extensibility
· Fault tolerance
· Interoperability
· 
Maintainability
· Privacy
· Portability
· Quality
· Reliability
· Resilience
· Response time
· Robustness
· Scalability




Requirements prioritisation

· Constrained by costs and schedules
· Consultative process
· Who to prioritise?
· How to resolve priority conflict?
· Examples of priority scales:
· High, medium, low
· Necessary, important, desirable
· Essential, conditional, optional
· Mathematical approach (numerical scale: benefits and penalties)
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Well-formed requirements checklist (IEEE)
· Correct
· Unambiguous
· Complete
· Traceable
· Prioritized
· Consistent
· Modifiable
· Verifiable
· Testable

7/08/2020
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Stakeholder analysis

· Who are the stakeholders?
· Roles of the stakeholders
· Persona analysis
· RACI chart
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Persona examples 1

7/08/2020
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Persona example 2
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7/08/2020
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Use case
· Identify the actors
· Define the goals (name of the use case)
· Main flow
· Additional flows
· Iteration
· Fully dressed use case
· Pre-conditions
· Post-conditions
· Success criteria …. Etc
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Use case example
Name: withdraw cash from ATM Actor: customer
Steps:
· Customer inserts their ATM card
· System asks the customer to select the language
· Customer selects their preferred language
· System requests a personal identification number or PIN
· Customer enters their PIN number
· System asks the customer to select a transaction
· Customer select's "Withdraw money“

7/08/2020
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Use case example (cont.)
· System asks the customer to pick an amount or enter an amount
· Customer picks an amount
· System dispenses the money
· System asks if the customer wants another transaction
· Customer selects "No“
· System dispenses the ATM card, prints the receipt, records the transaction and closes the door.
Pre-condition: customer with card and valid PIN
Post-condition: customer with card and cash, ATM has less cash
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Verify and validate requirements
Checklist:
· Is each requirements uniquely identified?
· Are specialized terms defined in the glossary?
· Does a requirement stand on its own or do you have to examine other requirements to understand what it means?
· Do individual requirements use the terms consistently?
· Is the same service requested in different requirements?
· Are there any contradictions in these requests?
· Are requirement references described elsewhere?
· Are related requirements grouped together?

7/08/2020
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Manage changes

· Formal change control process
· Issues:
· Drivers for change – business, technology, legislation
· Benefit, viability, cost and impact
· Timing
· Process:
· Submit change via formal template (requester)
· Research change (analyst)
· Approve change (project manager? Sponsor?)
· Implement change (developer)

31






Minimum Viable Product

· 	the minimum viable product is that version of a new product which allows a team to collect the maximum amount of validated learning
 about customers with the least effort.

7/08/2020
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Tips and hints for technical writing
· KISS
· Avoid the use of jargon, abbreviations, and acronyms
· Keep sentences/paragraphs short
· Use key words (shall/should/must/may/will) in a consistent manner
· Dot points are preferred over long and complex sentences
· Use diagrams/tables/lists where appropriate
· Terms of glossary may be helpful
· Executive summary/overview may be helpful
· Write in active rather than passive voice
· Do not assume the readers understand the background of your project
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Week3: Lecture on Teamwork and group dynamics





Careers UC
TEAMWORK AND GROUP DYNAMICS,
AND NETWORKING
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 TODAY	
1. Teamwork
2. Group dynamics
3. Networking

2
 (
24/08/2020
)

 (
10
)





 WHY TEAMWORK?	
Teamwork is about working with a group of people to meet common goals

Teamwork is an essential criterion for all jobs:
· Synergy (“the sum is greater than its parts”)
· Can increase efficiency; share workload (“many hands make light work”)
· Can increase productivity
· Creativity and innovation (“many brains are better than one”)
· Working with people from different backgrounds create opportunities
· Enhances communication


 aib.edu.au/blog/teamwork/teamwork-is-important-in-the-workplace
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 ELEMENTS OF EFFECTIVE TEAMWORK	
Teamwork is often an intuitive activity, however:
1. Listen to and build on each other's ideas
2. Question your team members: interact, discuss, pose questions
3. Persuade – exchange information, defend and rethink ideas
4. Respect the opinions of others and encourage and support the ideas and efforts of others; avoid bias
5. Help – offer your assistance to each other
6. Share – offer ideas and report your findings to each other
7. Participate – contribute to the project; negotiate a fair division of tasks.
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REFLECTIONS & SELF-AWARENESS
How do you know your preferred teamwork style and role(s)? Often intuitively; “you just know”
However, employers will want you to prove how you developed your (teamwork) skills, and what you do to make them effective
The process of reflection can help make this explicit:
•
•
•
You take your knowledge of yourself into an experience
This experience teaches you about yourself
Reflections
You take this renewed knowledge about yourself into Self-
Experience
the next experience
understanding
The process of reflection helps you to understand
yourself (skills, values, etc.) better in a never-ending cycle.
Reflections
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 BELBIN’S TEAMWORK ROLES	

6






 DEVELOP YOUR TEAMWORK SKILLS	
Belbin’s team roles focus on strengths but also notes challenges Aside from the day-to-day elements of effective teamwork (listening, questioning, respect, etc.) consider the team roles:
· How do you complement others?
· What are the gaps?
· How can you overcome the gaps?
· To what extent are you willing to compromise and take on activities of a less preferred team role?
· How will you negotiate who takes on what elements within the team? Employers will want to know how you contribute to teams, so make sure you know how to articulate your actions in teams (use an example)
b elbin.com/about/belbin-team-roles b elbin.com/media/1336/belbin-for-students.pdf
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 COMMON PROBLEMS IN TEAMWORK	
Problem	Solution: communicate
Tasks not completed	Discuss timelines, make progress reports, offer help
Difficulty getting started
Agree team roles & responsibilities, discuss process
Ideas not thoroughly discussed by	Brainstorm, invite ideas, include all team members
the team
Members not contributing
Talk about why, invite contributions, go ‘around the table’
Domineering personalities
Discuss, set a time limit to speak, don’t interrupt others
Ineffective communication
Establish what the issues are and resolve them (early)
Conflict between team members
Respect, negotiate, compromise, take a break
Inability to focus on tasks
Set deadlines, agree to prep for meetings
 http://www.uq.edu.au/student-services/learning/problems-associated-group-work
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TYPICAL RESPONSES TO CONFLICT
Fight
Reacting to / challenging, e.g. through showing anger and frustration, gossiping, blaming, shouting or losing temper
Flight
Ignoring a problem and hoping it will go away
Freeze
Passive response: indecision, worry; not knowing how to react

How do you typically respond to conflict?

[image: ]9
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 HOW TO FACE CONFLICT	
· Manage stress and control your emotions: approach a problem in a calm and rational way. You’ll be in a better position to communicate your concerns
· Assess whether other’s behaviour is appropriate; step away?
· Pick your battles
· Is it worth it to speak up? payoff vs. consequences
· Appropriate time and place
· Ask for a moment of time to discuss concerns in a quiet place
· Sonner rather than later: nip it in the bud

11



HOW TO FACE CONFLICT - PRACTICALLY
· Don’t go on the attack but discuss your concerns
- Use language to prevent / manage conflict, e.g.:
“On Tuesday morning, you did X; can I ask what you meant?” or:   “When you did x, I felt bad and like I did something wrong. I hope that I didn’t”.
· Be respectful of differences and avoid disrespectful words and actions to resolve conflict faster


View conflict as an opportunity to learn
 https://www.helpguide.org/articles/relationships/conflict-resolution-skills.htm
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 CONFLICT RESOLUTION	
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Careers UC
NETWORKING
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NETWORKING
This part will inform you about networking and aims to increase your confidence in building and using your networks in your career development
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BARRIERS TO NETWORKING
· Lacking confidence
· Making contact through phone or email
· Identifying where to network
· Not knowing what you want

16





WHAT IS NETWORKING?
“Creating acquaintances and associates and keeping contact active through r egular
 communication for mutual benefit.
Networking is about showing a g enuine professional interest in another person and is based on the question "How can I help?" and not on "What can I get?”

“Earning the right to ask a favour”
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WHY NETWORK?
· To get a job (most jobs are never advertised)
· To be known for what you offer
· Professional information (skills, experience, where you’d like to go)
· To gain information about your industry / organisations / jobs
· Useful to decide where to direct your career / job search and for applications

Consider:
· (First) impressions
· personal branding
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(FIRST) IMPRESSIONS
Imagine: you’re attending a networking event at a presentation relevant to your industry. How do you make a great impression?
Non-verbal
· Dress code, body posture
· Handshake
· Hands out of pockets
· Eye contact
Verbal
· Pitch, tone, pace of your voice
· Confidence and attitude
· Time spent with a conversation partner
· How you start a conversation
· Humour

20
24/08/2020


10





QUESTION

What do you know about personal branding?
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 PERSONAL BRANDING	
Your online and offline reputation
· to leave a unique and memorable impression
· to be remembered for self- and career marketing
Why personal branding?

· Employment is changing:
· your digital footprint can be used to make hiring decisions
· More and more contract work rather than stable employment
· Employers ‘Google’ you
· Professional information (degree, skills, etc.)
· Public persona
 ‘red flags’: inappropriate photos, negative comments (about past employers; things you believe in), discriminatory remarks

22
24/08/2020
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EFFECTIVE BRANDING
· How do you want to be seen?
· Be authentic and promote yourself genuinely
· Prove it
· Create an elevator pitch
· What is your point of difference?
· How do you present (non-verbally, socially, dress-code, etc.)?
· Google yourself
· Create a personal website, blog, eportfolio (get feedback)
· Add value and post with purpose to a variety of platforms
· Post frequently (relevant info) but don’t spam
· Create a  narrative Example: www.garysheng.com
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WHO TO NETWORK WITH	
People relevant in your industry, e.g. at:
-
-
-
-
-
-
-
-
Professional associations
Conferences/seminars/luncheons Careers fairs, openings, exhibitions
Work / volunteering jobs / internships: offer to help others out Students, e.g. student clubs, become a committee member
Lecturer / tutor
LinkedIn
Organisations of interest online
But also:
-
-
-
-
-
Family & friends
Sport / hobby contacts Volunteering job
on public transport social gatherings
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RESEARCH BEFORE YOU NETWORK	
· Prepare by doing your research: Industry, Organisation, Individual
· Research gives you conversation topics and questions you’d like to ask:
· Find topics that are common to you and your speaking partner: building bridges
· Ask questions that prompt the person to speak about themselves, their organisation or their industry – ask open questions

Research by:
· Joining your professional association
· Keeping up with the latest in your industry
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 NETWORKING DO’S	
· See networking as an opportunity to help and learn (what’s in it for them?)
· Have goals in mind: what do you want to get out of it? (aside from a job!)
· Use your interpersonal skills in connecting with people
· Ask ‘good’ questions / offer ‘good’ information
· Consider your (online) personal brand and effective self-promotion
· Use LinkedIn / social media: respond to questions / start online conversations
· Think laterally – are you interested in applying your knowledge and skills in a different industry? Network there, too.
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 NETWORKING AT EVENTS	
e.g. Careers Fairs, Professional Association events, conferences, etc.
· Get the lay of the land
· Know who is attending (if you can)
· Bring a friend if unsure / nervous but (eventually) go it alone
· Find the right moment: introduce yourself
· Have your ‘elevator’ pitch ready
· Ask questions and be a good listener: focus on the other person
· Respect boundaries: don’t be too eager for information, monopolise, or too pushy with your agenda
· Follow-up!
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GREAT CONVERSATIONS
What do your conversations look like when you’re on a good date / making a new friend?
What you say
· Make small talk, e.g. “What’s your favourite restaurant in the city?”
· Ask questions / talk about them
· Ask follow-up questions to get to know them
· Offer information about yourself
· Differences and similarities: building bridges
Non-verbal communication
· Body language: smile, eye contact, nodding, body movements, etc….
· Pitch, tone of voice, enthusiasm


Dating and networking are not so different!
Just like the interactions between saying “hi” and “I love you!”, there are similar interactions between “hi” and “thank you for offering me this opportunity!”
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 WHAT TO SAY IN A PROFESSIONAL SETTING	
Imagine you’re at a networking event. How do you approach someone?
Introduction
· Timing, (e.g. eye contact), or: “Do you mind if I join you?” (to join a group)
· “Hello, my name is…” [and shake hands] and make small talk (e.g.: “How do you know x?”; “Great food!”)
Elevator pitch
· “I wanted to come up and talk to you because I’m interested in your organisation – I study [A], I’m working on [B; experience & skills], I’m interested in the field of [C], and I’d love to work in [D; type of organisation], doing [E]”. (Provide reasons for C, D and E).
What you’d like to talk to them about
· Ask a general question: “I know broadly that your organisation does X – can you tell me more specifically about what type of business are you in?”
· Ask follow-up questions to keep conversation going, e.g. “What do you mean by that?”
· “I know your organisation … and I…” [state the alignment]
· Offer information: “That reminds me of [X], who/that did [Y]; have you heard about that?” Focus on helping / introduce them to someone you know.
Close
· “Nice to meet you; thanks for your time.”
Use your interpersonal skills to read the situation and decide how best to start and proceed
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CAREERS UC SERVICES
facebook.com/
UCCareers
Current Students and Recent Grads
· Jobs and Grad Positions
· Jobs on Campus
· Workshops
· Employer Events
· Guidance and career advice
· Careers Toolkit (resources)
· Internships
· Placements
· Volunteering
· Canberra Award
Visit us: Careers UC, 1C42
Contact us: c areers@canberra.edu.au
Web: C areers UC Website

Contact us: w il@canberra.edu.au
Web: W IL Website

32






33


Current Students and Recent
Grads
Current Students
•
•
•
•
•
•
Jobs/Grad Positions
Jobs on Campus Employer Workshops/Events Guidance and advice
Careers Toolkit (resources)
•
•
•

•
Internships/Volunteering &
other Faculty initiatives Events
Advice and assistance with applications
Jobs on Campus- Internships and paid work
Connecting with employers
facebook.com/
UCCareers
Contact us:
 careers@canberra.edu.au
Visit us: C areers UC Website
Contact us:
w il@canberra.edu.au
Visit us: W IL Website

34
Week6: Lean Six Sigma Guest Lecture Slides











































[bookmark: page1][image: ]








LEAN SIX SIGMA-YELLOW
BELT

LTCOL SANDEEP (SUNNY) JADHAV
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DEFINITIONS


· Effective (adjective)

· Adequate to accomplish a purpose; producing the intended or expected result.

· Efficient (adjective)

· Performing or functioning in the best possible manner with the least waste of time and effort.
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LEAN

· A methodology based on the Toyota Production System (TPS);

· Used to maximise value in a process by reducing waste;

· Focuses on utilising tools to identify and reduce non-value adding activities;

· Process flow (demand) determined by customers requirements.





SCOPE
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· Discuss and explain:

· Lean

· Value and Waste

· Six Sigma

· Improvement cycle
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Why LEAN thinking?

Typical organisations

	Strategy &
	
	High level staff

	Innovation
	
	

	
	
	

	
	Fire Fighting
	Senior Management

	
	
	

	
	
	Middle Management

	
	
	Workers



World Class Organizations

	Strategy &
	
	High level staff

	Innovation
	
	

	
	
	

	
	Running The Business
	Senior Management

	
	
	Middle Management

	
	
	

	
	
	Workers



STEADILY INCREASE THE PORTION OF THE ORGANISATION THAT IS THERE TO SUPPORT THE WORKERS AND IMPLEMENT IMPROVEMENTS

Source: IMAI & Koenigsaecker
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WHAT IS A PROCESS?





5	6
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WASTE

· On average processes are:

· 5 %  Customer Value Add,

· 35 % Business Value Add, and

· 60 % Waste (Non-Value Add)

	Typical
	VA
	BVA
	NVA

	Process
	
	
	

	
	
	
	

	Improved
	VA
	BVA
	NVA

	Process
	
	
	

	
	
	
	

	
	.....
	.......
	TIME............
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THE ANTIDOTE TO WASTE


· The Six S’s:

· Sort

· Straighten

· Shine

· Standardise

· Sustain

· Safety
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Using 5S: The Numbers Game . . .


The numbers have now been SORTED (and unwanted items discarded).

Now count as high as you can from 1 to 30 in 15 seconds. . .

	24
	
	9
	5
	3
	28
	

	
	
	
	
	
	
	

	16
	
	
	
	
	
	

	
	
	
	
	7
	2
	

	
	
	
	
	
	
	

	
	
	
	
	
	22
	

	
	8
	
	2
	15
	
	1

	
	
	
	0
	
	30
	

	
	
	
	
	
	
	0
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8 FORMS OF WASTE
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1. Defects

2. Overproduction

3. Waiting

4. Not using peoples potential

5. Transportation

6. Inappropriate processing

7. Motion

8. Excess inventory
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Using 5S: The Numbers Game . . .


When the numbers appear below, count as high as you can from 1 to 30 in 15 seconds. . .

	0
	30
	
	$
	
	0
	
	8
	
	#

	1
	
	15
	
	
	
	8
	
	
	

	
	
	
	
	
	2
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	22
	
	7
	
	
	
	
	
	

	
	2
	
	
	
	
	
	
	
	

	
	
	
	%
	
	
	
	
	
	

	
	#
	
	
	
	
	$
	
	4
	

	
	
	
	
	
	
	
	
	16
	$

	
	28
	3
	
	5
	
	9
	
	2
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Using 5S: The Numbers Game . . .


We have now STRAIGHTENED the numbers and put them away neatly.

Count as high as you can from 1 to 30 in 15 seconds. . .

	24
	18
	9
	5
	12
	3
	28
	
	

	21
	16
	1
	13
	29
	7
	17
	2
	

	
	
	
	
	
	
	
	
	

	14
	11
	4
	20
	23
	15
	22
	19
	

	
	
	
	
	
	
	
	
	

	25
	8
	6
	27
	2
	
	26
	30
	10

	
	
	
	
	
	
	
	
	





12





2

[bookmark: page3][image: ]



Using 5S: The Numbers Game . . .



Now the numbers have an element of SHINE and STANDARDISE applied to them. Count as high as you can from 1 to 30 in 15 seconds. . .


	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	11
	12
	13
	14
	15
	16
	17
	18
	19
	20

	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
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SIX SIGMA BASIC PREMISE



	Outputs
	Inputs

	(CTQ)
	

	
	




Do you know what is important to customers? Do you know what “Xs” are important to meet customer needs?

How do the “Xs” drive outcomes,

revenue, and cost?
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SIX SIGMA ATTRIBUTES

· Simply stated: “Six Sigma is about Reducing Variation.” It focuses on Effectiveness. The mean will most likely also be improved.

· Decrease defect rate

· Increase Process Yield





Improvement
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Using 5S: The Numbers Game . . .
[image: ]


What numbers are missing? See how easy it is to detect abnormalities!



	1
	2
	
	4
	5
	6
	7
	8
	9
	10

	11
	12
	13
	14
	15
	16
	
	18
	19
	20

	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
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LEAN PROJECT ATTRIBUTES


· Simply stated: “Lean is about moving the Mean.” It focuses on efficiency.
· Lean reduces average cycle time.

· Lean reduces excess inventory.

· Lean improves average response time.




Improvement
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IMPROVEMENT	CYCLE


Planning


	Control
	
	Define &

	
	
	Measure

	
	Workplace
	

	
	
	

	
	Input
	




Improve	Analyse
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BUT FIRST… A BIT OF BACKGROUND
[image: ][image: ]


Question: What have you learned in your course (and beyond) that prepares you for your career?

· Knowledge

· Your skills (how to apply that knowledge)

· Insight into what’s out there

· Context of today’s world

· Industry

· Organisations

· Jobs (duties and skills required)
[image: ][image: ]
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QUESTION
[image: ][image: ]


So, you’ve learned lots in your course (and beyond) that prepares you for your career.

How do you know that what have you learned in your course (and beyond) prepares you for your career?


Reflections
[image: ][image: ]

By critically analysing your experience, you make explicit what you know about yourself and (in this case) how

this knowledge fits into the context of your career
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REFLECTIONS FOR EFFECTIVE CAREERS
[image: ][image: ]

Reflections: a useful tool to create your career

(to know what you’d like to do, and for applications & interviews)


Creating the career you want is all about alignment:

· Within the context of today’s world of work Context Align (the process of reflections):

· Your professional self
[image: ][image: ]
	• What industry, employers and jobs require
	You
	Industry,

	
	
	employers,

	
	
	jobs
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REFLECTIONS
[image: ][image: ]

Reflections start with a description of the experience:

· What was the situation and what were you doing? (i.e. set the context)

And are then followed by a process of critical analysis of that experience. (i.e. depth of reflection). Some questions to ask yourself in this stage include, e.g.:

· What skills did you use in responding to this situation? Link to SFIA skills or EA competencies standards, e.g. how well developed are your skills?

· Why are these the kinds of skills that employers are looking for?

· Do you need to develop your skills further? How?

· Were your actions in this experience appropriate? How do you know?

· How might others respond to this situation?

· What did you learn in this scenario, and how would you respond differently if you’re faced with a similar situation?
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PRESENTATIONS












6




3

18/09/2020





	
	PRESENTATION SKILLS
	
	

	
	All presentations have a few things in common.
	
	

	
	Speaker, e.g.:
	Receiver (audience), e.g.:
	

	
	•
	Content (words)
	•
	Level of knowledge
	

	
	•
	Method (visuals)
	•
	Size & make-up
	

	
	•
	Presentation
	•
	How to engage
	

	
	
	skills (how)
	
	
	

	
	
	Practical considerations, e.g.:
	
	

	
	
	•   Place where your presentation is held
	

	
	
	•
	Length of presentation
	
	

	
	
	•   Technology you need to run
	
	

	
	
	
	
	
	

	7
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WHEN DO YOU USE PRESENTATION SKILLS?


The skills you use in a presentation are important in all kinds of settings:

· effectively communicate your messages in meetings

· score well in a unit’s project presentation

· make connections in a network meeting

· In a job interview to land that job
[image: ][image: ]
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MARKING CRITERIA (RUBRIC)
[image: ][image: ]
(ORAL PRESENTATION)


What makes a presentation effective, specifically around the marking criteria of your presentation in this unit?

“Very high level of clarity and coherence. Seamless flow of information. Highly innovative, creative, captivating and impressive approach. Demonstrate excellent teamwork at presentation. Excellent engagement with the panel including Q&A.”
[image: ][image: ]






Although settings, formats, goals, etc. differ, these elements are useful in a range of other settings
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ORAL PRESENTATIONS – CONTENT
[image: ][image: ]

Suggested topics to cover for your presentation

9. Project objective and scope

10. Outcome achieved

11. Lessons learnt

12. Recommendations to sponsor/panel

13. (if applicable) Demonstration of a product/solution

14. Provide answers to the panel as required


More detail to follow through Canvas
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CONTENT - PRACTICALLY
[image: ][image: ]

Consider your audience:

· Assume your audience doesn’t know you (so: introduce yourself)

· Assume your audience doesn’t know that you’re doing this presentation as part of your unit (so: name it as part of your introduction!)

· Use everyday language; jargon / specialist terms – do you need to define anything? Keep your sentences short

· What are the main points you want to get across?

· Presentation notes: full text, printout of slide notes, none at all? Pros and cons to any method

· Use visual aids (and metaphors) to engage the audience

· Practice
[image: ][image: ]
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OTHER CONSIDERATIONS
[image: ][image: ][image: ][image: ]

These create rapport, help engagement

· Eye contact

Make eye contact with everyone in the room

· Volume & clarity

The people in the back need to hear the presentation very clearly

· Flow, pauses and verbal fillers

The presentation flows nicely with no pauses or distracting verbal fillers

· Confidence & attitude

Speak with enthusiasm, poise and assurance

· Time

Stick to the time limit
[image: ][image: ]
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VISUAL AID
[image: ][image: ]

Visual aids need to enhance your presentation, so consider:

· what is the purpose of your visual aid, e.g. clarifying a point, illustrating and example, entertainment?

· You have limited time so there is a limit to what you can do – you may not have time to do anything interactive

· Make sure that the visual aid doesn’t distract from your content

· You can use (simple) graphs and tables (and maybe highlight the most relevant info)

· Make sure your presentation includes the ‘story’ behind the data, i.e. presenting results should lead into the discussion, e.g.:

“In this graph, you can see…, and that indicates…”.
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	BAD SLIDES
	Irrelevant images

	(WITH MEANINGLESS INFORMATION THAT NO ONE WILL BE ABLE TO FOLLOW)
	

	
	
	

	
	Text over image
	


· Background colours are too strong and irrelevant to the topic: distracting

· Too much underlined and bolded text, IN ALL CAPS, in a badly contrasting colour, with speling misteaks and gimmicky fonts

· Transitions, special effects and sound

· This dot point has way too much information to read – the audience won’t focus on you because they’re too busy reading. You should be the focus of your presentation and your slides need to back what you’re saying so the focus stays on you. You also run the risk of reading your slide word for word. Less is more.

· Right aligned dot points are hard to follo

Complicated
graphics	too big

Text is either	or too small

14
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GOOD SLIDES
[image: ][image: ]


· One topic per slide

· (around) 6 dot points on a slide

· (around) 6 words per item

· Consistency

· Limit clutter

· Embed media

· Use graphs with headings
[image: ][image: ]
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POSTER PRESENTATIONS
[image: ][image: ]

Posters are a way to succinctly and clearly communicate content and to develop communication skills (useful for other activities in the workplace)

Posters have:
[image: ][image: ]

Content

Design

A brief
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MARKING CRITERIA (RUBRIC)
[image: ][image: ]
(POSTER PRESENTATION)


Quality and content of poster (50%)

“Poster covers all important topics. Excellent quality through creative and artistic presentation and design. Clear, succinct, intuitive, comprehensive and self-explanatory.”

More details to follow through Canvas
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POSTER CONTENT
[image: ][image: ]

	Classic: like a journal article
	Suggested topics to cover for your

	•
	Title: representative and capture
	presentation:

	
	attention
	•   Project objective and scope

	•
	Authors: those who have worked on
	•
	Outcome achieved

	
	the project
	•
	Lessons learnt

	•
	Abstract: introduction, background
	•
	Recommendations to sponsor/panel

	
	and project aims
	•
	(if applicable) Demonstration of a

	•
	Research design: methodology
	
	product/solution

	•
	Results: key findings
	•   Provide answers to the panel as

	•
	Discussion & conclusion
	
	required

	•
	References
	
	

	•
	Acknowledgements
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POSTER DESIGN
[image: ][image: ]

· Layout

· Orientation (landscape or portrait)

· Reading path (left to right, top to bottom)

· Placement of information

· Spacing (including blank space)

· Graphics (limit text; images to illustrate content)

· Font type & size (plain, easy to read font. Size – title: 72 point font; headings: 30

point font; text: 18 point font)

· Colour (appropriate contrast between text and background)
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POSTER BRIEF
[image: ][image: ]

Brief is the story you tell about your content and is usually about 10 minutes max

· Elevator pitch:

· Research topic, results, importance of your research/project (the bigger picture)

· quick, enthusiastic introduction to draw viewers in

· Your story:

· Focus on “why?” and “how?”, e.g.:

Why did you choose this topic / what’s the relevance?

How did you decide on your research / project question?

How did you reach your results and how did this lead to your conclusions? Why do you think certain future research needs to be done?
· Connect your story to your poster but to not state what the viewer can read on the poster

· Audience questions: be prepared to engage with your viewers
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PRESENTATIONS: BODY LANGUAGE
[image: ][image: ]

Body language has a huge influence on your impact. Consider:

· This is formal presentation, possibly with industry present

· Dress up – business attire; maybe smart casual; your posture is important

· Make eye contact

· Pitch, tone, pace of your voice

· A lectern is usually not a good idea because it blocks your body

· You can move about but don’t pace / rock back and forth

· You can use humour but beware of inappropriate jokes

· Hands out of pockets

· Don’t fiddle with pens, notes, etc.

· Smile
[image: ][image: ]
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MANAGING NERVES
[image: ][image: ]

Nerves are normal but visible nerves can distract from your presentation / lessen the clarity / affect your impact
[image: ][image: ]

Manage your nerves:

· Exercise / stretch / breathe deeply before your presentation

· Chew gum (before) and smile (during)

· Pause: breathe, drink (some) water

· Slow down your speech

· Visualise yourself doing a successful presentation: assume that your audience wants to hear from you and are actively engaged

When you manage your nerves effectively, you can channel it by using the adrenaline to aid your performance (e.g. enthusiasm and non-verbal communication)
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	Current Students and Recent
	Current Students
	
	

	
	
	Grads
	•
	Internships/Volunteering &
	
	

	
	
	•
	Jobs/Grad Positions
	
	other Faculty initiatives
	
	

	
	
	•
	Jobs on Campus
	•
	Events
	facebook.com/

	
	
	•
	Employer
	•
	Advice and assistance with
	UCCareers

	
	
	
	Workshops/Events
	
	applications
	
	

	
	
	•
	Guidance and advice
	•
	Jobs on Campus- Internships
	
	

	
	
	•
	Careers Toolkit (resources)
	
	and paid work
	
	

	
	
	
	
	
	
	
	•
	Connecting with employers
	
	

	
	
	Contact us:
	Contact us:
	
	

	
	
	careers@canberra.edu.au
	
	wil@canberra.edu.au
	
	
	

	
	
	Visit us: Careers UC Website
	Visit us: WIL Website
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