Careers in Computers

DUE DATE:____________________

Research 4 different jobs/careers in computer.  (i.e. systems analyst, programmer, etc.)

Fore each career, research the following:

· A job description and/or tasks involved in that job

· What qualifications does one need to get that job (include hard skills, soft skills and experience)

· How to get qualified (i.e.   courses to take, schools to go to, pre-requisites to get in)

Note:  you do not need to research all post-secondary institutions.  Just name a few and give the details for one of them.

Good places to start researching are the Careers or Want Ads of a newspaper, or the school’s guidance office, which has calendars (course books) for almost every post-secondary institution in Ontario.

You will produce a business report with the information that you collected.

The format of a business report is as follows:

1. a title page – similar to the title page of an essay

2. a Synopsis or a Summary

-- ½ to 1 page long

--in about a sentence or two, mention the key facts of that section of the report

--there should be no new information given in the summary that does not appear in the body of the report

3. a table of contents 

- list each heading of the report in the table of contents

-list page numbers in a column on the right side of the page

-do not list the table of contents on in the table of contents

4. The Body of the Report

· it should not read like an essay

· it should have perfect spelling and grammar

· it should have headings throughout

· headings should be numbered as the following example

I  Roman Numeral for the biggest sections

     A   Capital letters for the next order of sections

1. Arabic numbers for subsections

a) letters for smaller sections

i) small Roman numerals for the smallest sections

· pages should be numbered

· the report should be either double-spaced or use 1 ½ spacing

5.   Appendices  - use only if there is supplemental information that you want to include (i.e. a job ad from a newspaper, information from a college or university)

