
Information Technology Grade 11   Lesson Notes

E-communication
Lesson

! ?

E 2+2=4

R

 Lesson notes
ICT Skills for Businesses
Intellectual capital is the value of the knowledge 
and information that employers and employees 
bring to the business. This capital is used to 
build, benefi t and enhance the business.
Data capturers use computers and other ICTs to 
gather and store the data, mostly in databases. 
Data capturing can require simple skills, as 
in scanning barcodes, or high-level skills, as 
in recording banking activity in large banks. 
Specifi c application software is then used by 
bookkeepers, buyers, marketing executives, 
production teams and other specialist workers 
to process and analyse the data. The information 
is then presented to management.
Managers need quick access to accurate up-to-
date and easily accessible information in order 
to make business decisions. They also want 
to ensure that their information is not available 
to unauthorised users, and that it will not be 
lost. This will mean that a highly skilled ICT 
security expert must install antivirus and fi rewall 
protection, and set up the system to do backups 
regularly. Because this is not a normal daily job 
for his type of business, and the system can be 
maintained by a few service calls afterwards, he 
will not hire an expensive expert but wiil probably 
prefer to outsource this work by employing a 
specialist company when needed. The network 
administrator can maintain the system; he might 
even have the skill to install it.
Why use Databases?
In big companies huge amounts of data are 
gathered and then searched and sifted through to 

fi nd data that will be useful to the business (data 
mining). For example, a large retail company 
may have gathered contact details of clients as 
well as what products they bought, and how and 
when they paid their accounts over the last ten 
years. The data is then analysed or queried to 
determine which branch sold the least of a certain 
product. The managers might use the information 
to increase marketing efforts at that branch. 
A database query is a very good software 
tool for data mining. The manager will need 
a good DBMS or database management 
system, designed and set up by a very well-paid 
database designer. This is the person who will 
decide what the data capturer must “catch”. The 
manager will probably outsource this task and 
employ a database administrator to do the 
queries. 
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Computers at Work
When we learned about social networking tools, we also learned that skilled users are not always 
people we would want as friends. In much the same way, a sensible employer does not consider only 
your computer skills. She wants to know that you have the character traits that ensure your skills will 
benefi t the business. She does not want to hire a highly skilled person who often misses deadlines, 
uses work time to go on Facebook and hates to work in a team. She asks herself whether you will add 
value to her business.
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 Lesson Outcomes
By the end of the lesson you should be able to:
•	 Give	examples	of	how	Information	and	Communication	Technologies	(ICTs)	are	used	in	a	

particular	business,	or	in	fi	elds	such	as	education	or	medicine.
•	 Write	a	report	on	the	qualifi	cations,	skills,	and	character	traits	that	are	needed	to	enter	and	

succeed	in	one	particular	career	fi	eld.
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 Task

Choose a career fi eld that interests you.
•	 Give 3 examples and explanations of the 

ICTs used in that fi eld.
Write a report on the qualifi cations, skills, and 
character traits that are needed to enter and 
succeed in that particular career fi eld.




