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MARKING
TASK 1 (20 marks)
1.1 Methods to ensure an efficient workflow; analysing resource needs; office layout

1.2 Legal and regulatory requirements relating to workplace physical conditions

* The main advantage of an open plan or landscaped office is that (5 marks)

the workflow can be planned MOre @aSIIY .....co. i trrre e e e et e e s e s srrreneeea s nraean 5

¢ A main objective when organising the workplace to suit the workflow should be to (5 marks):

organise your own work area and that of your manager to ensure maximum efficiency .........ccccevvrevvercnnne. 5
to ensure that your staff's working area ensures maximum effiCiency .......ccccvverecie e 5

e 5 principles to be kept in mind when planning or attempting to plan the positioning of furniture, fittings, and
equipment (5 marks)

all legal requirements are fUITIIEd ............oo i e ce s e e s e ees s e s s sesseeeseaes 5
space used t0 the best adVantage ... e s st sen e anean 5
there are appropriate services (i.e. telephones, lighting, heating, power, etC.) ..........cccceecviecee e 5
Movement DEIWEEN Areas IS BASY ..c...uuc it e e e s e et e e s ee s s sesase e arneeeaaeeeseeenneennes 5
NOISE IS KePL 10 @ MINIMUM cc..eii e et et eaea e e e s e e s e e e saneeenbeesrsessbnesnrnesnes 5
noisy machinery or equIpmMENt is re-loCated ............cocvieiii i e s 5
noisy machinery or equipment is iSOIATEM ......ccc..ccviicei et 5
the final result Iooks attractive and WEICOMING .........cooviiiiiee et e st e snae e 5

e 3 types of space required in an office environment (15 marks)

WOTK Q1N PIOGIESS ... ecuireereeesireaaitrestieessteeeaeeesteeaateeassseesabesssseaseesasessensessaas e samsee e sessessassansessabeesesessnnessanesrntenaress 5
equipment necessary 10 CarTy OUL e WOIK ............ooiiii it et s e e neeeenesaneeas 5
adequate storage space for: 1. CONSUMADIES ..o iciireier e 5
2. 1ECEIVING WOTK ..cueeriie et ceees et ettt e st e e 5
3. the completed WOrK........ccccccieiiciirii e 5
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TASK 2 (30 marks)

1.1 Activity scheduling; time scheduling; diaries; time allocation; time management;

prioritising.

OFFICE ADMINISTRATION ADVANCED
PRACTICAL ASSESSMENT TASK SHEETS

SEC 5243/A A2002

¢ 10 key points to be considered when scheduling appointments (30 marks)

It is not only your boss's time that needs to be considered when making appointments,
other people's time also need to be considered

Must consider time of day, road conditions, weather conditions
Must be realistic when estimating time required for an appointment

Must not be over optimistic in the time required for an appointment

It is best to over-estimate the time required for an appointment rather than to under-estimate ............c..ccce.........

Too much time between appointments is better than too little time
Only overbook if absolutely unavoidable
Try to keep a block of time for you and your boss to get on with your own work
Try to keep a block of time for thinking and reflection

Ensure co-ordination between diaries

Use reminder devices to remind you to move appointments already entered, e.g. highlighting .............cccoeeverunnene

Use reminder devices such as coloured pens, asterisks, sparingly - to avoid confusion

©CIE 2002
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TASK 3 (36 marks)

1.2 Legal requirements relating to work practices, methods and physical conditions; personal safety;
employer's responsibilities; employee's responsibilities
2.1 Monitoring the implementation of organisation's safety policy
3.2 Inform and consult to implement administrative procedures; ways and means of implementing
new or revised procedures
3.3 identify legal and regulatory requirements

1 Three reasons why it may be better to inform people about decisions made, or procedures to be followed,
rather than to consult with them (18 marks):

When following expert specialist advice and no-one else has as much legal
expertise 0N the Matler.........ooo e

When legal requirements are 12id OWN ...........ooi i rere e e e e

When too many people would be involved to make consultation meaningful
T g o o] o] o T (= O

When a procedure is imposed from above, i.e. from higher authority or an
external organisation (i.e. the QOVEIMMENL) ..........cooir i e e

When there is nothing anyone can do about it (e.g. building has to be pulled down) .......ccocvevcceeriiniinnens
When the procedure is fairly routine and basic and the timescale extremely short ..o,

2 3 golden rules to keep in mind when informing people about decisions made, or procedures
to be followed (18 marks)

If necessary, make it clear why they are being informed instead of consulted .........cccccovivniicinicercieenne
Set out the information clearly and unambiguously - preferable in Writing ..........ccccooriierirn e
Make it clear whether the procedure is recommended, suggested or prescribed.........ccccoccvericiiniceinecenenns
Make it clear what the consequences are if people do not follow the procedure.............cccorcnvnccnivninnenns

Be prepared t0 @anSWEr QUESHIONS ... ..o ettt atr e e e s e s s e sarraee e e e e e esss s veeres e e e eanranaeeeeenrnenaann

TASK 4 (14 marks)
3.1 Effectively maintain and evaluate straightforward administrative systems; storage

1 2 guidelines concerning the length of time a document should be kept depends on (8 marks)

o  whatitis and What it relates 10 .. ..o e st e e 4
e whether there is a legal requirement for its retention...........ccoveiei e e 4
2 3 things that might happen to documents after a certain length of time, when a company

retention policy is operated: (6 marks)
They may be:

retained in the CUMEN file ........cco o e e s e s e et c e s et e sar et esseraees
©CIE 2002 3
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OR
transferred to @ dOrmMant file....... ..o e e a e ne e
OR
transferred to 1oNg terM StOrage ......c.cocoiiiiiie e e e st s r e ba e sare e rne e st e e nneenns
OR
Lo =Ty 1Y = o OSSR SPPUPR

confidential files destroyed through a shredding maching ............cccoivoiciicer e,

©CIE 2002 4
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MARKING
TASK 1 (50 marks)

1.1 Identify colleagues work role.

3.1 Reception of visitors.

3.2 Inform and consult colleagues.

3.2 Suggested procedures; method; questionnaires, interviews, recording and analysing
information/feedback provided, report to management, monitor and review

3.3 On the job training; support notes; follow-up support system.

1. Preparation of a simple step-by-step procedure checklist for Reception Staff containing at least
10 of the following steps (appropriate alternatives permitted) (21 marks)

Checklist headed '‘Company procedure for greeting VISIOrs'..........ooccvvi i

« Step-by-step procedures to be contained in checklist:

Greet visitor/s courteously and in @ businesslike MaNNEr ..ot e
Identify whether or not a visitor has an appoiNIMENT ... s s are s sn e s
If visitor has an appointment identify the name of person to be visited ..........c.ccooi e,
Ask visitor to complete the ViSitor BOOK ...t e e e nane s
Inform member of staff by telephone of the visitor's arrival ............ccccoo e
Check that all sections of the Visitor's Log have been completed............ccccc i

Tear off bottom copy of Visitor's Log (top copy only) and hand to visitor (becomes the
o iiToirc W e T= ) OO

Advise the visitor that the ‘pass' must be handed back to reception upon departure..........cccceevveveervcernnnnee.
Ask visitor to wait in reception until coliected by a member of staff...........ocovvvivieiicnir e
Telephone member of staff if visitor is still in Reception after, say, 7-10 minutes ..........ccccccoeervvrvie v ccernnnee,
Collect 'pass’ When VISItOr AEPAITS ........ccciiiiii ettt e et e e e s e e tee e s eresbee e bensaenesseeennnaens

At end of day check that the number of ‘passes’ handed in matches the total number
of visitors whom visited the BUIAING ........coiiiiiice st s e et sre et s

If number of 'passes’ handed in does not match the total numbers who visited the building
INFOrM YOUT LiNE IMANAGET .......ooiieeeeieece ettt ettt et s st e e te et r et e s s e e et e e seensaaeabassasesnserbeentesseesanas
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2 When deciding to introduce or modify an office procedure the first consideration
should be (5 marks)

to consider the needs of the people who will have to follow it, i.e. the USers .........ccccvr e
OR
to think about who else may be affected by the Changes ... s

3 8 methods which might be used to follow-up the Implementation of modified office procedures

(16 marks)

INEEIVIBWING SEAMT ... e e e s e e rar s s e s s et ne e sra e b e r s
QUESTIONNAINES ....eeeecieee et e et r et e ee et ae et e s ae e e eeaa e s saeaasaeeeseaeamsstaenneaseeaan s s asatrasaesaeaaannnressennnaesanran
recording and analysing iNfOrMation ..........cccooi i e e e s e rne s
providing opportunities for staff to give their paints Of VIEW ........coo i e
ensuring that any help needed is available..............oo e
ODSEIrVALION OF PrOCEAUIES ........iiiiiiiee e eee ettt ee e e ee et e e erevesesa s s s atnr et eaeeeaessasmereerasananneaassssmanenrnesn
NON-EMOLIVE FEEADBCK. ... ce e e e e s e e st b e e a e e e s a e p e ee s e eanessebe e nnnenanes
ODJECHIVE TEEADACK ..ottt e esee e e e s s reeessese e e e s ssameaeeesabeneeannnneaanteeesabanasnns

face-to-face positive feedback to staff containing enough information for it to improve problem

feedback which is neither critical or NEGALIVE ..o e
face-to-face problem solving in conjunction with staff .............ccccoeriiiii e,
prompt and systematic fEEADACK ............oo i et e e e e e res
QUIAANCE WHEIE NEBCESSAIY ... .eeiiiiiiiieieiticteesseeasar e rree s eaesseessee s st aeesane e e s seaasbnan sene e e raneesaaessaates saneesnassarersnseenne
feedback f0 MANAGEMIENT ..........oo e et e et e e e es s s e et eesasaeaesansaseeesassnrssrssesaasseesansesranssanan
modification where found 10 D& NECESSAIY ....ccoviiuii ittt e e et e et e et e e eteeesneeeseenns

4 4 reasons why it is sometimes better to use a consultative approach when planning the introduction of a

new or modified administrative procedure (8 marks):

generally, several heads are better than one, when it comes to new ideas
AN SUGOESTIONS . ..eeiiii ittt e s e et e e se ke e e e seatae et samteeesaasesaeeesateaaeassnsneeesnnesanernteeaessatasasansesansenannsns

it is useful to draw on as much expertise as POSSIDIE ......c.cccvrvireiie e e
insight into a particular course of action might be gained ............coo oo

people who are involved in something everyday have first hand knowledge of
What SHOUIA D8 AONE.....oo et ee st e s em e e caae e e e s e e e s e eesabeseaseeenseeenseenseanasean
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your boss may not be happy if you formulate plans for new procedures without
involving him or her in the consultation stage - less support may be forthcoming ..........cccocoeveie i
staff in other departments or other people you work with may have useful contributions ............ccoeeee i

users are more inclined to follow a procedure if they feel they have been
CONSURd DEIOTENANG ... e e e e eb e e e b e s

users are more inclined to follow a procedure if they feel they have contributed to

(1 oY= T e 1= Y o TR o S PP P PR
TASK 2 (24 marks)
1.1 Activity scheduling; time scheduling; diaries; time allocation; prioritising.
5.1 Organising meetings; informal meetings; arrange provision of facilities; organise and collate information.
5.2 Support required for meetings.
1 Meeting arranged for 1615 10 1745 NOULS ....cci ittt et et e e e e e s s e a e e e e s saeseretree e eanmnesensannecan

2 5 factors affecting your choice of meeting time (5 marks)

Two participants unavailable between 0900 {0 1200 hOUIS........ccccricieriiire e e see e enene e
One participant has an appointment between 1300 and 1400 ..........cccoeriireccci e
~ Personnel Manager is interviewing between 1400 and 1800 ...........coeeciimreiciieseceieie s seeeee s e ee e

I.T. Manager will not be free until 'after’ 1530 hours (this could indicate
anything from 1530 ONWAIAS) ...c.cvivieiiiiiiicr v er s rar e rae s e st st e s s e se s seeenbe et e s e estesnsennesseenasessren

Therefore a time after 1615 would fit in with all participants, enabling
the meeting to fiNISh DY 1745 NOUIS .....coceii et et st a e e snr s ere s e ar e ae s sanessan e e

This also gives the Personnel Manager time to collect any
necessary papers and to get to the meeting promptly ..o

The period between 12-1 1S 100 SNOM ........ociiiii e e ee s e e s e er e smeesseneae s saaeeans

Confirmed that the Sales Manager's luncheon appointment was 1300-1400 .........c..ccecoeeiirievereneeee e,

©CIE 2002 3
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7 additional actions needed to he taken once meeting time has been selected (14 marks):

Confirm the M With DOSS .......co e s e
Check with boss where meeting is to be held ... e
Check if any documentation requires Preparation ... cciiee e e e e reneee s s s e e
Check if refreshment t0 be Provided.........coviiiiiiin e e e
Diarise your own and YOUI DOSS' QIGIY ......coiceiiiiiiririiiece sttt a s s e e s e e e sasae e e s nee s s e rensnrensnnneenn
Delay any personal appointments until after 1815 hOUIS ......ccccviiiiiii e
Provide written confirmation of date and time with each Manager...............cooveree v
Organise relevant doCUMENTATION .........ciiii i e e e e ceas e e s s ase e e s nreeerasnresaassernasnaneansesan

Arrange to make yourself available to take notes at the meeting...........cccoovi i,

TASK 3 (26 marks)

1.1 Identify colleagues' responsibilities.

1.2 Enforcement of any relevant data protection.

2.1 Maintain a secure workplace; computer based passwords, restriction of access
levels; positioning of VDUs

2.2 Regular reporting and checklisting

3.2 Inform and consult colieagues.

3.3 On the job training; support notes; follow-up support system.

. 1 recommendation

Name a member of staff with overall responsibility for monitoring computer based
INFOrMALION SECUIILY ... eeeceeie ettt e ee et e et ee et ae e e e aeesaneeessabesesessneseessessnseensesanseanen 5

. 7 item items which could be used on a checklist for security procedures for computer based information
(alternative answers acceptable) (21 marks)

Review siting of all @QUIPMENT .........c.oii et e et e e e e e esate e sabeesaeessnesaneens 3

Site equipment where access can be restricted to authorised personnel ........ccccoccceeeevvvceeervie e 3

Position printers so that they cannot be seen by VISIOrS .........cccveeiicn i 3

Make sure that the operator can blank VDU screens out if someone walks by .........ccecovvccivccinicniennnnnne 3

Store disks in secure 10ckable CONTAINGIS ... ittt s e e s e sa s sresare e e 3
©CIE 2002 4
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Restrict access to computer files by the use of:

COMPULET IEVEIS OF BCCESS coeiiie ettt e st re e e et e s e s aonr e e e e e e s e s rarser e e ta e e s amneseenennnceas
(S22 11T Y] o L= USRS
limit the nuMber of aCCESS AttEMPIS ... ..o e e e e s saneeaee s
enforce the regular changing of PASSWOIS ...........cci i e e
monitor access 10 sensitive INTOrMatIoN ............c e rea et r e e ree s

establish back-up procedures to ensure that data can be recovered in the
event of accidental 0SS OF AMEAGE ............uuiieiii et eee s rear e e e aasse s e nar e e e e e e e s aseeeeeaassennnas

keep backup of important data in SECUre StOrage .........ccccviievrveeeeccceeniie e e

establish firm procedures for the distribution, storage and disposal
of printed OUIPUINAIT COPY ... cooiiiiiie et ae e e s e sae e s arn e eeans

©CIE 2002 5
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MARKING

TASK 1 (10 marks)

3.2 Review and develop straightforward administrative procedures: Inform and consult
colleagues.

» 3 potential problems and dangers with the consultative approach are (15 marks)

Some people do not like to be seen as 'knowing nothing', or to be known as non-contributors. They may
therefore make suggestions which are unhelpful, or negative. ... e 4

Consultation is time-consuming - especially if you want to give everyone involved an
equal say in the matter........c.ccccceccininieiiennenen, ST PO 4

You may end up with a dozen conflicting suggestions .............oo i 4

People get annoyed when their suggestions are discarded - and may sabotage the new procedure, which
contains other peoPIE'S IdEAS .....c.ceierciiiii e et e 4

TASK 2 (43 marks)

1.1 Identify and apply methods to ensure an even workflow: prioritising; identifying own responsibilities and
colleagues; organisation of the workflow; activity scheduling.
3.2 Review straightforward administrative procedures: prescribed; method; agree objectives; examine
procedure.
4.1 Undertake research: describe primary and secondary research; sources of information.
4.2 Researched information: provide for confidentiality.

1 5 main points to bear in mind when dealing with confidential information after research

(15 marks)

Any sensitive documents should be returned to their SOUrCe ...t 3
Sensitive documents should never be left laying on a desk (even overnight) ........c.ccoovvcviviericencnecenncnnnnn, 3
Draft documents (handwritien or word-processed notes) should be shredded........c...ccccoeiieiviiivcvninineenen, 3
The completed report or documents should be putinto @ file........o.ooeiee e 3

Each report or documents should be numbered and the number issued should
correspond to the NUMDET OF fiIES ... et re et ae s r e e e st ese s e e ae s e e esasnee s rneaan 3

There should be a limited diStrIDULION TISE..........oiriiieer et ree e et e e s s s snsssssaseeresasases 3

Files should be distributed in sealed envelopes - preferably by hand with a trusted
(o0 1E = O OOy OO PUR R 3

Use 'top secret', 'limited distribution’, stamps or stickers on top of all such documents
o] 71T TSP 3
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Primary research (6 marks)

Primary research is original research - where you have to find out and collate

information which does not yet exist in that particular form ... s 2
It is sometimes known as 'field reSEarch’...........ccorcceriinie e e e e 1
3 methods of primary research are: quEStiONNAINES ........c..covviiiiiiecc e 1
SUIVBY S, .. e eraeiu i s e s e e s s as nr e e a s sass se e nnmnenneress 1
INEEIVIBWS ...ttt e e e e sraaar s 1

Secondary research (9 marks)

Secondary relates to accessing information which already exists - either inside
OF OULSIdE the OrganISALION. ......ccccii ettt et r e st e e s e e e e ne e s e e e ssae e e sase e e reessaeenaesasanans 2

[t is SOMEtIMES KNOWN S "UESK FESEAICI ... ...ciieieieiir i rirereterasssessarerasstassssessaasasaasannsssnsssnssassanntararensesassees 1

5 sources of information for secondary research include:

computer databases ......cc.occcveeiiceiiii e 1
CD-ROMS ...ttt rrr et eeeae e et 1
OffiCE fil@S .o 1
reference DOOKS ..ot e e s 1
JOUMNAIS ..o e 1
NEWSPEPEIS. .ot terieiearee ittt e ie e errecrratee e as s s s asararaeeneesasmreneasasnnnrens 1

2 reasons for séttinggbjectives when starting to plan research is to (4 marks)

o V=T =T or 1T o O OO RORN 2
place limits on the SPecific ODJECLIVES S .....ocuii e ee e e n s er e s e e s aeeseens 2
identify who can be @sked fOr @VICE ........ccoi ittt et ae s e b ens 2

An abstract journal differs from a journal because (6 marks)

it gives a concise version of an original document together with full details of where
the fUll VErsion IS I0CALEA. .........ceir ettt s e e ab e s e ves s e e e essessbeesaaesenensanas 3

it is used instead of a journal to reduce the time and effort required needed for
FEEITING 10 JOUMNAIS. ..ottt re e et sae st e e s be e e sae et e s besaeesae st e sreatesaereanas 3

A database or index journal differs from an abstract journal (3 marks)

WwWWw.xtremepapers.net



www.xtremepapers.net

OFFICE ADMINISTRATION ADVANCED
PRACTICAL ASSESSMENT TASK SHEETS

SEC 5243/C C2002

o in that whilst it is similar to an abstract journal it normally only contains references

and avoids the time taken to manually search through journals. ... 3
TASK 3 (19 marks)
4.1 Videotext systems.

6.1 Arranging travel and accommodation: monetary arrangements and methods of obtaining money;
visas, information on formalities.

1. To find out the current exchange rate for a country:

read the MOIMING NEWSPAPEIS .......cuiiiiiiiiriiieriiireasistteessaeeessatreessaereessasareesssebaressssbresssbabaressssbsenssabnessarnennnts 1
£1=1[ 70 aTo ) g L= {10 = = o1 OO 1
1= T 0= - OSSP 1
LT Lo AT =Y =1 0= OO 1

2. Banks usually charge a commission on the money they change per transaction (i.e the
more money you change at once the better it is).........oovcrreeiii i 3

3. ltis usually more cost effective to buy on credit abroad because the best rate is usually that negotiated by

Credit CArd COMPANIES ...cccuuvveeriiiineeieineatitererereereraeterererarerteraeraaatataeatraasarateeeeeereraeaeetmeraeenernesamammnrenerrsaeenesanassnns 3
4. Atravel agency can obtain a Visa on another person’s behalf.............cooooeciiiiiincn s 3

A passport would need to be handed to the travel agent for that purpose..........cccciveeriinniennee s 3
5 The Visa would be stamped on a passport page and clearly state the date of expiry .........cccccevvriiennnnne. 3
TASK 4 (18 marks)

6.1 Travel arrangements: insurance

* 4 reasons why a card protection service policy would be recommended (18 marks)

BECAUSE IT USUALLY OFFERS:

cover for fraudalent use before notification of credit Card 10SS .........ccoccovciriiiii i 4
the facility to make reverse charge calls from all over the wWorld .............covviiiiicnc e 4
an emergency cash advance WONAWILE ..........ciiiiiiiier st e s e s ssee s s e e ss e e sanne s 4
a replacement airline ticket (to be repaid [ater)..........ooeee i s 4

the facility to record details of other valuables, i.e. passports, share certificats, etc,
INCASE OF I0SS OF tNEL ... ettt e e ee e e e r et e e re e e e s e s e raeaenea s rabbee 4

* Not all credit card protection services offer the same facilities. The facilities vary from
one Company to @NOTNET. ... et e e e e e n s n s rn e n e ar s 2
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TASK 5 (10 marks)
5.2 Administrative support required at meetings: participants

» 5 attributes required of participants at a meeting (10 marks):

an effeClive PartiCIPANT ... ... ettt r e e e e e e e e e e ae e rae s e sanrrnan e e s e rnnranaean
KNOWIBAQEADIE ... et ee e e et e e e e b et e e e e e bt e e e e e smt e e e eeareaassreeaesaeeseananannaten
01 =T =1 = RO RRTPRRON
Prepared 10 CONIIDULE ..........ooii e e et e e s e e e een e e sr e e e e e s e e e e ennes
E= o1 ( R (o T L= Y=Y o IR oI 1 T oo o | O O OO EPTOPUOR
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