UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge International Diploma Foundation Level

MARK SCHEME for the 2004 question paper

CAMBRIDGE INTERNATIONAL DIPLOMA IN OFFICE
ADMINISTRATION

5223 Office Procedures, maximum mark 100

This mark scheme is published as an aid to teachers and students, to indicate the requirements of the
examination. It shows the basis on which Examiners were initially instructed to award marks. They do
not indicate the details of the discussions that took place at an Examiners’ meeting before marking
began. Any substantial changes to the mark scheme that arose from these discussions will be
recorded in the published Report on the Examination.

All Examiners are instructed that alternative correct answers and unexpected approaches in
candidates’ scripts must be given marks that fairly reflect the relevant knowledge and skills
demonstrated.

Mark schemes must be read in conjunction with the question papers and the Report on the
Examination.

. CIE will not enter into discussion or correspondence in connection with these mark schemes.

|E:E :1 UNIVERSITY of CAMBRIDGE
W I t-.rn.m-mnl Examinations

WWW.X{remepapers.ne



www.xtremepapers.net

2004

CAMBRIDGE INTERNATIONAL DIPLOMA

Foundation Level

MARK SCHEME

MAXIMUM MARK: 100

PAPER: 5223/A

Office Administration (Office Procedures)

r: | LMNIVERSITY of CAMBRIDGE
W I '[LIIH mnl Examinations

WWWX epapers.ne



www.xtremepapers.net

Page 1 Mark Scheme Paper

CAMBRIDGE INTERNATIONAL DIPLOMA - 2004 5223/A

MARKING
TASK 1 (20 marks)

« List ten items of equipment and stationery that might be required for preparing outgoing mail. (4.2, 4.3 - 20
marks)

Lo YT o] o1 E R (o Tl 1= Z=T = PO UPRR SRR

Lo [o[=To I =T 01V =T o] o 1= O PO PP PP UPPP ORI
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'Fragile With Care' IaDEIS .......oooiiiiiiee ettt ettt e et e e s nee e e et e e e anteennneeesnaeeeanseeesneeeenneeenn
cardboard tubes for rolled documents (€.9. PlANS) ...coiiiiii i
cardboard stiffeners to reinforce envelopes (containing certificates, etc) ........ccccoviiiini e,
Shrink wrap (i.€. fOr MAGAZINES) ...ttt e e e et e e e e e ntae e e e e e e eaeeaesnseeeaeeannneeaeeaanees
polythene bags (i.€. fOr MAGAZINES) ......ii ittt e et e et e e st e e e nte e e saneeesnneeean

plastic bubble sheet (t0 protect enclosed ItEM/S) .......c..oiiiiiiiiiii e

TASK 2 (40 marks)

« List four functions which are the responsibility of the Accounts Department. (1.1 - 20 marks)
010 Lo o =1 £SO EUOUPSRRN

checking incoming invVoiCes againSt OFAErS ........cceiiiiiiii e e e e e e e e es s nsnenrnannees
preparing cheques for goods, materials, and services purchased ...........ccccceeiiiiiiiie e
sending out invoices and statement for goods and services provided ...
OVErSEEING MONIES FECEIVEA ....ciiiiii ittt ee e et e e e e e e e e e e s e s st eaeeeeeeeeeaaaaeeeeesaaaaassnsnsssasnnneeeeeeeeeeaasnnnsnsnnnsnnnns
paying Money iNtO the DANK ... e et
chasing outstanding PAYMENTS ... ... ettt e ettt e e e e ettt e e e e e naee e e e enteeeaeesnneeeaeeanees

COMPANY @CCOUNES ....iiieiiiiiiieiee e et e e ie st ee e e et e e eeaeeaeaaaasaaa e a b e be e e e e e e e et e eeeeeeeeaeaaa s annn b n b e seeeeeeeeeeesesaaannnnsnennnnnes

payment of Wages (SOMELIMES) .......cccueeeeeiseee ettt ss s s s
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o List four office functions that are the responsibility of the Office Services Department. (1.1 - 20 marks)

(=T o oY | £= T o] ][ TSRS
SECTEIANIAI SEIVICES ..ottt ettt e bt e ettt e s b et e e b et e eae e e ne e e e rab e e e anbe e e saneeesnneeean
1LY R o] o Te [ T2 170} o PR URPRRRN
[T oTe] o [N (=T=T o] o T TR SRR
[=TeTcT o) ToTa e 0] 11 USROS

stock control of office CONSUMADIES ... et e e e e e e e e eeeeeaees

TASK 3 (24 marks)

« Give six guidelines you should follow when making a telephone call. (5.1 - 24 marks)

have all the information ready, and t0 hand ..o e
check the telephone number before dialling ..........c.cooiiiiiiii e
dial the telephone NUMDBEr CArefUlly .........ooouiiiiiieie e e e e see e e st e e e e e aneeeean
LS o LST= L Qe 1= T PR
STAE YOUI NAIME ..ot e e et e e e e ettt e e e e e e et e e e et e e e e e nen e e e e s e aatr e e e e e e anreneas
state the name of the OrganiSAtIoN ............oii i e e e snaeeean
[ T=T o I8 (o 3R 1 = Yo 11 PPN
E= V0T [o [ el g =14 (=1 [ o [ PP OP PP OPPP TR
finish call by confirming what action Will be taken ............oociiiiii e
carry out the actions promised t0 be taKeN ... —————————————————
make a summarised note about the call and place in the file ...

TASK 4 (16 marks)

e Give three advantages of using a mobile phone. (5.1 — 12 marks)

] E= L= T g o I =T YA (o R o= Y SRR
CaN reCeIVE CallS @NYWREIE ...ttt e e ettt e e e s be e e e e e e e bee e e e easteeeeeaannseeeeeeannneeeas

CaAN SENT TEXE MESSAGES ....viuvivieeieiieiieteite ettt sttt ete et eteebeetesse st e s e s e s eseeseeseeseebeebessess et essesebessesessensenseneese st ns

can make Calls froM @NYWRNETIE .........ooooiiiiie et e et e e e e e e et e e e e e e e e e e saab e e e e e e snraneas

some have mailboxes to store messages for collection at the user's convenience .............ccccccoiiiiiiinnien.
€an StOre MaNY NUMDEIS ......ooiiii ettt e bt e et e et e b e et e e saneeesaneeean

e Give one disadvantage of using a mobile phone. (5.1 - 4 marks)

batteries need regular charging — €asy t0 forget ...

difficult to avoid calls and have "QUIET tIME' ..........ooiiiiiiii et e e e e e e
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MARKING
TASK 1 (27 marks)

e State the purpose of a team in an office. (1.1 - 7 marks)

to enable a group of people to work together to achieve common goals ..........ccccoeeeiiiieiiiiiiee e 7

o Four examples of the benefits of an effective team. (1.1 — 20 marks)

there is a variety of skills and @bilities ..........ocuiiiiiiii e 5
jobs can be allocated to maximise the strengths of individuals ............c.ccooiiiiiii e 5
(Ve G E= 3o (o] A T= T 1 o T = o [ U] ] 4 SRR 5
there is MOre FIEXIDIITY .......veiiiiie et e e e e s et e e e e e s e tsae e e sstaeeeeesentaneeaeeansnneeaean 5
less duplication of WOrk and effOrt ...........ooo i e 5
Lo T=Y (=T g oTo o] o 1= =1 i o ISR 5
happier team members because they support each other ... 5
motivated team MEMDEIS ... ettt e e e ettt e e e e ettt e e et e e e e e e nneeeaeeenneeas 5
team members support and help €aCh OtNEI ........e e e e e e e e 5
improved communication if each member consults with each other ..., 5

TASK 2 (12 marks)
* Four items of equipment used for receiving and sorting incoming mail. (4.2 - 12 marks)

E= 1] (o) g BTl 1= 1 =Y ] o 1= o =Y PSRRI 3
L] €= o [T RS PSP 3
(oY (SIS =T 1] £ T PP PP VPP PPPPN 3
Lo ] o I = o3 PSR UPRRT 3
Lo a1 aTo IR (=)= PSP UUPPPT 3
Lo ] 1T PSSR 3

TASK 3 (30 marks)
e Give two ways of reporting an accident in the workplace. (2.1 — 10 marks)

[[gTE=T A= TeTed o [=Y o) ol o Yo Lo ) QPP
(o0 J= T g TE=TeToiTo [T o | 48 o] 4 s o USRS

verbally 0 YOUTr lINE MENAGET ...ttt st e bt et ene e ab bt e e aab e e e saneeenaneeeas

in Memo form 0 YOUN liNE MANAGET .......o ittt e e e ettt e e e ettt e e e e s neeeeaeeasteaaeaaannseeeaeaansreeens
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e Four reasons why accidents happen in the workplace. (2.1 - 20 marks) (Alternative and sensible answers

acceptable.)

not being aware of OWN reSPONSIDIILIES ........cccviiiiii e e e e e sarene e

not understanding that employees, as well as employers, are responsible for each employee's health and

LT 1] 4RSS
LT 8 o] g (ST g T= ] TS SEP PSPPI
CATEIESSINESS ...oiiuiiiitiiiti ettt ettt et ea ettt b e e et e e bt e s b et et e e E e e e et e e R e e nh et e et e h e e e R e e e ae e Rt e nhe e nne et e eaneere e e
lack of simple MaiNtENaANCE PrOCEAUIES ........oueiiiiieeei ettt e e e e et e e e e e e e e e e e e nbeeeaeansaeeeaeaannaeneaeaan
not knowing how to use equipmMeENt ProOPEIrTY ......ooo et e e
Nnot reading INSTIUCHION MANUAL ........uiiiiiiiiiiie e e e e e e e e e e et ee e e e e e eeeeeessaa i snssnebaneneeeeaeeeeeas
lack of attention 10 reQUIALIONS .........ii et
lack of knowledge of Health and Safety at Work requirements ..o
[ To) Q=T=Y= T T = | o PR
10T T TP PSSP P P OTPPRPPP
[oF=To VYo [ 1 =1 o] | T OSSOSO
[ack of attention 10 LAl .........cui i
not clearing spills Up IMMEAIAEIY .........eiiiie et
SEIMISNNESS ...ttt e h et nh e e e et et s et e e E et e e b e e e s e e e e arreenan
LU= 11TV oz=1 o] 1= S SUEPRUEURRPIN

TASK 4 (31 marks)

=  Four examples of how floppy disks should be cared for. (2.2, 4.1 - 16 marks)

label each disk, CArefUlly ...t e et e e e et e e st e e e e e et e e e ne e e e teeeenneeeenes
carefully write label before placing it on the diSK .........c..oiiiiiiii e
keep upright, in SpPecial diSK DOX ......ooiiiiiiie e e
carefully label the SpecCial diSK DOX .........iiiiiiiee et e e e e st e e e et e e sneeeenneeeenns
keep disks away from the tEIEPNONE .........coooiiiiiiiie e e e e e st e e e s snraeeaeaan
keep disks away from magnetised paperclip hOIAErS ...........oooiiiiiiiiiii s
Keep disks OUL OF TN SUN .. ..oeiii et et e e e e et e e e et e e e e e eabe e e e e e eabaneaaaan
keep disks in their boxes when not in use - to keep them dust free ..........ccoooeiiiii i

keep disks away from drinks Of @ny KiNd ... s

e Give three examples of how you would keep disks secure. (4.1 — 15 marks)

put disks away safely at the end of @aCh day .........c.coo i
check that the number of disks is correct at the end of each day ...
keep disks locked away When NOt iN USE ..ottt e e st e e e e e e e nnneeeeeean

never switch a computer off when programs are running (to avoid spoiling/corrupting the disk) ..........ccc.........

never place heavy documents 0N tOP Of AISKS ........eiiiiiiiiiiiii e s
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