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TASK 1 (34 marks)

. Prepare a clear and well displayed Notice for the mailroom, using the heading 'Mailroom
Security Suspicious Envelopes and Packages'. The notice should include six danger signs to look
for when suspicious of an envelope or package.

Notice. (2.1, 2.2 - 7 marks)
Lol LoE= 4 YA o] o [=To [ PSPPSRI
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NO AMDIGUOUS WOTAS ....iiiiiiiiiitieeiitie ettt ettt ettt ettt a e ettt e e e ettt e oa b et e aa b e e e eab e e e s bt e e eabb e e sase e e e b eeebbeesneeeeanneeeanneeeanee

heading of 'Mailroom Security — Suspicious Envelopes and Packages' used .........c.ccccviiiniiiinieeinienenns

Effective display using anv of the following or alternative techniques. (2.1, 2.2 - 4 marks)

[oT0) =T = SO P RO PPROPRPPPRRPTIOE
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» Give six danger signs to look for when suspicious of an envelope or package. (2.2, 3.1 - 18 marks)

a smell of MAarzipan Or @IMONAS ......ooooiiiiiiii et e e e e e e et e e e e st e e e e e seabr e e e e e sensreeeeeeansnneas
greasy marks ON €NVElOPE OF WIAPPING .eveiiiiiiiieeeeeeiieieieiiititet et eeeeeeeaaaeaeeeesssaaasassssesesaeseeeeeeataaaeessanssnsnsnsssnnnenes
wiring or tin foil (especially if the package is damaged) .......c.ccvviriiiiiiiiiii e
if the item is unusually heavy fOr itS SIZE .........ooiiiiiiiiee e e e e e
delivery by hand from an UNKNOWN SOUICE .........cciiiiiiiiiiiiiiiiie ettt e e e e e e e st e e e e s sntaeeeeeeennneeas
E©XCESSIVE WIBPPING +eeeiuttteittieiitte et ee ettt e sss e e e aa bt e e aate e e sab et e aabe e e ase e a1 s e e e ek b e e e see e e oh e e e e s b et e eateeesabeeeaabeeenanneesneeeabeeena
[[pTeTo] g r=To A=Y Lo =T PSPPSR OPRPOTTRRTOS
(o] =1 Te LTl oo TS} g b= o PSPPSRSOt
too many stamps for the weight of the ItemM ...
poor handwriting, SPelling OF TYPING .. ...eiiii ettt e et e e e e et e e e e e et e e e e e s neaeeaaeeannnneas

rigid contents on a flexible ENVEIOPE ........cooiiiiii i

uneven weight distribution in the package ...
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A telephone should not be used in the same area as a suspicious packet because (2.1 — 5 marks)

some devices can be activated when a nearby telephone is used..............ooii

TASK 2 (34 marks)
e Give four reasons why meetings are called. (5.1 - 8 marks)

Lo =T oL (1A= T o] o] o] 1=y o H O PP UP P OUPPPUPPOS 2
Lo TETot U 1= 3= T o o] o] [T o TP SRPPN 2
LilaTe RE=TETol (0] 1 o] TR (o TE= T o] o] o] (=1 1 4 USRS SPPRROt 2
to brief staff ON NEW PrOCEAUIES .........oi ittt 2
to brief staff O NEW MELNOAS ........ei e ettt 2
to brief staff ON NEW POIICIES .....ooii et e e e e e e e e e e e e e e e ssbeeaeeeanees 2
O @SSESS PrOGIESS ...uveiuiiiuieti ittt et s ettt b et sa et b e e et b e et e bt ee e b e ee e e bt et e et et R e et eh e e a e bttt nae ettt ne st ea 2
to discuss/negotiate agreement towards a joint dECISION .......cocciiiiiiiiiiiii e 2
(e [ETelTo] 1 =T VA o fo ot =Y Yo Ty To IR 2

° Briefly explain the purpose of a notice, agenda, chairperson's agenda, minutes (5.1 — 20 marks)

. Notice

tells everyone concerned when and where the meeting will be held ..., 5
Agenda

programme of items of business to be dealt with at a meeting in the order in which they will be dealt with

.5 Chairperson's agenda
lists the main items of the agenda on the left hand side with space alongside for comments which the

Chairperson makes during the MEEHING ........cci ittt see e 5 Minutes

record of the proceedings of a meeting. They record decisions and identify actions being taken. Written in

the past tense iN the third Party ... e e 5

e State the purpose of an AGM and an EGM. (5.1 - 6 marks)
Annual General Meeting

an annual meeting which all public companies must hold and to which shareholders are invited .................. 3

Extraordinary General Meeting
to deal with business that cannot be held over until the next Annual General Meeting ..........ccccccoeiiiiiiienninee 3
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TASK 3 (32 marks)

« Mrs Nukuru will be travelling to England next month. Prepare a checklist of travel requirements for Mrs
Nukuru. (6.1 — 32 marks)

Heading — to include name, travelling to and Month ...
Checklist should have

(01014 (=T o1 o F= 1] o To ] o AR ST PTRR
RV =11 To Y 13- T TP PSP OP PP PR OPPPPPRIN
Certificates of vaccination (if reQUIFEA) .........cooiiiiiiiiie e et s e e e e e eneeeeennes
[[al Y ga =N dTo] o b= 1o [ AV4 T a o [N LToT=Y o Lot N PSP
FIGNE HICKEES ..ttt h e a et e ea et ehb e e e et e e e ate e e s ab e e e e be e e nneeenaneeas
Travel arrangements to and from @IrPOIT ........oouiiiiiiii et s e e st e e e seeeesneeeens
Hotel reservation detailS ..........cooiiiiiiii e e
LT TT =1 o PSP P PP PR PP PP PPPPOT
BUSINESS CAIAS ...ttt e et e e b e e e e h e e ae e e e e an e e sen e e e e e e e e e nen e e e e e e e e nn e e nree s
BUSINESS fIlES ...ttt ettt bttt et bt et h e et e e e ae et a e bt e e n e e nanen
=T o] (oo T TSP P PP PP SPPR
Fax, telephone and e-mail numbers of business CONtACES ............cooeiiiiiiiiiiiiiii e
Travel guides and [€AFIELS ...........cooi i e e e e e e e e e e e e e e e e arees
Details on political and social practices of the COUNTIY ........cociiiiiiiiii s
[T (=Y o] o I eTU [ (=Y o T3 R URR PRSP
(07 (=Yoo= o [ PSSP PR U PR UPTUPRPP
R T T SR e = | € RSO RPSPRR
Phrase DOOK/AICHONAIY .........ooiiiiiii ettt ettt s e e et e et e e e sen e e e et e e e nneeenaneeas
T = 1o (N
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MARKING

TASK 1 (32 marks)

Give four actions you would take when planning your work. (1.1 — 16 marks)

prepare an Action Plan or checklist of tasks to be doOne ..........cccueiiiiiiiiiii i
prioritise tasks in order of priority and any deadling QIiVEN ...........c.coooiiiiiiii i
consider which staff to delegate tasks 0 ... e
prepare WOrk reqUISItioN fOMMS ........oiiiiiiiii ettt e e e et e e e e e et e e e e e e aatreeeeesantreeeeesansnneas

ANAIYSE MESOUIMCE NEEAS ....oueviitiieitieteiteetetetiese et eteeteeteeseebeste st esseseeseeseeseebeesesseesansessesseseeseesesseesebessesensessesnnsens

Give four ways in which you could monitor work in progress. (1.1 - 12 marks)

using and regularly updating a

(o] g T=Tod 1] OO PSP O PP TRPPPTPP
(o7 o1 o= T SO PR SUP RO UPRPPRRPTIOE
(o1 E=Tal a1l Yo Jed g =T a7 o Lo =1 (e HN S PPSPPPR
DriNG FOrWard SYSIEM ...ttt et e et e sb e b et
[oF=T =Tl o =TT =To o L= T Y PSR
L= Toa 4 o] T o3 L= o SRR SURPPP

Give one quideline you would you use to ensure that each task was completed satisfactorily. (1.1 - 4

marks)

concentrate 0N 0Ne task at @ tIME ..o e e e e e e e

complete one task before starting @another ...........cooo i

TASK 2 (18 marks)

Mr Lee has asked you to review the administrative procedures. As part of this work you will consult
staff, identify costs and seek specialist advice. Give two reasons why each of these is important.

(3.2 — 18 marks)
Consult staff

2= 0o o =T a1 o110 Vo 0SSPSO
staff may identify helpful POINES .......ooi e e e e e e st e e e e st e e e e e e asaeeeas
gets staff on side of MANAGEIS ... ..o i ettt e e e et e e e e e e e e e e e anneeeans
Identify costs

(G 0 £ TN o 18 o [ 1= SRR
identifies if procedures are t00 EXPENSIVE .......ooiiiiiiiiiiiiii ettt et sbe e be e e nnne e
Seek specialist advice

Lo = AT (o 1= = T PSPPSR

[[aTe =T o1=T aTo [=T o] ae] o F=1 a1 E<T= 14 ] o NSRS

QLT [0 [T T T RRRRSRURUPRNE

LT gL gL ez= =D d o= o 1T RSP
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TASK 3 (30 marks)

* Prepare a checklist of six risks to health and safety that may be found in the workplace. (2.1 — 18 marks)
(accept sensible alternative answers)

gangways and Corridors are BIOCKEA .........cocuiiiiiiiiiii ettt e
floors and stairways are CIUHEIEA ........ ..ottt e e e e e e e e e e e e e e e e e annreeaaaean
boxes, parcels or other items are Iying @roUNd ...........ccoo e e e e e e e e e e e enraraneeees
no warning notices on/near any temporary or permanent hazard ...........c.ccco i
no prominent warning notices on all clear-glass dOOIS ............uiiiiiiiiiii e
items have been placed at heights which are difficult to reach ..........cccooiiiiii i
records of all machines and equipment are out-Of-date ..o
Fault Book records are Up-t0-0ate ...ttt e e et e e e e e e e e e e e e e ner e e e e e aneneeans
power points have not been professionally checked for safety .........ccccoooiiiie i
step stools or ladders are not used to reach things positioned high Up ........cccoiiiiii e,
filing cabinets are OVErIOAAEA ... it e ettt e e e e et e e e e e et e e e e e e anre e e e e e anreeaaaean
flammable liquids and other substances are lying around .............coooiiiiir e
the first aid box is empty and INACCESSIDIE .......coiiiiiiiiiie e e a e e e snra e e e e e
fire evacuation procedure notices are NOt diSPlayed ...........oocueiiiiiiiiiiiii e
fire extinguishers have been not been regularly SErviced ...

staff are not familiar with all safety ProCEAUIES ..........cccueviii i a e

* Briefly describe four methods of ensuring a healthy and safe workplace is maintained. (2.1 — 12 marks)

regular risk aSSeSSMENT PrOCEAUIES ..........oiiiiiiiiiiie et e ettt e e e e st e e e e e ettt e e e e e neaeeaeeaanseeaeeanseeeaeeaansneeens
regular risk assesSMENT ChECKIISTS ........uuiiiiiiiiiiiie e e e e e e e e e e e e s e nenrereneeees
encourage the use of RSI (repetitive strain injury) @ids ..ot
monitoring the implementation of organisation's safety poliCy ...
regularly updating codes Of PracCliCe ..........ooiiiiiiiiiii et
ensure staff undergo an iNdUCLION PrOgramME ...........coiiiiiiii i e e e e e et e e e e s ensre e e e s snsaeeaeeannnnes
clearly display safety Signs and NOLICES .........ooiiiiiiii et e e ettt e e et e e e e e e eneae e e e e annnees
7= LY VT (o T TSIR= 1 o N g T ] =Y SR
clearly display @mergenCy PrOCEAUIES ........c.uiiiuiiiiiiie ettt ettt et e s bt e e st et e sbe e e s baeeabteesneeeennneeeas
clearly display @mergencCy ProCEAUIES ........c.eiiiiiiiiiiiie ittt et e e e e et e sb e e s b e e abn e sneeeennneeeas
regularly checklisting emergency eqQUIPMENT ... e e e e

regularly organising the servicing of emergency equipMENt .........c..coiiiiiiiiiii e
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TASK 4 (20 marks)

* Prepare a notice showing seven sources of reference you might use when planning travel. (6.1 - 20 marks)

notice, using suitable desigN/IayOUL ..o e

LT 415 =1 o] L= TP

([0} G = 0 (=T = AR
L0 1 S
government and iNfOrmMation SEIVICES ........oiiiiiiiiiie e e e et e e e s et e e e e snsa e e e e e snsaeeans
telephone and VIEW data SEIVICES ......ccociiiiiiiiiii ittt e ettt et et e sab e e e e

sources of information on local business CONAItIONS OVEISEAS ........ceviiiiiiieiiiiiieiececeeee e
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