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Instructions to Candidates

1. 'This project is part of your assessment for Administration.

The solution to the project must be your own work. You are allowed to look at books
and at work you have done before. You may ask your teacher questions, however your
teacher is not permitted to help you with the project, but may provide you with
clarification.

2. You must not take any of the project work or material out of school. Before you begin
work on your project, please check that the project is at the level—Foundation, General
or Credit—that you wish to undertake.

3. You should complete the tasks in the order presented in the paper.

4. 'The project should take approximately 15 hours.

5. Your name, school and task number must be entered on each item submitted.

6. Follow all instructions regarding the tasks carefully (eg with regard to stapling sheets

together). Place all items for marking inside form Ex5 (External Assessment Flyleaf)
in order of task number.

Declaration

Prior to submitting your project to SQA for marking, you will be asked to sign a
Declaration that the Project is your own work.

You are advised that if it is established that the work of another candidate, whether in part
or in whole, has been submitted as your own, SQA may cancel an award in this subject or
in all your subjects.



GoSport plc

GoSport plc is a company which sells sportswear.

You work as an assistant in the Administrative Support Department of
Head Office and have been given several tasks to complete.



Task 1

At the moment the company headed paper includes the following information.

Go Spomf' p/c.

Head O/'/‘/’ce

k/estfarm Bustness Fark
Weséfafm Avenue
EDINBURGH

Ene TTR

01318433482

The headed paper needs to be improved and the e-mail and web addresses should be
included.

gosport @uwestfarm. co.uk.

wwa. yos/oopt. com

Display the above effectively using a variety of fonts, styles and include one graphic

The following should be centred on a single line as a footer.

Branches n ﬂberdeen) Edu\.bwyhl Inverness
and Perith

*  Complete the task.

* Save the file as HEADowninitials.

Print one copy of HEADowninitials.

9 marks



Task 2

The management of GoSport are considering introducing a flexible working arrangement
for all employees in head office.

The Human Resources Manager, Phyllis Cameron, has asked you to key in a first draft of
the following information.

FLEXIBLE WorkiNG — — Centre and bold

_Dw‘my the Last part ? the 20% ceniu,y the
/“e(aZZo,\sz whach wxisted be&)eeﬂ work g/amz.{y and
Yorscire cha:yed sgmngnzy Daru\ﬂ éhe /1970s a
{awye PP ?f womep entered the /wmgorz:e Zior
the gzrsr Ume fakmy wp part-liume work 70
"W {Lt arovrnd gaow.fy COmmuitments. @s work has
becorme Lliss central to peapas lves, many  have
become concerned mUuA what s termect the
"toork- »&'J(' balance. Thes balance 15 :o—me{‘hznj
%/\ that  afgects aa/(as o some extent,
C/‘ettug the balzmc.e rv /h‘l' betweey, work and
othes [‘h_uys i »&ée €9 camny ga—r erlolyen ov

e(dere/ re(aZZue;; con Sometimes be d%(az,a— to
achyeve .

Geétmyu!-wrmy can lead fvmw(oyeemdnd
tnease with costs o the kbusiness in terpas 0%

Low _stay MoMabance rates,
Common tiypes of Herwble A)Mkuy are !

trs




Task 2 (continued)

O mut

ﬁrr»anye scde headé?a i order wndicated.

@ Compressed howurs

@ F Jexttime.

® Homeworking

@ Job Shar/;v g

uc

® Part-tore

The agreea( hours are worked.

over fewer days.

The employee chooses when to
work proveded. {bzy are tn
the workplace durwy Core
ture.,

The mq_/oﬁ@ of work taokes
place at home. £/ vats
networks enable Aome PECS
o work . the Same tay as
they would z.v'\,’an, 0///’ce/'
Lotk hout Sac/vf/cx';y Sewr@.

A job Is shared. wui
Someone else, M pray
and. hoada.‘/s are sput
accorduy fo how mony
hotws eaca Coryoloyee wWOVKS.,

Where an ern,o(aygg WOrks
fewer hours than a full-time
worker Who usually torks

35 hours a wees,

pnyone_ can ask their arn,ozoyp,r /lo,» //Wt'/a(z work
arr*ange,memts Zcu harve the r Z/-zt o ask f—’Or
ﬁexyuba A)Orkmq but not_the ruth o Aowe -

Jeatics




Task 2 (continued)

CAPS Adeages 00{ ;/«éw;ba wo@\q
v J
Betler heoadsh

C@W

T st
Skcll  retention
Kettoy pmdwcuvo?
Less ﬁf%c CM\?QSZL‘%

A

CAFS QEWWC’Q‘S d %1!»(&6&3 p\)mﬂm

Pagsuxaz:y %{ W mages

TE Possible isolodion. fror wonk Enthange
g D%/culau 9 [solation,, adapting and /oza,.,u,g
g F[wcb&wmkug Cowidbe on. obstacly T
8 70)’01»«0’&01\ in Sotme  industries

Complete the task.

Ensure the document fits on one page.
Save the file as FLEXIowninitials.

Print one copy of FLEXIowninitials.

17 marks



Task 3

The Training and Development Manager, Jack Healey, is organising training for staff in the
4 branches of the company. The training courses are:

. MANAGING A TEAM

. CUSTOMER CARE

. EPOS

. HEALTH AND SAFETY

He has asked you to prepare a database of employees’ training needs.

Jack has been in touch with all the branch managers and, to date, only some have sent the
information you require.

Peter Rosol, the Manager of the Perth Branch, has sent in the following details.

Name Date Job Title Managing |Health Customer |[EPOS |Contract
Started a Team and Care
Safety

Ms Freya Thom [12.10.08 |Assistant Manager v - - v |Full-time
Steven Beattie |17.09.08 | Sales Assistant - v v - | Part-time
Peter Rosol 17.09.08 | Manager v - - v |Full-time
Mrs Ann Black 16.10.08 | Sales Assistant - v v - Part-time

MEMO

FROM: ColinWigging, Manager, Aberdeen

TO: Jack Healey

DATE: 1 October 2009

SUBJECT: TRAINING REQUIREMENTS

Jamie Morrisonw is the Assistont Manager. He stowted work inthe branch on 11
Januawy 2009 and requires training inv all aveas except Customer Care. He iy onw
a full-time contract.

Mr Kawim Khalid and My Samv Smythe are sales assistonts, employed onw o part-
time contract since 8 February 2009. They both require Health and Safety and
Cuwstomer Care training.

Regowds
Colinv

PS I have been employed on av full-time contract since 13 April 2009 and require
bothv EPOS training and Managing o Team training.




Task 3 (continued)

Mr Alex Knox is Assistant Manager.
Peter Benchley is Manager.

Below is the information received from the Edinburgh branch. The following
employees (except Marianne) all started working for the company on 8 June 2008.
They all have full-time contracts apart from Marianne who is temporary.

They bothv require EPOS and

Managing o Teauwn training. Alex also-
requires training in Customer Care.

Miss Christine Blakely is a sales assistant. She requires training in Customer Care.

Miss Marianne Graham was appointed as a sales assistant on 20 July 2008. She
requires Health and Safety and Customer Care training.

The following contact telephone numbers should be included in the database.

Steven O788432176%
Peter 079bL5123455
Arn 07942468800
Christine. | ©7812357911
Marianne | 07980448448
Karim O7EEH246KF&
,Q[Q( O7975 747569
Tomje 079776540663
Feter 07989066235/
Sar O735| 667445
Freya O788924 6 [ 35
Colin O7/346768/]

*  Complete the task.

* Save the database as TRAINowninitials.
* Sort the database in alphabetical order of branch and contract.

* Print one copy (landscape) of the database in list format.

18 marks




Task 4

The Finance Manager has asked you to prepare a spreadsheet of projected income from
sales. The spreadsheet will show the effect on income of a reduction in prices and is based
on sales of selected stock.

Open the spreadsheet saved as PROINC. The shop managers have provided the following
sales information required to complete the spreadsheet.

RUNNING VESTS RUNNING SHORTS TRAINERS
Jasper |Jasper|Jasper [Felix |Felix |Felix [Bolt Bolt Bolt

BRANCH Junior |Ladies |[Men |Junior |Ladies |Men |11-2.5|3—-4.5 |5-12
Aberdeen §o &5 90 55 | 58 76 28 | 58 76
Edinburgh /45 S& 80 | /20 | 2% 68 72. | 2¢ 72
Inverness 30 46 B4 24 | 4O 47 22 | #/ 45
Perth 65 48 | B37| 4& | 42 35 #9 | 37 39
Retail Price [24‘99‘134'“ f42: ‘”T £9-99 \1/.24? J/6-50 {42—50 160 ké‘?'??

The ascount (227) showdd be shown as on absotute
r‘eferencp__ as the percent'-afe. may be e/\an_yed.

Ihnsert A maw he

Sales chomg May (o) 7«.9

adz.'ry for the spreadsheet - pro/'ected

Shaezg the rows leulwuzy V-t’.s!-s/ /€unnzhy Shorés ancy
Tramers.

C-MCLJ_(_D_A‘Q the T>tald loss o b;\co'rne . Znerease the
font SUe e botldesn anol nswt a borge, arounc
the totad. [Lavtes +his celd,

* Complete the task.
* Save the spreadsheet as PROINCowninitials.

* Print one copy of PROINCowninitials in landscape showing formulae
(showing gridlines and row and column headings).

* Print one copy of PROINCowninitials showing figures (excluding gridlines,
row and column headings).

26 marks
10



Task 5

The following messages have just arrived on your desk. Update the database.

MEMORANDUM

To: Jack Healey

From: Emily Lalova
Date: 28 September 2009

Subject: ~ Training Requirements

EPOS.

I started working for the company on 14 September 2009 as Manager of the Inverness
branch. I am on a full-time contract and require training in Managing a Team and

Mrs Jo Campbell and Mr Saroosh Singhevar started work as sales assistants on
7 January 2009. They have a Job Share contract and both require Health and Safety
training and Customer Care training.

Contact numbers are as follows — Saroosh 07832631922 and Jo 07987369246 and mine
is 07986243179. Ilook forward to meeting you at the first training meeting.

TELEPHONE MESSAGE

TO: Admin Assistant

e mmX
File Edit View Insert Format Tools Message Help
ABC »>
Y (L=l v |0 3 | ==
send Cut Copy Paste Undo Check Spelling Attach Priority sign Encrypt

Q1 o] Jack Healey
m From: | Peter BenChley
subject: | Name change

FROM: )ack Healey =1
Marianne Graham was recently married and
Just heard from Peter Rosol that now wishes to be known as Mrs Marianne
Ann has Left the Perth branch. Mitchell.
Thanks
[
Jack | Z
*  Complete the task.
* Save the database as TRAIN2owninitials.
* Print one copy in list format of the amended database in alphabetical order of
branch and date started (earliest first).
10 marks

11




Task 6

The Human Resources Manager wants the following added as a second page to the
document you saved earlier as FLEXIownititials.

T LoCcATION

An (mpor tant part Of Flexdbote a)ork//:)\g /s location. The
vypense of bustress premises, commuting ol ffrcaltios
and. developments un /CT mean éhat. many
oryarcsalions are making Charges wdh regard %
where employees carry out theiwr work. E?v*eg

options are owutlined belod.

g

-

e the /o/[o:h)u"y paragragh headmys
o showlder headuya/ a&&y uuﬁa_ét caps

HOT-DESKk/NG  When workers only reed a disk

OCCaS(—’O‘l‘\% Some ern,da?e.rs hawe O‘VC/carne spoace.
l‘emen:ts by inbroducing hot-dusking, e
QllocaZing a dask only when workers are aguolly
in the offre.

ﬂoMEA)Q/?/c/uq One of the easrest Ways B free
up office spac ancl save gy hectii cornmu.z‘uy
torme and costs s homeu)améy'y Staft are
equpped 7> work fromm homne maost of the
e, apart from meeﬁ)ya/ Swupervision. angd
erax}u;-y. /‘)Ol“kp‘-zy ﬁ*om home reguures
discipline o3 Tha pPart of the Wu
becawvss of the thevitawle distraclions s, as

well as Trust on Tha payt of the

-Oh«,doye,r,

12



Task 6 (continued)

MO EILE LOLRKIDG [\)D/"k /.'s $0 /o-nye/‘ de/u'-ned n
terms of lime and spac but can hagon
w::/a)here M&t‘dywﬂe wah The uga of

fec/xno(oyy. Forr m%\,dg/ travel! Tlirme was rot
prw/au‘éy treated as work Time as o was

W‘odu.cﬁ“e 'UD"‘ﬁ WA the arriwvol of laprps
and sophistrcdlod rnptoide prones, froned Lirme

s o /&nf&r down tirrg.

The /gol/moéy enart Wustates Uk ernplocee
a.)o/“k,usy potterns for Tune 2009,

Poré—time 124 ) Use this G formaZion to
Tor share 04 produca a pre chart,

| A‘amworku'y /54 Showing percentages,
Flevilirme 2]  |ana tsert it ar the
Compressed houwrs 141 lend of the documerdt

Traditional 95 28 ]

OFERATOR - Juslify the entire documen.
In the footer of the sicond fPr9e Only, nseré e
Page ruewrnborr at the /eft margin and the Fuman

S souces /"/aaaya:'s wZinds Follow e ;67 /‘/a.,/ L2070
al 12‘712 right Mary«k.

Complete the task.
Save the document as FLEXI2owninitials.
* Print out one copy of the document.

Staple the 2 sheets together.

20 marks

13



Task 7A
Employees must be informed of training details.

Search the database for those staff members who require training in both Health and Safety
and Customer Care.

* Recall the database TRAIN2owninitials.

Print the search results in alphabetical order of surname excluding all
training fields.

5 marks

14



Task 7B

Using mail merge, prepare a memo to be sent by Jack Healey to each employee who
requires both Health and Safety and Customer Care training.

The following memo has been drafted for you. Use today’s date and a subject heading

Training.

MEMOR QN DUM

Our records show that /you. howe beon, Woyed A
our _______branch ad ________ since — and that
yow  neo requise Healtn and 505@9 and. Customer
Care {ra;n.c}g,
f/uzaduxfbfaétp(acgdx&ad%am
*ﬁw!:usdey- { Qord 20/0 as fothows :

Heatsh, and Said}/ -/}’Y'tDM.uy SLSSion,
Customer Cane & proon, session

When Cmug-m\a_am % ﬁhﬂu?d Aas been receosec!
gvo-rw owr Drmuners Aot aottl text N

Y
§
N
{

H
:
$
3
S

*  Complete the task.

* Save the master memo as TDATESowninitials.
* Print one copy of TDATESowninitials showing the merge fields.

* Print a copy of one merged memo.

12 marks

15



Task 8

The Admin Manager has asked you to prepare a double-sided flyer advertising an
“Activities Afternoon” for staff.

One side of the flyer should show the following information and be attractively displayed on
one sheet of A4 paper — landscape — using the full width of the page. Make use of
different fonts and styles to enhance the document.

ACTIvITIES AFTERAN0OA
¢ @ the date of the last+
2 pr~ oruldards @ww@j’ o Abgu.ct

Places are dimited arol sl be allocatid on a guxt-come,
gu'&twd basic so dont delay n ,ou,ta,y 4our name
gomwd

fm,doyees who are ansaccessz/u,é on this occa.swn é«)cé{

be y/ven /or/omt:y at the next activilios agéernom Pre)

be hela in Novermper

These events are Zlu,&{,/ Supported 15/ 7he

m%dyemmi" team and p/zwide_ on,oloyees WA an
WOM o) get o Encd one encther on an
indormal basic .

See over 2{010 Mnore U\Z{M\m,aium
The reverse side of the flyer should contain details of the 4 activities on offer with a graphic
to illustrate each of the activities — details on the following page. The activities should be

displayed — 2 on the left-hand side and 2 on the right-hand side of the paper (as shown on
page 18).

16



Task 8 (continued)

ac

Undesfime.

GOLF AT FAIRWAYS 4 9/0/“/0145 greens and
gabu-(ous Jawmays showld entice the ?o—%ers
Cfrnonysz" ,you_ > P(ag a rouwncl on bhe ga;bulous
gwayé Course,

Tee Ulumes Aowe beoon bopkec, — 2.00/ 2-/0,
2. .20 and 2 .50 pm.

//{yh ta s owvalloble wn the Clubhouse b/yow\

530 .

OAS/S SPA Come and Eyoy some rest ancl
relaxation, ot~ ¢he Oasis &a.uz;/ Centre <n
Brueside , gdt)»bu.ry/).

Treatment rozmms have bean bovked ) Sase < jorm
DYy /%4 5'/0;—n 771ej/ inClude. smarniceane (20 mms)j
peca'auq (30 M)j hot-stope Imacoage (7 /)wa))
aro-rnaé/)eraf:y l{acca_l (46 rmuns) anol rnake -up
(30 rruns). '

Mow ey seloct up to 3 freatpents. %&L
and. cake 15 also om The vmenu!

KARTAWA Y ey 1ou Like speed ondl
Lcilepnent Lc)/'r# not test your skdls at thes
incloor track — W derry @Uy ﬁmne/(s/
Cf‘agy corners, baﬁ{bf berndds and bu.w
brs .

you Al e i/‘lfe)\ &/LLL( Sab/z,é/ ?a_u'dezéu'm&s ancl
lots @) practice laps culininating in a
é)ra/\d Firal ./ '

AU proteclime egpp e@puprment Is prowndled.

17



Task 8 (continued)

WELLBE/ING Hew about an aftisncon. at this
new ly-opened heater, clubs ?

ow il be ‘g/'VeA, the &M/.iczs ob{ o personad

2 /ay one Alour. Jou some

classes — body Joemp, salsacise , S;omru)\%
aerotics  or /eys, bums ancl lumns,
I{ K ore oéo—ntc\{an:?/ any OK/ thesa wh.é/nof
have a swun i the 2&5-metre pool.
Mfet Zav an how 05{ /Oe.rson_a,(_ Z‘J’au_my alt
2 prn then sbuwt ymr s&.ﬁ at the classes ’

Uqfé : 7The fa'—u@&d docurent shaowdd jfx
lad out as {oaau)g —_—
AcTiviTy AcriviTy
o 28
% '?Q
4
v -,
< 8
AcTiviTY AcriviTY
s — <
%, %
%, %
< Q

Complete the task.

Save the task as ACTIVITIESowninitials.

Print one copy of the leaflet.

23 marks

18



Task 9

The Admin Manager is out of the office for 2 days at a Conference but wants to see the flyer
you have keyed in about the Activities Afternoon.

E-mail the document to her as an attachment — you should have a note of her e-mail
address. Let her know you will be on holiday on Monday 12 April for one week. Ask her to
let you know before then if she would like any changes to be made to the flyer.

*  Complete the task.
* Print one copy of the e-mail.

* Print evidence to confirm that the e-mail with attachment has been sent.

7 marks

19



Task 10

It has been decided to add some more items to the spreadsheet you prepared earlier.

Recall the spreadsheet PROINCowninitials and include the following items. These should
appear between the “RUNNING SHOR'TS” and “TRAINERS” sections.

SUNDRIES

Bottle and Cawrier £7-99 )

Sweatboands with Pocket £3-29

Shoe Wallet £2.99 Sundries are subject to a discount
Hydro-Pack £14.99 } of 18%. 'This should be shown as
Slel/Ca/p £4.99 an absolute reference.

Heowt Monitor £54-99 )

The Inwverness and Pertiv branches are withdrawing from the sale. Remove

The sales figures ore ay follows.
BW Sweatbands, Shoe | Hydro- | Heowt | Skull
| withvPocket| Wallet | Pack |Monitor| Cap
Cawrier
Aberdeen 22 36 /2 56 |28 |47
Edinburgh 3/ R2 )7 7% | 32 |39

The discount rate of the oviginal itemy should be changed to-20%.

*  Complete the task.

* Save the spreadsheet as PROINC2owninitials.

* Print one copy of PROINC2owninitials in landscape showing formulae
(showing gridlines and row and column headings).

* Print one copy of PROINC2owninitials
gridlines, row and column headings).

showing figures (excluding

15 marks

20



Task 11

The Sales Manager, Claire Thomas, has asked you to make arrangements for her to visit the
Perth and Inverness branches next Monday and Tuesday. She wishes to travel by train.

Claire has a half-hour meeting in Head Office on Monday at 9 am with the Finance
Manager to discuss new pricing and she must stay at Head Office for a conference call
booked for 9.45 am with the Aberdeen and Edinburgh Branch Managers. She is getting a
lift to Perth and will arrive at the Perth branch at 12 o’clock. She wants you to use the
Internet to research the other travel arrangements for use in an Itinerary.

Claire would like to spend around 2 hours in the Perth branch and then travel to Inverness.
She wants to stay in a 3-star hotel (with leisure facilities). Include a dinner reservation for
Claire and Emily (the Branch Manager) for 8.30 pm at the hotel.

Inverness is the newest of the branches and Claire wants a general look around the shop as
well as having a brief meeting with the 2 sales assistants. Emily has arranged for them both
to be available — one at 9.30 am and one at 9.45 am — you will find their names in the
database. She will then be assisting Emily to interview candidates for the post of Assistant
Manager. The interviews will start at 11 am and be over by 1 pm (Emily has all the
necessary info). Claire would like to get the next available train back to Edinburgh.

Don’t worry about taxis to and from the railway stations — Claire will organise these herself.
Do not book anything.

*  Complete the task.

* Prepare an Itinerary for Claire which should include details of all
appointments.

* Save the document as ITINowninitials.
* Print a copy of the travel times clearly indicating times selected.
* Print a copy of the accommodation clearly indicating hotel selected.

* Print one copy of ITINowninitials and attach internet printouts.

23 marks

21



Task 12

During the week beginning Monday 5 April the Marketing Manager is to be involved at
various meetings etc regarding a new advertising campaign the company is launching.

He has asked you to provide admin support at all these appointments/interviews etc.

Update your electronic diary with all the following information he has given you.

Monday 5 April
9 - 9.30 amv Meeting with HR Manager, Head Office
12 -2 pmv  Lunch withv advertising agency staff, Central Hotel, Edinburghv

3.45 pmv Conference call - Binghawm Mawketing Consultonts

Wednesday, Thursday and Friday, 7-9 April

Meeting with team to-work onthe new advertising campaigw - 3-5 pnu.

*  Complete the task.

* Print a copy of the diary in week format.

8 marks

22



Task 13

Kirsty Duncan, the Admin Manager, has asked you to prepare a letter, for her signature, to
be sent to Alan Spence, the Manager of Kartaway. 'The address is Harbour Way,
Edinburgh, EHS8 2JR.

Recall the file HEADowninitials to prepare the letter.
Alan would like to know how many will be attending the Kartaway activity so that he can

supply sufficient protective equipment on the day. You are now able to confirm that 8 of
our employees have selected the activity. Please also confirm the date and time.

*  Complete the task.
» Save the file as HEADLETowninitials.

* Print one copy of HEADLETowninitials.

7 marks

[END OF PROYECT]
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