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	Overview
	Thrive in the office environment by learning or brushing up on administration and information technology skills. Giving employees the skills to work efficiently will impact positively on your business

	Who is it for?
	Aimed at employees with a significant range of work activities performed in a variety of contexts

	Outcome
	• Gain a recognised customer service qualification.

• Delegates will be able to handle routine and challenging interactions.

• Attain invaluable Business Administration skills which will bring essential skills to the workplace.
Complete Functional Skills in literacy, numeracy and ICT.


Content  
A minimum of 21 credits are required overall. Learners must achieve all 9    credits from the 4 mandatory units. A minimum of 7 credits must be achieved from group B and a maximum of 5 credits from group C.

Mandatory units :


Group A :



• Manage your own performance in a Business Environment


• Improve own performance in a Business Environment


• Work in a Business Environment



• Communicate in a Business Environment


Optional units :

Group B : 


• Solve Business Problems (4 credits)


• Work with other people in a Business Environment (3 credits)


• Contribute to running a project (5 credits)


• Produce documents in a Business Environment (4 credits)



• Prepare text from notes (3 credits)



• Prepare text from notes using touch typing (3 credits)



• Prepare text from shorthand, 60 wpm (8 credits)



• Prepare text from recorded audio instruction, 40 wpm (4 credits)



• Design and produce documents in a Business Environment (4 credits)



• Prepare text from notes using touch typing, 60 wpm ( 4 credits)



• Prepare text from shorthand, 80 wpm (8 credits)



• Prepare text from recorded audio instruction, 60 wpm (4 credits)



• Support the organisation of an event (2 credits)



• Support the co-ordination of an event (3 credits)



• Support the organisation of Business travel or accommodation (3 credits)



• Support the organisation of meetings (4 credits)



• Plan and organise an event (4 credits)



• Co-ordinate an event (4 credits)



• Plan and organise meetings (5 credits)



•Make and receive telephone calls (3 credits)



• Use electronic message systems (1 credit)



• Use diary systems (3 credits)



• Take minutes (4 credits)



• Develop a presentation (3 credits)



• Deliver a presentation (3 credits)



• Handle mail (3 credits)



• Provide reception services (3 credits)



• Meet and welcome visitors (3 credits)



• Deliver, monitor and evaluate customer service to internal customers (3 credits)



• Deliver, monitor and evaluate customer service to external customers (3 credits)



• Organise and report data (3 credits)



• Research information (4 credits)



• Store and retrieve information (3 credits)



• Archive information (2 credits)



• Support the Management and Development of an Information system (7 credits)



• Support the design and development of an information system (7 credits)



• Monitor Information Systems (7 credits)



• Analyse and Report Data (6 credits)



• Use office equipment (4 credits)



• Maintain and issue stationery stock items (3 credits)



• Order products and services (5 credits)



• Agree a budget (4 credits)



• Respond to change in a Business Environment (3 credits)



• Contribute to innovation in a Business Environment (4 credits)


• Administer Human Resources records (3 credits)



• Administer the recruitment and selection process (4 credits)



• Administer parking dispensations (4 credits)


Group C :



• Use occupational and safety guidelines when using keyboards (2 credits)



• Bespoke software (2 credits)*


• Data Management software (2 credits)*


• Database software (3 credits)*


• Improving productivity using IT (3 credits)*


• IT security for users (1 credit)*


• Presentation software (3 credits)*


• Set up an IT system (3 credits)*


• Spreadsheet software (3 credits)*


• Using collaborative technologies (3 credits)*


• Website software (3 credits)*


• Word processing software (3 credits)*


• Bespoke software (3 credits)*


• Data Management software (3 credits)*


• Database software (4 credits)*


• Improving productivity using IT (4 credits)*


• IT security for users (2 credits)*


• Presentation software (4 credits)*


• Set up an IT system (4 credits)*


• Spreadsheet software (4 credits)*


• Using collaborative technologies (4 credits)*


• Website software (4 credits)*


• Word processing software (4 credits)*

The units marked * have forbidden combinations in place.
Functional Skills                                                          Level 1 in Maths, English and ICT

Technical Certificate                                         Level 2 Certificate in the Principles of Business and Administration.     

Delivered in the work place

	Assessment 
	Work-based Assessment for NVQ and Technical Certificate
Portfolio assessment. Functional Skills –Presentation and exam for English, exam for Maths exam required for key skills 



	Follow-up Courses 
	Level 3 Apprenticeship in Business and Administration

	Duration 
	Minimum 12 months


	Mode Of Delivery / Location 
	Work-based 


	Cost 
	Please contact us for this information. 


	Awarding Body 
	Edexcel 


	Entry Requirements 
	No formal entry requirements; working in business administration environment. 



This course information is correct as of July 2011 (CiS)
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