HIGHER ADMINISTRATION

PRELIM REVISION PAPER 1
	ADMIN SERVICES

	

	Outcome 1

	
	

	1
	How can a manager ensure that an employee is meeting their targets? (4 marks)

	2
	What are the consequences and implications of failing to manage time effectively? (5 marks)

	3
	What are the advantages/disadvantages of team working? (6 marks)


	Outcome 2


	1
	Many organisations are now ensuring that their workplace is ergonomically designed.  Describe the ways in which this can be done.  (3 marks)

	2
	Flexible working practices now exist in many workplaces.  Clearly describe and explain the use of the following:

· Career Breaks

· Flexible  Working Hours



(6 marks)

	3
	What is the health and safety legislation which is in place regarding the use of ICT equipment?  Describe this piece of legislation. (4 marks)

	4
	Give a description of the ways in which organisations can ensure that employees are informed of their responsibilities regarding health and safety legislation.  (6 marks)



	Outcome 3


	1
	What is the purpose of a staff appraisal and how is it useful to the employee and the employer? (6 marks)

	2
	Describe a Contract of Employment. (4 marks)

	3
	What is the difference between internal and external recruitment? (4 marks)

	4
	Which methods do organisations use to select the right person for a job? (6 marks)

	5
	Name and describe different methods of support which an organisation can provide for its staff. (8 marks)



	Outcome 4


	1
	In what ways can a secretary make sure that a meeting is both effectively planned and run? (6 marks)

	2
	Describe the following terms which are used in a meeting:

· quorum

· proposer

· standing order

· adjournment




(4 marks)


	Outcome 5


	1
	How can an organisation ensure that its customers are receiving a high standard of service? (6 marks)

	2
	Give reasons why an organisation would ensure that they have a formal complaints procedure for customers. (4 marks)

	3
	In which ways can an organisation ensure that their customers are satisfied? (3 marks)

	
	

	INFORMATION TECHNOLOGY FOR MANAGEMENT

	
	

	Outcome 1


	1
	Describe the features of good information. (4 marks)

	2
	Compare and contrast the different sources of information. (3 marks)

	3
	Describe the 3 types of decisions which an organisation can make. (6 marks)


	Outcome 2


	1
	How can the use of ICT help with the job of a Senior Admin Assistant? (8 marks)

	2
	Justify the introduction of e-commerce by an organisation. (6 marks)

	3
	What is video conferencing and describe how an organisation would use this. (6 marks)

	4
	In which ways can an organisation ensure that its data is kept secure? (6 marks)


