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S3 Admin & IT
Administration is a growing sector which cuts across the entire economy and offers wide-ranging employment opportunities. Moreover, administrative and IT skills have extensive application not only in employment but also in other walks of life. 
The key purpose of this Course is to develop your administrative and IT skills and, ultimately, to enable you to contribute to the effective functioning of organisations in administrative positions. The Course aims to enable you to: 
· develop an understanding of administration in the workplace and key legislation affecting both organisations and employees 
· develop an understanding of good customer care and its benefits to organisations 
· develop IT skills and use them to perform administrative tasks 
· acquire organisational skills in the context of organising and supporting events 

Course Content
	Topic
	Learning Outcomes

	Administrative Practices
	Outcome 1 - Provide an overview of administration in the workplace by: 

1.1 Naming the main tasks, skills and qualities of an administrative assistant 
1.2 Outlining the key features of good customer care and the benefits of good customer service
1.3 Outlining the key employee responsibilities in terms of health and safety 
1.4 Outlining the key employee responsibilities in terms of the security of people, property and information 

Outcome 2 - Carry out administrative tasks in the context of organising and supporting small-scale events, according to a simple brief, by: 

2.1 Carrying out straightforward planning tasks for the event and organising the appropriate resources
2.2 Editing documents to support the event
2.3 Carrying out follow-up activities appropriate to a small-scale event.
2.4 Carrying out a basic self-evaluation in terms of how well the event was organised

	IT Solutions for Administrators
	Outcome 1 - Use functions of a spreadsheet in line with a given task by: 

1.1 Creating and editing a spreadsheet, applying simple formulae: basic arithmetic; average; maximum; minimum and count
1.2 Sorting data within the worksheet 
1.3 Creating a simple chart from a specified range 
1.4 Printing worksheets from extracts from worksheets

Outcome 2 - Use functions of a flat database in line with a given task by: 

2.1 Populating a database, using forms 
2.2 Editing a database 
2.3 Manipulating information by searching and sorting 
2.4 Creating a simple report 

Outcome 3 -Use functions of word processing in line with a given task by: 

3.1 Creating and editing simple business documents, complying with the prescribed house style: letter; forms; itineraries or agendas 
3.2 Creating a simple table and sorting the data 
3.3 Importing data into a simple business document 
3.4 Integrating data from other IT applications into a business document: data and/or chart from a spreadsheet; data from a database and information from the Internet

	Communication in Administration
	Outcome 1 - Use technology to gather information in line with a simple brief by: 

1.1 Searching for and extracting simple information from the internet 
1.2 Searching for and extracting simple information using an internal network (intranet) 

Outcome 2 - Use functions of technology to prepare and communicate simple information in line with a simple brief by: 

2.1 Using multimedia to create a simple presentation: insert and edit text; insert and animate graphics; use bullets; create charts and/or tables; apply and change background and colour scheme; print presentation in slide and handout form 
2.2 Using desktop publishing; using templates; inserting graphics; shading text and bordering text to produce a simple document: posters; newsletters; invitations or tickets
2.3 Using an electronic method to communicate information; email and e-diary 
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