	Course Name: Administration & IT
	Course Level: Higher

	Course Outline – Please include just a few sentences to explain what the course is about

	The Higher Administration & IT course is split into 2 areas of study:
1. Administrative theory and practice – looks at office management and how to work efficiently. It covers topics such as: the role of a senior administrator; strategies for effective time and task management; the importance of effective teams; workplace legislation such as the Computer Misuse Act and the Freedom of Information Act; office layout and ergonomics; flexible working; data and file management; monitoring and evaluating the quality of customer care; procedures for organising and supporting meetings; methods of communications and barriers to communication.
2. [bookmark: _GoBack]IT Applications – teaches to an advanced level how businesses use office software such as spreadsheets (Excel), databases (Access), word processing (Word) and presentation software (PowerPoint) to be more efficient and professional. It also looks at sending professional emails, using an ediary and searching the internet.


	Course Assessment Components and Weightings

	The course assessment has two components 

Written Exam Paper – 50 marks worth 42% of the overall marks. 1 hours and 30 mins.

Practical Assignment – 70 marks worth 58% of the overall marks. 2 hours in exam conditions. 


	Recommended Revision Resources

	In order to be successful in Higher Administration & IT, the attendance of all lessons is crucial along with further study and practice of skills at home. The following is greatly recommended. 

1. All notes and practical tasks are on OneNote.
2. All pupils will have access to take out on loan Higher Textbooks. 
3. Access to flashcards in order to complete revision at home. 
4. Completing of Exam Questions from OneNote or the SQA Past Papers Website (any questions completed at home can be given to Mrs Martin to mark and receive feedback) 
5. Attending lunchtime revision classes day TBD.
6. Attending after school revision classes day TBD.
7. Accessing Achieve App for revision flashcards and Quizzes. 
8. Build Your Skill videos on YouTube: https://www.youtube.com/@buildyourskill5308/playlists
9. Businessedtv videos on YouTube: 
https://www.youtube.com/@businessedtv1724/playlists
10. BishopBriggs Academy videos on YouTube: https://www.youtube.com/@bishopbriggsacademy-becs1634/playlists
11. WCHS Business Education videos on YouTube: https://www.youtube.com/@wchsbusinesseducation1445


	Self-Study Expectations 

	Students taking Higher Administration & IT would be expected as a minimum to complete one hour of self-study at home per week. Tasks set by the teacher will vary and could include; 

· Practice of IT skills
· Completion of Flashcards for units
· Exam Style Questions 
· Revision for Unit Assessments 

	Assessment Deadlines (if applicable and  known) 

	· Pupils should expect a progress test every 3-4 weeks. 
· Prelim will be based on the full course in January 2025 (Date TBC)
· Praqctical Assignment will be in March 2025 (Date TBC)
· Main SQA Exam of Paper 1 and 2 will be April/May 2025 (Date TBC)

	Progression Opportunities

	· The course fits nicely with Higher Business Management and provides relevant skills to go on to study Business, Administration or Accounting at College or University.



