	Course Name: Administration & IT
	Course Level: National 4

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

	The National 4 Administration & IT course is split into 3 units:
1. Administrative Practices – looks at the  theory of working as an administrator such as the tasks and skills of administrator, customer care, health and safety along with carrying out practical tasks to organise and support small events such as using Word to create an agenda and presenting evaluation responses in a graph.
2. IT Solutions for Administrators – Using spreadsheets, databases and word processing to solve practical problems for businesses.
3. Communication in Administration – Using IT to gather and share information with others such as searching the internet and copying information from a webpage to a presentation, using desk top publishing to produce a simple business document and using email to send an attachment to one or more recipients. 

Added Value Unit


	Course Assessment Components and Weightings

	The course assessment has two components 

Unit Assessments – one for each unit above to be completed ongoing throughout the course.

Practical Assignment (AVU) – Scenario based tasks to be carried out in class time.

There is no written exam for this course.


	Recommended Revision Resources

	In order to be successful in National 4 Administration & IT, the attendance of all lessons is crucial. The following resources are available. 

1. All notes and practice tasks are available online on OneNote.
2. Access to flashcards in order to complete revision at home. 
3. Build Your Skill videos on YouTube: https://www.youtube.com/@buildyourskill5308/playlists
4. Businessedtv videos on YouTube: 
https://www.youtube.com/@businessedtv1724/playlists
5. BishopBriggs Academy videos on YouTube: https://www.youtube.com/@bishopbriggsacademy-becs1634/playlists


	Self-Study Expectations 

	· There are no self-study expectations for this course. 

	Assessment Deadlines (if applicable and  known) 

	· [bookmark: _GoBack]Unit assessments and the AVU will be completed as and when ready throughout the course.

	Progression Opportunities

	· If a pass is achieved then students may progress onto National 5 Administration and IT.



