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Introduction


Higher Administration and IT has two parts: the theory element of the course, which is worth 50 marks and is assessed via a written exam to be completed within one hour and 30 minutes, and the IT element of the course, which is out of 70 marks and is assessed via an assignment which is done under assessment conditions within two hours.

Unit 1 of this book covers Administrative Theory and Practice. The theory chapters contain the information you need to pass the written exam. These chapters include the following features:

	●  Key term – an explanation of words used in the text


	●  Top tip – a key point for you to remember from that outcome


	●  Study tip – ideas for how to study and revise that outcome


	●  What you need to know – a checklist for that outcome


	●  Study activities for this outcome – give you the opportunity to practise what you have learnt


	●  Case study – a real-life case study with scaffolded questions of increasing difficulty (Building, Strengthening and Extending) to test knowledge and skills




A practice written exam-style question paper can be found at the end of this book. You can uses this to test your knowledge and understanding of the theory elements of the course.

Suggested solutions to the case studies and the practice exam paper are provided in a separate section of the book.

The practical element of the course is covered in Unit 2. These chapters contain simple step-by-step approaches that are clear for you to understand. The chapters contain the following features:

	●  Command word tip – key words that you might encounter in exam questions. They have only been included in chapters where the exam board has asked a theory question based on the practical in previous question papers.


	●  Exam tip – key points to help you study for your exam.


	●  Top tip – key points for you to remember.




Knowledge and understanding of the practical elements of the course can be tested using the digital resources available to download at www.hoddergibson.co.uk/higher-admin-tasks These resources include practice practical tasks, as well as a practice exam-style assignment.

Why study Higher Administration and IT?

Here are some quotes from former students about their experience studying the course:


‘I never did Administration and IT until I was in S6. I tended to pick Graphic Communication and Art subjects. By doing Administration and IT at Higher and passing, when I left University I was able to do my own accounts as I have set up a business selling portraits. The ICT skills that I learned in Administration and IT are invaluable.’

‘By studying Administration and IT I feel that it really helped me when it came to report writing and doing homework in other subjects.’

‘I left school passing Higher Administration and IT. I am now a manager for a multinational insurance company – the skills I learned by doing Higher Administration and IT are having good time management skills and looking to train staff to the best of my ability so that I can retain the staff and good IT skills.’

‘I am a nurse. Apart from Human Biology the one subject I am still using in my day-to-day job is the ICT skills that I picked up from Administration and IT. I have to record patients’ results in a spreadsheet and at times have to sort through records using database skills that I learned in Administration and IT.’



What jobs can you get after studying Higher Administration and IT?

Below are examples of jobs where you would use Higher Administration and IT skills:


	●  PR manager


	●  Corporate finance


	●  Investment banking


	●  Event planner


	●  Stockbroker


	●  Nurse


	●  Wedding planner


	●  Police officer


	●  Fire officer


	●  Office manager


	●  Administrative assistant


	●  Marketing executive


	●  HR manager


	●  Accountant
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Impacts

In the theory element of Higher Administration and IT, it is important that you know a bank of impacts to help answer the questions.

An example of an impact is that if you get trained in health and safety then there should be a reduction in accidents. The reduction in accidents is an impact.

Here are some examples of impacts:



	●  increase/decrease in positive/negative reviews


	●  increase/decrease in positive/negative reputation


	●  increase/decrease in customers


	●  increase/decrease in profits


	●  increase/decrease in sales


	●  increase/decrease in sales revenue


	●  increase/decrease in customer loyalty


	●  increase/decrease in waste


	●  increase/decrease in customer satisfaction


	●  increase/decrease in mistakes


	●  increase/decrease in accidents in the workplace


	●  increase/decrease in staff morale


	●  increase/decrease in staff turnover


	●  increase/decrease in customer footfall


	●  increase/decrease in highly skilled employees


	●  increase/decrease in costs/expenses


	●  increase/decrease in absenteeism.








Command words


The following are examples of command words that students might encounter in exam questions.

Identify

Name something – all you need is one word. One identification = 1 mark.


EXAMPLE

	●  Question: Identify three time stealers.


	●  Answer: Distractions, inability to say no, unnecessary phone calls.






Outline

Give a brief statement – a short sentence. One outline = 1 mark.


EXAMPLE

	●  Question: Outline one barrier to communication.


	●  Answer: Background noise such as the radio can be a barrier to communication.






Describe

Give a description and use examples where possible within the description. Try to get ‘this means’ into your answer. One description = 1 mark.


EXAMPLE

	●  Question: Describe strategies to improve the effectiveness of time and task management.


	●  Answer: Each job can be given a priority. This means that each job can be presented in a list which highlights the most important tasks first and makes them more manageable.






Compare

You must be able to compare the similarities and differences between the items. If you are answering the question like a similarity, start with the word ‘both’. If you are answering the questions like a difference, then use the word ‘whereas’ in the middle of your answer. One comparison = 1 mark.


EXAMPLE

	●  Question: Compare the role of an Administrative Assistant and Chairperson.


	●  Possible answers:


	•  They both meet before the meeting to discuss the agenda together. (1 mark)


	•  An Administrative Assistant types up the agenda whereas the Chairperson signs off the agenda. (1 mark)









Distinguish

You must be able to give a difference between two items and use the word ‘whereas’. One difference = 1 mark.


EXAMPLE

	●  Question: Distinguish between formal and informal meetings.


	●  Answer: A formal meeting will have minutes recorded for all attendees, whereas an informal meeting may have no minutes.






Discuss

Give advantages and disadvantages where possible. Use examples if you can in your answer and make a conclusion if possible. One discussion point = 1 mark.


EXAMPLE

	●  Question: Discuss the impact of poor communication between an Administrative Assistant and their manager.


	●  Answer: Employees may wrongly inform customers which leads to the organisation receiving a bad reputation.






Explain

Give a definition and then give an impact. If the question is asking for an advantage, give a definition and say, ‘this is good because’ and then give an impact. If the question asks for a disadvantage, say, ‘this is bad because’ and then give an impact. One explanation (must be impact) = 1 mark.


EXAMPLE

	●  Question: Explain one benefit of good time and task management.


	●  Answer: Good time and task management will lead to good working relationships. This is good because morale will be high which will increase productivity.






Implications/Consequences

Implication: You should state what the likely outcome will be of a particular action, either on a person or the organisation. One outcome = 1 mark.

Consequence: You must be able to identify the initial impact of the action being followed. One consequence = 1 mark.


EXAMPLE

	●  Question: Describe a consequence and the implication to an organisation of inadequate planning for a meeting.


	●  Answer: The venue may be double booked, meaning that the meeting may need to be postponed and attendees may be greatly inconvenienced.






Justify

You must be able to give reasons why a certain course of action is being taken (an advantage).


EXAMPLE

	●  Question: Justify the need for an employee to receive training in using the organisation’s IT systems.


	●  Answer: Employees will feel more confident if trained in the use of IT systems and therefore will have a higher morale at work, which will increase productivity.
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