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Introduction

Welcome to How to Pass Higher Administration and IT. This book has been written specifically to prepare you for the Higher Administration and IT course. It will help you to prepare for the Coursework: IT Assignment and Question Paper. This book is intended for use in the classroom by students and teachers alike; however, it can also be used to supplement the work done by you in school or college when preparing/revising for ongoing and Course Assessments.

How to use this book

The book contains some features that will help you to make the most of your study of Administration and IT. They are:
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What you should know

These sections are there to emphasise the learning outcomes that you must know so that you can demonstrate enough knowledge and understanding to easily meet the standard required for all areas of the course as set by the SQA. You will be assessed on these areas in the course assessment.
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Hints & tips

This feature gives you extra information to help you achieve top marks and common mistakes to avoid.
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Remember

This feature provides examiners’ advice on what key terms to remember, and how. It also suggests what you need to do to gain the maximum marks available in your final course assessment.
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Activity

An activity will help you to apply your skills, knowledge and understanding of a topic.
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Exam-style questions practice

These questions will reflect the type of questions which appear in the external question paper.
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Note

Extra information and useful pointers.
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E-files

E-files are available to download, free of charge, to assist in the completion of the practice assignment and word processing/spreadsheet /database examples. The e-files can be accessed via the Updates and Extras section of the Hodder Gibson pages at www.hoddereducation.co.uk, but it should be noted that, in line with the aims and objectives of the course, specific solutions are not provided.
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The course

The Higher Administration and IT course is split into two areas:


•  Administrative theory and practice

•  IT applications.



This book has seven main chapters which cover the knowledge and understanding and the mandatory skills required for each component.

Course assessment

The course assessment for Higher Administration and IT is made up of two components: a written question paper and an IT-based assignment.

Component one: question paper

The question paper is set by SQA and will be done during the main examination diet. The exam is closed book – which means you won’t have access to notes or books. It is designed to give you the opportunity to show the examiner that you can apply your knowledge and understanding of administrative theory from all aspects of the course and draw valid conclusions on evidence provided.

The question paper has two sections to be completed within a time limit of 1 hour 30 minutes.

Section 1 (10 marks): this will consist of some information in the form of a ‘case study’ (known as stimulus material) and a set of mandatory questions (this means you have to answer ALL of them), each worth between 1 and 6 marks. The questions are based on the information provided in the case study and on the knowledge and understanding you have gained while studying the course.

Section 2 (40 marks): this section will also be made up of mandatory questions based on all sections of the course (each worth between 1 and 6 marks) – this ensures that the question paper gives a balanced coverage across the course.

Command words

Command words are used in each question in the Question Paper. The command word is the FIRST word of the question and is there to help you answer the question in the way it is expected.
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Hints & tips

A command word is not a polite request to do something – you must attempt to word your answer in the required manner.
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Below is a list of the common command words used in Higher Administration and IT questions with some hints on the best way to answer them.
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Exam questions

You need to practise using command words by answering as many past paper questions (old and new) as you can.

You should try to identify the differences between what appear to be similar questions – i.e. the same topic but using a different command word. This should help you understand the quantity and quality of writing needed to gain full marks.
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Remember

Take care using solutions to past paper questions – they tend to only give basic facts/statements relating to the question regardless of the command world.
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It is also important that you read the question carefully – I know you have heard this many times but it is easy to skim over a question when in an examination situation.
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Exam-style questions (example)

Explain the importance of effective file management on the intranet. (3 marks)

Suggested answer
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Comments from marker

The first sentence is a straightforward and valid point and would be awarded one mark. The second sentence is another valid point and the third sentence is a development point (re information being in one place). This response would gain the full three marks available.

Note the use of link words – ‘as’, ‘therefore’ and ‘also means’. More importantly, the question has not been repeated three times – never a good idea.
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Component two: assignment

This assignment is worth 70 marks (58 per cent of the overall mark) and will be completed by you in school or college under a high degree of supervision and control over a single 2-hour time period. Evidence of the completed task will be printed and submitted to the SQA by the due date for marking.
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Hints & tips

Original printouts of your IT tasks must show your name and centre clearly displayed on each printout but they must be typed, not handwritten.

[image: ]



The assessment will assess your skills, knowledge and understanding as follows:


•  The use of complex IT functions in word processing, spreadsheets, databases, desktop publishing, e-diary and presentation software to produce, process, manage information and solve problems.

•  The use of electronic research to source and effectively communicate complex information.

•  To display a wide range of administrative and problem-solving skills related to the administrative function viz planning and organising.



The assignment requires you to apply skills and knowledge of IT applications to produce, manage and analyse information and to solve problems.

Marks will be awarded for demonstrating skills in the use of the different IT applications as follows.



	Task
	Mark allocation



	Spreadsheet / Database / Word Processing
	20 marks will be allocated to each of these areas, with a variance of (plus or minus) 4 marks in each area



	Communication
(e.g. presentation, email, e-diary, internet)
	10 marks will be allocated with a variance of (plus or minus) 2 marks



	TOTAL
	70 marks





[image: ]

Remember

You can only be awarded marks for evidence submitted – make sure you print ALL evidence requested in the task – COUNT and CHECK!

[image: ]



Finally

Revise, revise, revise your notes! There are many books with tips on how to revise effectively, but really it is down to you to go over ALL areas of the Administrative Theory and Practice and learn by whatever method suits you – mind maps, flash cards, etc. However, if you are aware of the meaning of the command words and what is expected of you, and you practise how to answer them properly, it will become second nature to you and all you have to do is fill in the blanks!

Practise, practise, practise your IT skills Become an expert! There are lots of exercises based on the functions of the software you use – if you know how to do them (quickly and efficiently) by repeating them over and over, again it will become second nature to you and all you have to do is input the data!

Make your examiner smile When he/she opens your script/printouts and recognises evidence of hard work and proper preparation when marking your exam paper, you know it makes sense!
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Please see National 4 & 5 Administration and IT by Anne Bradley and Adam Stephenson, if looking to revise any of the topics covered in this book.
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