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leading to 
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Business Administration Skills 5N1610 
Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award.  It may also be delivered as part of an overall validated programme leading to a Level 5 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment

a. Assessment Technique(s)

b. Mapping of Learning Outcomes to Assessment Technique(s)

c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria



Integrated Delivery and Assessment

The teacher or tutor is encouraged to integrate the delivery of content where an overlap between the content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner in developing the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 

Likewise the teacher or tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module.  The integration of the delivery and assessment of Level 5 Communications and Level 5 Mathematics modules with that of other Level 5 modules is specifically encouraged, as appropriate.
Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities.  The teacher or tutor is encouraged to be creative in devising and implementing other approaches, as appropriate.  The use of examples is there to provide suggestions.  The teacher or tutor is free to use other examples, as appropriate.  The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9.  It is the teacher’ or tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.

	1. Title of Programme Module

Business Administration Skills


	2. Component Name and Code 

Business Administration Skills 5N1610 


	3. Duration in Hours

150 Hours (typical learner effort, to include both directed and self directed learning)


	4. Credit Value

15 Credits 


	5. Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure


	6. Special Requirements

There are no specific requirements 


	7. Aim of the Programme Module

The aim of this award is to equip the learner with the knowledge, skill and competence in the administration requirements of a range of organisations to enable the learner to operate effectively under supervision in a variety of administration contexts.


	8. Objectives of the Programme Module
· To enable the learner to develop an understanding of organisation types and structures
 
· To facilitate the learner to appreciate the impact of the internal and external factors which affect a business organisation

· To enable the learner to appreciate the functions of management including human resources within a business organisation

· To facilitate the learner to learn about meetings and produce associated documentation

· To enable the learner to process business documents (in relation to sales, purchases,

stock control, insurance and human resources)
· To enable the learner to understand the financial aspects of a business 

· To facilitate the learner to use a range of hardware and software associated with business administration

· To assist the learner in developing the academic and vocational language, literacy and numeracy skills related to Business Administration through the medium of the indicative content
· To enable the learner to take responsibility for his/her own learning


	

	9. Learning Outcomes of Level 5 Business Administration Skills 5N1610
Learners will be able to:
1. Identify features of different types of business organisations

2. Explain a range of organisational structures, to include, hierarchical and flat structures

3. Explore the different types of departments within an organisation, the cooperation between


internal departments and the impact of the external environment on the business     
organisation

4. Analyse the impact of the external environment on a business

5. Identify the main functions of management and the role and impact of Human Resource          management in an organisation

6. Examine a range of recruitment options for selecting and appointing staff and current               employment rights legislation as it pertains to the staff selection and appointment

7. Explain the need for quality, the role of quality systems, the various techniques and processes which are used to ensure quality in different types of organisations, to include manufacturing and service  focused organisations, and quality accreditations available

8. Explore sources of finance for a business, distinguishing between long, medium and short term finance and the need for and types of financial controls, to include cash flow

9. Examine different types of meetings held within an organisation, the function and role the


meetings and the associate documentation

10. Examine the insurance requirements of a business organisation, identifying appropriate


insurance for different types of risk

11. Implement and adhere to an organisation’s systems and procedures, to include, quality           management and or control systems, financial controls, employee procedures and health and safety

12. Complete a range of documentation necessary for the effective function of meetings within an organisation, to include agendas, meeting notes and minutes

13. Maintain a range of documents pertaining to human resources management and employees within an organisation, to include, employment contracts, attendance records and personnel files

14. Process a range of business documentation to ensure effective implementation of an


organisation’s financial and or quality systems and procedures

15. Use a range of hardware and software to provide administrative support

16. Carry out a range of administrative functions to support the effective implementation of organisational management systems and procedures

	

	10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.


	1. Identify features of different types of business organisations

	Facilitate the learner to identify features of different types of business organisations , for example:
· Features of sole traders, private limited companies, public limited companies, charities, friendly societies, co-operatives, partnerships, government bodies, semi-state bodies


	2. Explain a range of organisational structures, to include, hierarchical and flat structures

	Facilitate the learner to explain a range of organisational structures, to include: 
· Hierarchical and flat structures/organisational chart


	3. Explore the different types of departments within an organisation, the cooperation between internal departments and the impact of the external environment on the business organisation

	Facilitate the learner to explore the different types of departments within an organisation the cooperation between internal departments and the impact of the external environment on the business organisation, for example:
· The departments within an organisation e.g. Finance, HR, Administration, Sales
· Role of departments in achieving the objectives of an organisation
· The impact of the external and internal environment on the business organisation covered under Learning Outcome 4, through a PEST analysis
· Carry out a SWOT analysis



	4. Analyse the impact of the external environment on a business

	Facilitate the learner to analyse the impact of the external environment on a business, for example:
· Environmental features which make an impact on an organisation (e.g. economic, social, political, legal, technological)
· External factors/bodies affect the organisation e.g. bank and suppliers.
· Carry out a PEST analysis 


	5. Identify the main functions of management and the role and impact of Human Resource          management in an organisation

	Facilitate the learner to identify the main functions of management and the role and impact of Human Resource management in an organisation, for example:
· Main functions of management e.g. Planning, directing, organising, staffing, controlling and leading
· Role of the Human Resource department
· Motivation and communication


	6. Examine a range of recruitment options for selecting and appointing staff and current               employment rights legislation as it pertains to the staff selection and appointment

	Facilitate the learner to examine a range of recruitment options, in relation to selecting and appointing staff, taking into account  current employment rights legislation, for example: 
· Recruitment options e.g. open competition, internal promotions, manpower consultants, employment agencies, head-hunting), looking at advantages and disadvantages of each

· Basic rights of employees as protected under current legislation regarding staff selection and appointment


	7. Explain the need for quality, the role of quality systems, the various techniques and processes which are used to ensure quality in different types of organisations, to include manufacturing and service  focused organisations, and quality accreditations available

	Facilitate the learner to achieve the above learning outcome, to include:
· The need for quality within an organisation
· Differentiate between quality control and quality assurance

· Various quality control techniques used in different types of organisations such as manufacturing and services (e.g. sampling, inspections, quality circles)

· Different quality accreditations available e.g. Q-mark, ISO-9000
· Learning Outcome 11 also covers part of this outcome



	8. Explore sources of finance for a business, distinguishing between long, medium and short term finance and the need for and types of financial controls, to include cash flow

	Facilitate the learner to explore sources of finance for a business, distinguishing between long, medium and short term finance and the need for and types of financial controls, for example:
· Identify sources of finance for a business e.g. hire purchase, short term loan, grants, shares
· Distinguish between long term, medium term and short term finance, matching sources of finance with particular needs of the organisation at particular times

· Outline the need for control within a company (e.g. financial, credit, quality and stock)
· Outline the purpose of a breakeven chart and calculate break-even point

Facilitate the learner to understand the importance of cash flows to include:

· Preparation of a basic cash flow forecast


	9. Examine different types of meetings held within an organisation, the function and role the


meetings and the associate documentation

	Facilitate the learner to achieve the above learning outcome, for example by examining
· Different types of meetings functions of specific types of meetings (e.g. AGM, EGM, Board Meetings, Department Meetings, Union Meetings)

· The role of a meeting within an organisation

· The role, powers and duties of officers at a meeting (e.g. chairperson, secretary, treasurer)

· Terms at a meeting (e.g. quorum, standing orders, through the chair, points of order)
· Associated documentation for example: agendas, meeting notes and minutes (also covered under Learning Outcome 12)


	10. Examine the insurance requirements of a business organisation, identifying appropriate


insurance for different types of risk

	Facilitate the learner to examine the insurance requirements of a business organisation, identifying appropriate insurance for different types of risk, for example:
· Principles of insurance (utmost good faith, indemnity, subrogation, proximate cause, contribution)

· Common business risks (e.g. Fire, theft, fraud)

· The protection provided by different types of business insurance (e.g. employers liability and public liability)
· Appropriate insurance for various types of risks



	11. Implement and adhere to an organisation’s systems and procedures, to include, quality           management and or control systems, financial controls, employee procedures and health and safety

	Facilitate the learner to implement and adhere to an organisation’s systems and procedures, to include:
· The need for quality within an organisation

· Employee procedures for health and safety
· The various techniques used to control quality in different types of organisations such as manufacturing and services (e.g. sampling, inspections, quality circles)

· The quality awards (e.g. ISO, Q mark, Hygiene Award), also covered under learning
outcome 7
· The need for control within a company (e.g. financial, credit, quality and stock)



	12. Complete a range of documentation necessary for the effective function of meetings within an organisation, to include agendas, meeting notes and minutes

	Facilitate the learner to complete a range of documentation necessary for the effective function of meetings within an organisation, to include: 
· The purpose of a meeting
· Draw up an agenda (given a set of items)

· Take minutes and notes at a meeting


	13. Maintain a range of documents pertaining to human resources management and employees within an organisation, to include, employment contracts, attendance records and personnel files

	Facilitate the learner to maintain a range of documents pertaining to human resources management and employees within an organisation, for example:
· Explain the purpose of employment contracts, attendance records, and personnel files etc
· Identify the essential ingredients of a contract of employment

To include:
· Maintain documents in the human resources department including employment contracts, attendance records and personnel files 


	14. Process a range of business documentation to ensure effective implementation of an


organisation’s financial and or quality systems and procedures

	Facilitate the learner to process a range of business documentation to ensure effective implementation of an organisation’s financial and or quality systems and procedures, for example:
· Issue purchase orders and delivery instructions

· Process  invoices

· Check invoices against purchase orders and delivery dockets

· Deal with queries/discrepancies on invoices and purchase orders

· Check the accuracy of business documents as part of quality assurance e.g. supplier statements received

· Prepare an invoice and delivery note

· Deal with enquiries, complaints and returns

· Issue credit notes

· Issue a monthly statement

· Explain what VAT is, rates of VAT, VAT 3 form
· Calculate the unit cost of items



	15. Use a range of hardware and software to provide administrative support

	Facilitate the learner to use a range of hardware and software to provide administrative support, for example:
· Use Spreadsheets to complete a cash flow forecast 

· Explain what a database is used for

· Use Microsoft Word to draw up invoices, credit notes, statement of accounts and other business documents

· Use of PowerPoint 

· Telephone system or office equipment e.g. use the printer and fax machine 
· Project management software e.g. Bespoke software


	16. Carry out a range of administrative functions to support the effective implementation of organisational management systems and procedures

	Facilitate the learner carry out a range of administrative functions to support the effective implementation of organisational management systems, for example:
· Extract information from common sources of reference (e.g. telephone directories, internet and fax directories, viewdata, teletext, maps, travel timetables, mileage charts, post office guide)

· Document office processes e.g. sign off office expenses, complete a purchase order, memo, letter, business documents

· Organise business travel and accommodation
· Operate office software e.g. Microsoft Word and Excel



11. Assessment
11a.
Assessment Techniques

Assignment(s) 



60%
Examination (Theory based)

40%
11b.
Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated in demonstrating the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.
	Learning Outcome
	Assessment

Technique

	1. Identify features of different types of business organisations
	Assignment 1 and/or         Examination

	2. Explain a range of organisational structures, to include, hierarchical and flat structures
	Assignment 1 and/or         Examination

	3. Explore the different types of departments within an organisation, the cooperation between internal departments and the impact of the external environment on the business organisation
	Assignment 1 and/or         Examination

	4. Analyse the impact of the external environment on a business
	Assignment 1 and/or                   Examination

	5. Identify the main functions of management and the role and impact of Human Resource management in an organisation
	Assignment 1 and/or Assignment 2 and/or                  Examination

	6. Examine a range of recruitment options for selecting and appointing staff and current employment rights legislation as it pertains to the staff selection and appointment
	Assignment 1 and/or                   Examination

	7. Explain the need for quality, the role of quality systems, the various   techniques and processes which are used to ensure quality in different types of organisations, to include manufacturing and service focused organisations, and quality accreditations available
	Assignment 1 and/or         Examination

	8. Explore sources of finance for a business, distinguishing between long, medium and short term finance and the need for and types of financial controls, to include cash flow
	Examination and/or               Assignment 2

	9. Examine different types of meetings held within an organisation, the  function and role the meetings and the associate documentation
	Examination and/or                Assignment 2

	10. Examine the insurance requirements of a business organisation,           identifying appropriate insurance for different types of risk
	Examination  and/or                Assignment 2

	11. Implement and adhere to an organisation’s systems and procedures, to include, quality management and or control systems, financial controls, employee procedures and health and safety
	Examination and/or Assignment 1    

	12. Complete a range of documentation necessary for the effective function of meetings within an organisation, to include agendas, meeting notes and minutes
	Assignment 1 or Assignment 2

	13. Maintain a range of documents pertaining to human resources management and employees within an organisation, to include,             employment contracts, attendance records and personnel files
	Assignment 1 and/or         Examination

	14. Process a range of business documentation to ensure effective               implementation of an organisation’s financial and or quality systems and procedures
	Assignment 2           

	15. Use a range of hardware and software to provide administrative support
	Assignment 1 and Assignment 2 

	16. Carry out a range of administrative functions to support the effective implementation of organisational management systems and procedures
	Assignment 1 and Assignment 2 


11c.  
Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and marking schemes for the assignments and an examination paper, marking schemes and outline solutions for the examination. In devising the assessment briefs and examination paper, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement for ALL learning outcomes.  
Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.  Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Assignment
	60%

	Assignment 1 – weight 30% - can be completed in class over a number of weeks 

Assignment 2 – weight 30% - can be completed in class over a number of weeks


	The assessment briefs will focus on a range of specific learning outcomes that require learners to produce evidence that demonstrates an understanding and application of a range of specific learning outcomes.
Evidence for this assessment technique (assignments) may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these. Any audio, video or digital evidence must be provided in a suitable format. 
All assignments carry equal marks.  All instructions for the learner must be clearly outlined in an assessment brief.
Assignment 1: The brief for the first assignment will require the learner to investigate and analyse topic(s) appropriate to the structure and functions of an organisation in the context e.g. internal/external organisational structures, quality, and human resources.

Assignment 2: The brief for the second assignment will require the learner to investigate topic(s) appropriate to two or more of the following:

· Meetings (option to incorporate functions of management) - covers Learning outcomes 5,9,12,15,16
· Business documentation - covers Learning outcomes 14,15,16
· Finance/cash flow forecast / Breakeven analysis - covers Learning outcomes 8,15,16
· Insurance - covers Learning outcomes 10,15,16
Note: Learning outcome 14 must be covered in Assignment 2


	Examination 

	40%

	Examination – 40% - The examination will be based on a range of specific learning outcomes and will be of 2 hours duration.


	The learner will complete a theory-based examination that assesses the learner’s  that assesses candidates’ ability to recall and apply theory and understanding, requiring responses to a range of short answer and structured questions.  These questions may be answered in different media such as in writing, orally or digital evidence.  Any audio, video or digital evidence must be provided in a suitable format.
All learning outcomes mapped in 11b and not assessed in either Assignment 1 or Assignment 2 should be assessed in the Examination.  The examination will be based on a range of learning outcomes and will be 2 hours in duration.
The format of the examination will be as follows:

Section A

10 short answer questions

Learners are required to answer 10 (2 marks each)


Section B

2 structured questions

Learners are required to answer 2 (10 marks each)
All instructions for the learner must be clearly outlined in an examination paper.


12. Grading

Distinction: 
80% - 100% 

Merit:

65% - 79%

Pass: 

50% - 64%

Unsuccessful:
0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded.  The grade achieved for the major award will be determined by the grades achieved in the minor awards. 
	Business Administration Skills 
5N1610

	Learner Marking Sheet

Assignment(2) 
60%


Learner’s Name: ________________________________

Learner’s PPSN: ________________
Centre Name: __________________________________

Centre No: ____________________
	Assessment Criteria


	MaximumMark
	LearnerMark

	Assignment 1

Relevant information collected and appropriately presented
Understanding and knowledge of chosen topic(s) clearly demonstrated

Comprehensive evaluation/conclusion completed
	5 marks

20 marks
5 marks
	

	Subtotal
	30
	

	Assignment 2
Relevant information collected and appropriately presented
Understanding and knowledge of chosen topic(s) clearly demonstrated

Comprehensive evaluation/conclusion completed
	5 marks

20 marks
5 marks
	

	Subtotal
	30
	

	Total Mark

	60
	



Assessor’s Signature: 


_________________________

Date: ___________________

External Authenticator’s Signature: 
_________________________

Date: ___________________

	Business Administration Skills 
5N1610

	Learner Marking Sheet

Examination(Theory Based) 
40%


Learner’s Name: ________________________________

Learner’s PPSN: ________________
Centre Name: __________________________________

Centre No _____________________
	Assessment Criteria


	MaximumMark
	LearnerMark

	Section A: Short Answer Questions

12 short answer questions, answer 10 (2 marks each) 

Question No.1

Question No.2

Question No.3

Question No.4

Question No.5

Question No.6

Question No.7

Question No.8

Question No.9

Question No.10
Section B: Structured Questions

3 structured questions, answer 2 (10 marks each)

Question No.1

Question No.2


	2 marks

2 marks

2 marks

2 marks

2 marks

2 marks

2 marks

2 marks

2 marks

2 marks

10 marks

10 marks
	

	Total Mark
	40
	



Assessor’s Signature: 


_________________________

Date: ___________________

External Authenticator’s Signature: 
_________________________

Date: ___________________
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