
The homework topics out-

lined in this leaflet are de-

signed to encourage your 

child to develop new skills in 

line with a curriculum for ex-

cellence.  In undertaking 

these homework topics they 

will be developing the follow-

ing skills - 

Communicating  

Collaborating 

Listening 

Creating 

Reflecting 

Enquiring 

Organising 
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ADMINISTRATION AND IT 

 

Resources to be used 

 

Pupils are free to use any re-

sources they have at home or 

from the library. 

 

If any pupil requires any re-

sources to help them they 

should just ask their teacher 

in class. 

 

Pupils should plan which top-

ics they wish to do and start 

early! 

 

This type of homework can-

not be left to the last minute. 



This leaflet outlines your homework chal-

lenges which will be undertaken by you 

over the next month.  The homework can 

take many different formats.  You can 

choose to present your homework in some 

of the following ways - 

 

 A leaflet 

 A powerpoint presentation 

 A poster 

 A diary 

 A web page 

 A brochure 

 A recording of an interview with 

an older person who knows about 

the topic you have chosen. 

 

What ever you choose it must be attrac-

tive and include pictures, images and 

descriptions. 

 

You must choose 2 of the topics from 

the list given on this page. 

 

The Topics 

1  Technology 

Make a list or collage or picture of all the technology 

you encounter in one normal day.  Eg alarm clock, 

smart phone, watch, TV, Xbox etc 

 Say how the item affects your life 

 Say what would be better or worse if you didn’t 

have these items 

 Ask someone older what they did before these 

items were invented. 

 

2  The Printing Press 

Find out about life before printers, computers  and 

photocopiers.   

 How were documents produced? 

 What kinds of typewriters were there? 

 How fast could people type? 

 How did they make copies of their documents? 

 

3  The Secretary—Then and Now 

What did a Secretary do in an office?  How is the job 

different in a modern office where they are now called 

Administration Assistants or Managers. 

 

4  The telephone 

Mobiles, mobiles, mobiles…. What did 

businesses do before mobile phones?  

What did office telephones look like and 

how did they work? 

Ask an older person what they did before 

they had a mobile phone. 

 

5 Health and Safety 

Using modern technology all day in an 

office can lead to some health issues and 

risks. Find out what the health issues are 

regarding the use of ICT.  You might 

want to think about  

 

 Posture 

 Eyesight 

 Noise 

 Lighting 

 

What does the employer have to do to 

help their employees be safe at work. 

 

 

The final date for return of challenges 

will be given to you by your teacher 

 

Please add this date to your 

Homework diary. 

Homework Topics 


