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Instructions for candidates

This assessment applies to the assighment for National 5 Administration and IT.

This assignment is worth 100 marks. The marks contribute 100% of the overall marks for
the Course assessment. The Course will be graded A-D.

It assesses the following skills, knowledge and understanding:

. use of advanced IT functions in word processing, spreadsheets, databases,
presentations and desktop publishing to produce and process information in
familiar contexts

. skills in using technology for investigation

. skills in using technology for electronic communication, taking account of the
context, audience and purpose of communication

. administrative skills related to organising and supporting an event

. skills in problem-solving.

Your assessor will let you know how the assessment will be carried out and any required
conditions for doing it.

In this assessment, you will:

. work through a series of tasks which will test the skills, knowledge and
understanding listed above

. complete the tasks in the order presented

be allowed four hours to complete the assignment

. make sure your name, school and task number are entered on each printout
submitted.

*
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Assignment task

Morven’s Cake Place

Morven Adams is the owner of Morven’s Cake Place, a small cake and coffee shop based
in Glasgow. She is keen to expand her business into catering for various functions and is
taking a stand to promote her business at the Good Food Exhibition taking place at the
SECC next month.

You will be working as an Admin Assistant with Morven and she has asked you to
organise and support the following events:

e taking part in the Good Food Exhibition next month,

e catering for a retirement function.

Contact details for the business are as follows:

Morven’s Cake Place
122 Cathedral Street
Glasgow

G12TG

Phone: 01413535444
E-mail: morvens@mailit.com
Web: www.morvenscakeplace.co.uk

e Ensure your name, school and task number are displayed on each printout.
e Ensure all comments within files are actioned and deleted.

e Your teacher/lecturer will provide you with an e-mail address.

e Printouts of e-mails must show evidence of sending.

e Each spreadsheet or database must be printed on one page.
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To-do-list

Task Printouts Ma-rks Completed
Available
1 PowerPoint - in handout format 11
2a Business Card 7
2b | Headed Paper 4
3 Internet
E-mail with evidence of sending 6
4 Completed e-file 8
5 Database Table 5
6 Completed e-file 8
7 Database Form 3
Database Report 6
8 E-diary in weekly view 4
9 Agenda 4
Spreadsheet:
. 4
10 e value view
. 12
o formulae view
11a | Database Query 3
Mail-merge
11b | e showing fields 6
e showing merged letter
12 Survey Card 9
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Task 1

A promotional presentation about the catering service is to be shown at the

Good Food Exhibition. Using the file Exhibition update the presentation as
shown below.
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Task 2a

Design and print a business card for Morven to distribute at the Good Food Exhibition.

Inelude dekails gL Wik
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and tra logo .

p@ «eﬂhd:\ on

345 London Road -+
E dinburgh OFeVery occasion, incl-
EH15TT Limos

Hummers

Tel: 0131 567 2332
Email: cityearhire@yaha, com
Web: www, Citycarhire.co, o.uk

Owner: Mark Brothers

Task 2b

Create and print headed paper using the appropriate information and logo. This will be

used for various tasks throughout the assignment.
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Task 3

Access the internet to find the following information. Print a copy of the sent email.

@ =13
Gpens,

IXabE0- 820 b i 2% v (R @ - Q)
| Address | v & &

Send SendandFile.. SaveasDrat DeliveryOptions.. [~ & Display~ More~

To | Admin Assistant ‘
fron: | Morven Adams ‘
I
|

o [
Subject: | Directions

Can you print directions from the shop to the SECC in Glasgow?

Also e-mail me details where to park and how much it will cost.

Thanks

Morven

| - =@ A Home «
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Task 4

Complete the file Customer Care. This is a leaflet which will be available on the
stand at the Good Food Exhibition. Print one copy.

Task 5

Potential customers who expressed an interest in our catering service at the Good
Food Exhibition have been entered in the database Functions. Complete the

database with the information below.
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Task 6

Our Health and Safety information for staff requires to be updated. Open the file
Health and Safety and complete. Print one copy of the completed information
sheet.

Task 7

Update the database with this new customer’s details.
Print this record as a form.
Print a report of the functions taking place in December. The report should include

contact name, telephone number, type and date function in that order and sorted by
date and type of function. Insert an appropriate heading and our logo.

Telephone Message:

o flno. Troners
Namg * COX\O@QH o\g

Addess. 565 f?omm\ Reod, Bearsden
Gl 57K

Tel No: o5 203)

E-nmaLl: ch&%@ﬁa}u.m

Tyee qf Foncben : Reliemard

&dqib {2,000

Cuétémz{ No B6IE

Dai'ﬂ_ O{,L Fonchon 26 Sep't@’nbzr 2014
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Task 8

Enter the following meetings in the electronic diary.

Print a copy of the diary in weekly view.

. Messages

/I’ve arranged a planning
meeting with Carloway plc on
the second Monday of next
month at 2pm, which should \
last for an hour. We will also

have a tasting meeting for .
Carloway plc on the Saturday
of that week at 10.30am - this
should last 2 hours.

Enter these details in the
- electronic diary.

6]¢ ) C&ED

Task 9

Carloway plc have telephoned and asked for a meeting about Gordon Farry’s retirement
party. Complete the file Agenda. Print a copy.
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Task 10

The following e-mail has been received from Anna Travers at Carloway plc. Open the
spreadsheet file COSTS and use the information in it and the e-mail to complete the
cost sheet following all instructions.

Print one copy of the cost sheet in value view with gridlines and one in formula view
with gridlines and row and column headings.

File Edit View Create Actions Text Tools Window Help
chDea-Be® b i 2% [~ (& - 4
Address [ v & &

Send Send and File... Save as Draft Delivery Options... }f' (Q Display~ More~

To: [ Morven Adams
fron: | Anna Travers

Cc |

subject: | Retirement Party - Gordon Farry

Hello Morven
Thank you for a lovely tasting meeting, your food is really wonderful. We would like to order the following items
for Gordon’s retirement party:

5 Indian Snack Platters

10 Chicken Pieces Platters

10 Prawn Pieces Platters

5 Sandwich Platters (2 Vegetarian)

5 Wrap Platters

5 Mini Cake Selection

Tea or Coffee for 60 people

Napkins, Crockery and Cutlery for 60 people

Thank you - if you have any further questions or suggestions, do not hesitate to contact us.

Anna

I B =@ A Home s
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Task 11a

Search the database for all wedding and engagement functions. Print the name,
address and type of function in table format.

Task 11b
L EEX
G
XL DEO-B9® b i 2% # v(®- (@ - N
Addrsss‘ ,,| B &

Send SendandFile.. SaveasDraft Delivery Options.. [= ~ @ Display~ More~

To: | Admin Assistant
from: | Morven Adams

e

Subject: l Creative Cakes

Our bakers have now completed a course on preparing creative cakes.

Using the file Letter, send a standard letter to all customers who were found in the
database search.

Print a copy of the letter showing the merge fields, and a copy of one merged letter.

Thanks

Morven

N =& 44 Home -
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Task 12

Create and print a customer survey card using the information below. Use a
variety of fonts and shading where appropriate. The card will be e-mailed
to customers after their function.
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Appendix 1: Copyright
Task 1 image - Logo Sandwich Board. Front view of a Sandwich Board with Logo

Plate. Isolated. Blank for Copy Space - Jojje/Shutterstock.com

Task 2a image - blank sticker glued to a wood board -
Molodec/Shutterstock.com

Task 5 image - paper page notebook. textured isolated on the white backgrounds -
HorenkO/Shutterstock.com

Task 8 image - Realistic mobile phone in iphone style with blank screen isolated
on white background - lculig/Shutterstock.com
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Copyright
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N5 Administration and IT
Assignment
Instructions to Teachers/Lecturers

Prior to candidates starting the Assignment, teachers and lecturers
should ensure that the following e-files have been downloaded and are
available for candidates to use. The files must be kept secure and must
not be accessed by candidates prior to the Assignment being undertaken.
2014 To-do-list - this is a word processing files which may be useful for
candidates to complete as they do the tasks. It is not compulsory and
does not need to be handed in.

Letter - this is a word processing file

Health and Safety - this is provided as a publisher file and a word
processing file

Functions - this is a database file (also provided as a file exported to
Excel format to be used if required)

Exhibition - this is a powerpoint file

Customer Care - this is provided as a publisher file and a word
processing file

Costs - this is a spreadsheet file

Agenda - this is a word processing file

Task 3 - email

Candidates should be supplied with a functioning email address so that
they are able to send an email for this task. It is acceptable for this to
be the teacher/lecturer’s email address. Candidates will need to
provide proof of the sent email only.

National 5 Administration and IT: assignment — assessment task 16



