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Laois and Offaly ETB

Programme Module for 
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leading to 
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Information and Administration 
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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/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 

Likewise the teacher/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/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/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’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.


Title of Programme Module
Information and Administration

Component Name and Code 
Information and Administration 5N1389

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

Credit Value
15 Credits 

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

Special Requirements
None

Aim of the Programme Module
This programme module aims to equip the learner with the knowledge, Skills and competence required to under-stand how information is processed within organisations and the various systems and methods in use and to enable the learner to operate effectively, under supervision in a range of organisations.

Objectives of the Programme Module
· To understand the different types of business organisations and the duties and functions of administrative personnel within.

· To understand how information is processed within an organisation and acquire the skills necessary to perform routine duties.

· To appreciate the importance of planning and organising work related activities.

· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Information and Administration through the medium of the indicative content 

· To enable the learner to take responsibility for his/her own learning

Learning Outcomes of Level 5 Information and Administration 5N1389

Learners will be able to:

1. Explain the features of a range of organisations to include the functions of internal departments, the roles and duties of a range of personnel and the impact of workplace legislation on an organisation.

2. Describe the administration functions of an office to include the equipment and resources       available to carry out these functions.

3. Design an organisational chart.

4. Describe an effective diary management system.

5. Outline the roles and functions of a range of personnel in the planning and conduct of a range of business meetings.

6. Create a manual or computerised database filing system.

7. Carry out a range of administration functions to include the use of office equipment, document   collation and proofing and payment validation.

8. Organise inward and outward postage.

9. Carry out diary management to include meeting notices and minutes and the preparation of business trip itineraries.

10. Use office equipment and resources to meet the administration requirements of on organisation.

11. Apply procedures to prevent unauthorised access to files and records.

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.


Section 1. Explain the features of a range of organisations to include the functions of internal departments, the roles and duties of a range of personnel and the impact of workplace legislation on an organisation.
Facilitate the learner to:

· Explain the features of different types of business organisations for example sole trader, partnerships and companies.
· Explain the functions of internal departments in achieving the objectives of an organisation.
· Explain the roles and duties of various personnel within organisations.
· Explain the impact of workplace legislation on an organisation for example employment protection, health and safety.

Section 2. Describe the administration functions of an office to include the equipment and resources available to carry out these functions.
Facilitate the learner to describe the administrative functions of an office to include the equipment and resources available to carry out these functions for example:

· Receiving information for example through telephone, phone, email or fax
· Communicating for example via telephone, phone, email or fax
· Processing information for example via telephone, phone, email, fax, scanner or franking machine
· Storing information for example through a filing system


Section 3. Design an organisational chart
Facilitate the learner to:

· Explain the purpose of an organisational chart.
· Design an organisational chart from given information.


Section 4. Describe an effective diary management system
Facilitate the learner to describe an effective diary management system to include the importance of:
· Time allocation
· Prioritising tasks
· Meeting deadlines

Section 5. Outline the roles and functions of a range of personnel in the planning and conduct of different types of business meetings
Facilitate the learner to outline the roles and functions of a range of personnel at a meeting for example:
· chairperson
· secretary
· treasurer


Section 6. Create a manual or computerised database filing system
Facilitate the learner to:

· Create a manual filing system using a relevant method for example alphabetical, numerical, geographical etc.
· Create a basic database filing system using application software to include files, database, records and fields.


Section 7. Carry out a range of administration functions to include the use of office equipment, document collation and proofing and payment validation
Facilitate the learner to:

· Use office equipment effectively for example: 
· Sending an email/replying to an email including an attachment.
· Preparing and sending a fax.
· Using correct telephone techniques.
· Collate documents.
· Check documents for errors and omissions.
·      Demonstrate appropriate validation checks when accepting payments in various forms for example cash, cheques, credit card, direct debit.


Section 8. Organise inward and outward postage
Facilitate the learner to :
· Understand different types of postage e.g. swift, registered, parcel etc.
· Sort and route incoming mail which may include:
· Urgent, confidential, personal, recorded and COD mail.
· Organise outward postage which may include:
· Calculating the cost of posting, nationally and internationally.

Section 9. Carry out diary management to include meeting notices and minutes and the preparation of business trip itineraries
Facilitate the learner to:

· Draft the following: notice and minutes of a meeting.
· Prepare an itinerary for a business trip.

Section 10. Use office equipment and resources to meet the administration requirements of on organisation
Facilitate the learner to operate relevant office equipment and resources for example:

· Photocopier
· Printer
· Scanner
· Fax
· Email
· Telephone
· Laminator
· Franking machine
· File documents appropriately, manually or computerised


Section 11. Apply procedures to prevent unauthorised access to files and records.
Facilitate the learner to:

· Apply procedures to prevent unauthorised access to files and records to a manual filing system.
· Apply procedures to a computerised filing system for example:
· Create and use password options using relevant application software i.e. Microsoft Office.
· Apply data encryption to folders and files.

Assessment
11a.	Assessment Techniques
Assignment		30%
Skills Demonstration	30%
Examination (Theory)	40%

11b.	Mapping of Learning Outcomes to Assessment Techniques

In order to ensure that the learner is facilitated to demonstrate 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.Explain the features of a range of organisations to include the functions of internal departments, the roles and duties of a range of personnel and the impact of workplace legislation on an organisation

	Exam/Assignment

	2.Describe the administration functions of an office to include the equipment and resources available to carry out these functions

	Assignment/Exam

	3.Design an organisational chart
	Assignment

	4.Describe an effective diary management system

	Exam/Assignment

	5.Outline the roles and functions of a range of personnel in the planning and conduct of a range of business meetings

	Exam/Assignment

	6.Create a manual or computerised database filing system
	Skills Demonstration

	7.Carry out a range of administration functions to include the use of office equipment, document collation and proofing and payment validation

	Skills Demonstration/Assignment

	8.Organise inward and outward postage
	Skills Demonstration

	9.Carry out diary management to include meeting notices and minutes and the preparation of business trip itineraries
	Skills Demonstration/Assignment/Exam

	10.Use office equipment and resources to meet the administration              requirements of on organisation
	Skills Demonstration/Assignment

	11. Apply procedures to prevent unauthorised access to files and records.
	Skills Demonstration


11c.  	Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and marking schemes/skills demonstration briefs and marking schemes/ examination papers, marking schemes and outline solutions for the assignments/skills demonstrations and examination.  In devising the assessment briefs/skills demonstrations/ examination papers, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the 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

	30%

	
The assignment may be produced throughout the duration of this programme module


	Investigate how information is processed within an organisation to include:
· The design of an organisational chart
· The outline of the roles and functions of a range of personnel in the planning and conduct of a business meeting
· Diary management which may include meeting notices, minutes and business trip itineraries.

Evidence for this assessment technique 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 instructions for the learner must be clearly outlined in an assessment brief.






	Skills Demonstration

	30%

	The skills demonstration may be produced throughout the duration of this programme module 

	In one or more skills demonstrations, learners will be assessed on a broad range of practical skills and knowledge as outlined in the learning outcomes.
Learners will be assessed demonstrating the following skills:
· Using office equipment to carry out a range of administration functions that will meet the administration requirements of an organisation to include payment validation                    
· Create a manual or computerised database filing system and ensure procedures to prevent unauthorised access to files and records are applied
· Organise inward and outward postage

Evidence for this assessment technique 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 instructions for the learner must be clearly outlined in a skills demonstration brief.




	Examination (Theory)

	40%

	Two hours


	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: Short Questions
Ten short questions (2 marks each)

Section B: Structured Questions
Two structured questions (10 marks each)
Evidence for this assessment technique 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 instructions for the learner must be clearly outlined in an examination paper.



Grading

Distinction: 	80% - 100% 
Merit: 		65% - 79%
Pass: 		50% - 64%
Unsuccessful: 	0% - 49%
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	Information and Administration
5N1389
	Learner Marking Sheet
Assignment 
30%



Learner’s Name: ________________________________		Learner’s PPSN: ________________

	Assessment Criteria

	Maximum Mark
	Learner Mark

	Understanding of the administration functions of an office to include the equipment and resources available to carry out these functions.
	
	

	· Relevant information researched

	5 marks
	

	· Knowledge and understanding     
       
· Organisation chart
· Personnel roles and functions
· Diary management

	20 marks



	

	· Information appropriately presented

	5 marks
	

	Total Mark

	30 marks
	



NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet


External Authenticator's Signature: ............................................................   Date: ...............................


	Information and Administration
5N1389
	Learner Marking Sheet
Skills Demonstration 
30%



Learner’s Name: ________________________________		
	Assessment Criteria

	Maximum Mark
	Learner Mark

	Task 1: 
Equipment/resources used appropriately
Task planned and executed effectively
	

15 marks

	

	Task 2: 
Filing system created
Protection procedures applied
	

10 marks

	

	Task 3: 
Task planned and executed effectively
	
5 marks
	

	Total Mark

	30 marks
	



NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet


External Authenticator's Signature: ............................................................   Date: ...............................
	Information and Administration
5N1389
	Learner Marking Sheet
Examination 
40%




Learner’s Name: ________________________________		
	Assessment Criteria

	Maximum Mark
	Learner Mark

	Section A: Short Questions. Ten short questions (2 marks each)
	Question No.
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	

2
2
2
2
2
2
2
2
2
2
	

		Subtotal

	20 marks
	

	Section B: Structured Questions

Two structured questions (10 marks each)
Question no. 1
Question no. 2                                                                    
	



10
10

	

		Subtotal

	20 marks
	

	Total Mark

	40 marks
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet


External Authenticator's Signature: ............................................................   Date: ...............................
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