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Introduction
This programme module may be delivered as a stand-alone module leading to certification in a FEFAC minor award. It may also be delivered as part of a 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’s programme descriptor for the relevant validating programme prior to delivering the programme module.
 The programme module is constructed 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 programme module

	8. Objectives of 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 content where an overlap between content of this programme module and one or more programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skill 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. Integration of the delivery and assessment of level 5 communications and level 5 mathematics modules with that of other level 5 modules is specifically encourages 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 indicate 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/tutors responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
Title of Programme Module
Retail Administration
 Component Title and Code
Retail Administration 5N1860
Duration in Hours
150 hours (typical learning effort, to include both directed and non-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 provide learners with the personal knowledge, skills and capacity to effectively understand and operate in the Retail Administration environment. 	

Objectives of the Programme Module

· To understand the different types of business organisations, duties and functions of personnel within.
· To facilitate the learners to develop the skills necessary to be part of Retail 	Administration environment.
· To enable the learner to explore different types of retail structures.
· To explore with the learner the auxiliary aspects of Retail Administration.
· To assist the learner to develop the academic and vocational language, literacy and 	numeracy skills involved in Retail Administration.
· To enable the learner to take responsibility for his/her own learning
9. 	Learning Outcomes of Level 5 Retail Administration 5N1860
	1. Analyse the key characteristics of a range of business organisations in relation to structure, type and purpose

	2. Analyse the key characteristics of a range of retail outlets to include sole trader, multiples, department stores, superstores and co-operatives

	3. Explore the impact of the external and internal environment on a retail organisation

	4. Analyse current retail legislation and identify key legal responsibilities in relation to employers, employees, contract law and sale of goods

	5. Analyse the role of a range of stakeholders associated with the retail sector to include employees, management, supervisors, representative organisations and regulatory organisations

	6. Interpret key terminology and features in relation to retail administration

	7. Examine the impact of a range of strategies on an organisations profitability to include training, quality, sources of finance, credit control, stock control and liquidity

	8. Evaluate a range of banking services available to retail organisations

	9. Evaluate the characteristics of a range of insurance options available to a retail organisation

	10. Evaluate the key features of contract law in relation to the retail sector

	11. Explain the key principals and characteristics of a stock control system to include administration procedures, stock rotation policies, costing and calculation of re-order levels

	12. Analyse the function of human resources department within a retail organisation 

	13. Suggest health and safety initiatives aimed at improving safety in a retail administration environment

	14. Process a range of business documentation to include quotations, invoices, purchase orders, credit notes, statements, bank documents, delivery notes and cash sales invoices

	15. Devise a document control strategy to process a range of tasks to include customer complaints, queries and product returns



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. Analyse the key characteristics of a range of business organisations in relation to structure, type and purpose
Facilitate the learners to:
· Explain the features of different types of business organisations for example sole trader, partnership, franchise, companies etc.

· Using real life company examples, explain the purpose of these different organisational structures

· Explain the different types of organisational structures for example geographical, matrix, functional.

· Draw an organisational chart from given information

· Identify and explain the functions of the many departments within a retail organisation

2. Analyse the key characteristics of a range of retail outlets to include sole trader, multiples, department stores, superstores and co-operatives
Facilitate the learner to: 
· Identify the features of different types of retail outlets including sole traders, multiples, department stores, superstores, co-operatives, pop-ups, markets both seasonal and farmers markets. 

3. Explore the impact of the external and internal environment on a retail organisation

Facilitate the learner to: 
· Explain the external environmental features which make an impact on a retail organisation (e.g. political, economic, social, technological, legal, location and competition)

· Carry out a PEST analysis from given information

· Explain the internal environmental features which make an impact on a retail organisation ( e.g. communication, management styles, management functions, quality control,  motivation)

· Carry out a SWOT analysis from given information

4. Analyse current retail legislation and identify key legal responsibilities in relation to employers, employees, contract law and sales of goods
Facilitate the learners to:
· Outline the essential features of Contract Law i.e. offer, acceptance, consideration, capacity, intention and legality of the object.

· Explain the term ‘invitation to treat’ 
· Explain the terms implied within the Sales of Goods and Supply of Services Act 1980 i.e. merchantable quality, sale by sample, sale by description and fit for purpose

· Explain the Consumer Protection Act 2007

· Explain the rights of employees under current employment legislation i.e. Equality Act 2004, Unfair Dismissals Act 1993 etc.

· Identify the role of Trade Unions within the workplace

· Identify the role of employer representative bodies such as IBEC and ISME

5. Analyse the role of a range of stakeholders associated with the retail sector to include employees, management, supervisors, representative organisations and regulatory bodies
Facilitate the learners to:
· Compare and discuss the roles of Representative Bodies such as:

· Irish Business and Employers Federation (IBEC)
· Irish Small and Medium Enterprises (ISME)
· Small Firms Association (SFA)
· Services, Industrial, Professional and Technical Union (SIPTU)
· National Organisation for the Unemployed (INOU)
· The Irish Congress of Trade unions (ICTU)

· Compare and discuss the roles of Regulatory Bodies such as:

· Ombudsman
· The European Ombudsman
· Labour Relations Commission
· The Rights Commissioner
· Equity Officers
· The Labour Court
· The Employment appeals Tribunal

· Compare and discuss the roles of:

· Employees
· Management
· Supervisors
6. Interpret key terminology and features in relation to retail administration
Facilitate the learners to:
· Discuss and document the advantages and disadvantages of the following types of retail outlet:
· Irish Multi-Generation family Concerns
· Multi-National Giants
· Multiples
· Other food retailers
· Retail Co-Operatives

· Understand of how the following impact on the size and type of a retail outlet on:

· Ownership
· Profit Sharing
· Management
· Administration
· Staffing

· Analyse the following and how they impact on the location of a retail outlet:

· Population and Market Size
· Infrastructure
· Proximity to back up services and supplies
· Proximity to skilled labour supply
· Excess land area/Space surrounding outlet
· Planning Laws
· Considering the location of the nearest Competitor
· Government Legislation

· Gain an appreciation for the legal aspects of retail in Ireland including:

· Essential Features of Contract Law as they affect the retailer
· Sale of Goods and Supply of Services act 1980
· The consumer association of Ireland
· Consumer Information Act 1978
· Director of Consumer Affairs

7. Evaluate the range of banking services available to the Retail organisation

Facilitate the learners to:
· Gain an appreciation of how the banking system on a European and local level affect a retail organisation 

· Understand the services provided by Irish banks such as:
· Saving and payment facilities
· Loans
· Overdrafts
· Terms Loans
· Credit Cards
· Changing Currencies
· Drafts (Foreign and local)
· Direct Debits
· Standing Orders
· Money Orders
· Payment of bills
· Laser/debit Cards
· Insurance (Life, pensions).
· Online Banking

· Seek out other sources of finance where financing is not readily available from credit institutions:
· Business Angels
· Dragons Den
· Venture Capital
· Enterprise Boards

8. Examine the impact of a range of strategies on an organisations profitability to include training, Quality, Sources of finance, credit control, stock control and Liquidity
Facilitate the learners to:
· Gain an appreciation of the importance of: 
· Training
· Motivate Staff
· Correct first time
· New techniques and methodologies	
· Quality
· ISO and National Standards
· Right first time
· Reputation	
· Distinguish the product
· Sources of finance
· Debt vs Equity
· Cost
· Reputation
· Taxation
· Control
· Investment
· Credit Control
· 	Reputation
· 	Funds available to invest and expand
· 	New products and new suppliers
· 	Cashflow forecast
· 	Less borrowing (Strategic borrowing)
· Stock Control
· 	Less cost tied up in stock
· 	Less Wastage
· 	New Stock
· Liquidity
· 	Invest
· 	Less financing cost
· 	Improved gearing

9. Evaluate the characteristics of a range of insurance options available to a retail organisation
Facilitate the learners to:
· Assess their particular needs with the potential insurance products that are currently available in the market place:

· Public Liability
· Buildings 
· Business Interruption 
· Trade contents/ stock
· Theft of trade contents/ stock
· Wrongful Arrest
· Products Liability
· Employer's Liability
· Glass
· Money
· Deterioration of Frozen Foods

10. Evaluate the key features of Contract Law in relation to the retail sector 

Facilitate the learners to:
· Develop an appreciation of Contract Law and how it relates to the Retail Environment:

· Offer and Acceptance (By Word, By Conduct, in Writing)
· Consideration
· Contractual Capacity
· Intention to create Legal Relations
· Legality of Object

11. Explain the key principals and characteristics of a stock control system to include administration procedures, stock rotation policies, costing and calculation of re-order levels. 
Facilitate the learners to:

· Explain the features of different types of stock control systems such as; just-in-time, fixed re-order stock level, fixed time re-ordering, etc. 
· Outline the role of Electronic Point of Sale (EPOS) in stock control 
· Use stock control charts to illustrate maximum stock levels, minimum stock levels, economic re-order levels, lead time and buffer stock
· Explain the principals of stock rotation policies such as last in last out (LILO), first in first out (FIFO), and weighted average
· Calculate the unit cost of items

12. Analyse the function of a human resources department within the organisation

Facilitate students to:
· appreciate the role that Human Resource Management plays in a retail organisation:
· Manpower Planning (Short, Medium and Long Term)
· Recruitment
· External
·  Internal
· Promotions
· Demotions
· Career Breaks and Secondments
· Redeployment
· Staff Welfare
· Staff Development
· Staff Motivation
· Career Counselling
· Disciplinary Procedures and Dismissal

13. Suggest health and safety initiatives aimed at improving safety in a retail administration environment
Facilitate the learners to:
· Understand and be able to explain the role of the HSA
· Outline the main points of the health, safety and welfare at work act 2005
· Suggest health and safety initiatives aimed at improving safety in a retail administration environment such as manual handling training, safe pass training, first aid training, safety statements etc. 

14. Process a range of business documentation to include quotations, invoices, purchase orders, credit notes, statements, bank documents, delivery notes and cash sales invoices.
Facilitate the learners to:
· Assess quotations and choose suppliers
· Issue purchase orders and delivery instructions
· Check invoices against purchase orders and delivery dockets
· Deal with queries and discrepancies on invoices
· Route the invoice appropriately
· Check the accuracy of statements received
· Prepare an invoice and delivery note
· Issue credit notes
· Issue a monthly statement
· Handle cash sales, including cash discount and VAT
· Complete all relevant bank documents used for making lodgements, withdrawing cash, paying bills by cheque and bank drafts. 

15. Devise a document control strategy to process a range of tasks to include customer complaints, queries and production returns
Facilitate learners to:

· Explain Customer Relations Management (CRM)
· Deal with complaints using different strategies
· Complete a complaints/queries log
· Process the documentation in relation to returns

Assessment
11 a. Assessment Techniques
Assignments				40%
Examination 				60%


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. Analyse the key characteristics of a range of business organisations in relation to structure, type and purpose
	Examination

	2. Analyse the key characteristics of a range of retail outlets to include sole trader, multiples, department stores, superstores and co-operatives
	Assignment/Examination

	3. Explore the impact of the external and internal environment on a retail organisation
	Assignment/Examination

	4. Analyse current retail legislation and identify key legal responsibilities in relation to employers, employees, contract law and sale of goods
	Assignment/Examination

	5. Analyse the role of a range of stakeholders associated with the retail sector to include employees, management, supervisors, representative organisations and regulatory organisations
	Assignment/Examination

	6. Interpret key terminology and features in relation to retail administration
	Examination

	7. Examine the impact of a range of strategies on an organisations profitability to include training, quality, sources of finance, credit control, stock control and liquidity
	Examination

	8. Evaluate a range of banking services available to retail organisations
	Examination

	9. Evaluate the characteristics of a range of insurance options available to a retail organisation
	Assignment/Examination


	10. Evaluate the key features of contract law in relation to the retail sector
	Examination

	11. Explain the key principals and characteristics of a stock control system to include administration procedures, stock rotation policies, costing and calculation of re-order levels
	Assignment/Examination

	12. Analyse the function of human resources department within a retail organisation 
	Assignment/Examination

	13. Suggest health and safety initiatives aimed at improving safety in a retail administration environment
	Assignment/Examination

	14. Process a range of business documentation to include  quotations, invoices, purchase orders, credit notes, statements, bank documents, delivery notes and cash sales invoices
	Assignment

	15. Devise a document control strategy to process a range of tasks to include customer complaints, queries and product returns
	Assignment/Examination



11c. Guidelines for Assessment Activities
The assessor is required to devise assessment briefs/examination papers, marking schemes and outline solutions for the assignments and examinations. In devising the assessment briefs and examinations 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 (1)
	20%


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


	This assessment technique will show evidence of Learning Outcomes 2,3,4,5,9,11,12 and 13

The brief for the first assignment will require candidates to investigate and analyse a specific retail organisation. The assignment report will include reference to the following:

· Structure
· Ownership and Control
· Location
· Insurance
· Quality
· Human resources
· Administration 
· Role of Stakeholders
· Stock Control Systems
· Health and Safety Issues
· Internal and External Factors 

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these. 

All instructions for the learner must be clearly outlined in an assessment brief.



	Assignment (2)

	20%

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

	This assessment technique will show evidence of Learning Outcomes 14, and 15

The brief for the second assignment will require candidates to complete a full range of business documents in the context of a specific retail organisation. The evidence will include reference to the following:

· Relevant documentation i.e. from letter of enquiry to end lodgement
· Appropriate calculations including VAT and discount
· Customer response to sale

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these. 
All instructions for the learner must be clearly outlined in an assessment brief.



	Examination

	60%

	The examination will be of 2 hours duration and will take place at the conclusion of the course


	This assessment technique will show evidence of Learning Outcomes 1,2,3,4,5,6,7,8,9,10,11,12,13 and 15

The format of the examination will be as follows:

                              5 Structured questions, answer all 5 (12 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. 

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%

At level 4, 5 and 6 major and minor awards will be graded. The grades achieved for the major awards will be determined by the grades achieved in the minor awards.


	Retail Administration 
5N1860
	Learner Marking Sheet Assignments (2) 
40%



Learners Name: ________________________________

	Assessment Criteria
	Maximum Mark
	Learner Mark

	Assignment 1

Relevant information collected and presented

Understanding and knowledge of Retail Administration functions demonstrated with a comprehensive analysis of a specific retail organisation conducted. 
The following functions must be discussed:
· PEST analysis
· SWOT analysis

	

5


15
	

	Subtotal
	20

	

	Assignment 2

Relevant information collected and presented

Documentation correctly processed

Accurate calculations completed

	

5

10

5
	

	Subtotal
	20

	

	Total Marks
	40
	



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: ...............................


	Retail Administration 
5N1860
	Learner Marking Sheet
Examination  
60%



Learners Name: _________________________________ 


	Assessment Criteria
	Maximum Mark
	Learner Mark

	
5 Structured questions, answer 5 (12 marks each)

Question No.1

Question No.2

Question No.3

Question No.4

Question No.5


	


12

12

12

12

12
	

	
Total Marks 
	
60
	





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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