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Sample Scheme of Work

Administration (Business Professional)

Level 2

Unit 6 – Working in administration
Last updated: 06/01/11

This Support Material booklet is designed to accompany the OCR Administration (Business Professional) specification for teaching from September 2010.
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	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	The role of the administrator

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Understand the role of the administrator? 
	Video/presentation from administrator discussing their role

Group discussion – what is the role of an administrator?

What support does an administrator provide to others?

Present findings in presentation
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Describe the role of the administrator

Learners will need to know how to set out a report with appropriate headings and sub headings – bullet points are not acceptable and candidates must provide a good description to meet the pass requirements

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate




	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	The administrator and others

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	How the administrator relates to others
	Presentation and discussion of how the administrator relates to others – looking at shared objectives, team, departmental and organisational goals.

Present findings
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Describe how the role of the administrator relates to others within an organisation

Learners will need to know how to set out an information leaflet with appropriate headings and sub headings – bullet points are not acceptable

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate




	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Consolidation

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Consolidate learning – the role of an administrator 
	Consolidation – learner to review their learning and relate it to specific businesses they have access to.
	Computer
Case studies

Flip chart
	Review level of description produced by each candidate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Legislation and the administrator

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	The legislation that affects the work of the administrator
	Mind map – the legislation that affects the work of the administrator – identify specific legislation

Presentation/discussion from administrator about how legislation impacts on their role

How to write an explanation

How to explain the importance of legislation affecting the work of the administrator

Feedback on flip chart how this legislation affects the work of the administrator
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Explain the importance of equal opportunities legislation affecting the work of the administrator
Learners will need to know how to write an explanation of the legislation and how it is important to affecting the work of the administrator – it must be an explanation as bullet points are not acceptable
Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate




	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Legislation and the administrator part 2

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Legislation and the administrator 
	Continue reviewing the legislation and re-enforce practice of extracting and analysing information on legislation

Review – learner to provide a guide for new starters on the legislation they have identified and how it affects the work of an administrator
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Explain the importance of equal opportunities legislation affecting the work of the administrator

Learners will need to know how to write an explanation of the legislation and how it is important to affecting the work of the administrator – it must be an explanation as bullet points are not acceptable

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate




	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Health and safety at work

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	How health and safety issues affect the work of administrators
	Discussion – what hazards/health and safety issues exist in an office environment?

Video looking at health and safety hazards

Presentation – produce a basic guide for new staff.
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip Chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Explain why it is important to be alert to potential hazards and explain using examples how unsafe personal conduct could affect the work of the administrator

Learners will need to know how to write an explanation of the legislation and how it affects the work of the administrator – it must be an explanation as bullet points are not acceptable

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Health and safety part 2

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Health and Safety part 2
	Carry out risk assessment of work area

Carry out DSE assessment of work area

Produce an information booklet for new starters on the health and safety issues that affect the work of an administrator
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Explain why it is important to be alert to potential hazards and explain using examples how unsafe personal conduct could affect the work of the administrator

Learners will need to know how to write an explanation of the legislation and how it affects the work of the administrator – it must be an explanation as bullet points are not acceptable
Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Organising the work area 

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Organise own work area
	Mind map – identify what makes up an effective work area

Observation – review the work area of colleagues and identify good/not so good practice

Presentation – send an email to tutor with your findings
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Observation of work area

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Explain why it is important to organise work area for efficiency

Learners will need to know how to write an explanation – it must be an explanation as bullet points are not acceptable

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Use a range of office equipment

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Practice using office equipment
	Demonstration and discussion on the use of photocopier

Learner to practice using various functions on the photocopier

Demonstration and discussion on the use of printer

Learner to practice using a printer and computer to save their work and print out a variety of documents

Follow procedures
	Demonstration and practice using office equipment eg photocopier and printer

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Save files electronically

Print out a variety of documents

Photocopy and collate a variety of documents

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Use a range of office equipment

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Practice using office equipment
	Demonstration and discussion on the use of scanner

Learner to practice using various functions on the scanner

Demonstration and discussion on the use of shredder

Learner to practice using a shredder

Follow procedures
	Demonstration/practice

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Scan back to back

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Use a range of office equipment

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Practice using office equipment
	Demonstration and discussion on the use of fax machine and laminator

Learner to practice using various functions on the fax machine and laminator

Follow procedures
	Demonstration/practice

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Laminate back to back

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Filing

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Be able to file paper based documents
	Demonstration and discuss paper-based filing

Learners to create, retrieve files in line with organisational procedures using paper-based system

Learners to research how data protection affects the filing of paper-based information
	Demonstration/practice

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

File the information sheets

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Filing

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Be able to file electronically
	Demonstration and discuss electronic filing

Learners to create, retrieve files in line with organisational procedures using electronic system

Learners to produce and file a presentation on keeping information confidential
	Demonstration/practice

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Save files electronically appropriately

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Mail handling

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Deal with incoming mail
	Demonstration and discussion on incoming mail

Learners to date stamp incoming mail

Learners to sort and distribute incoming mail

Learner to produce a review of what they have done identifying the procedures they have followed
	Demonstration/practice incoming mail

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Deal with a minimum of 15 letters and parcels, addressed to a minimum of four different individuals or departments

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Mail handling

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Deal with outgoing mail
	Demonstration and discussion on outgoing mail

Learners to research and produce a presentation on the different postal services available to them

Learners to research and draw up some guidelines on calculating postal charges

Demonstration outgoing mail office equipment eg franking machine, scales, envelope size, stapler, etc
	Demonstration/practice outgoing mail

Flip chart/whiteboard for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Deal with a minimum of 15 parcels and letters as part of the outgoing mail task

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Mail handling

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Deal with outgoing mail
	Learner to practice dealing with outgoing mail including calculating postage charges based on different size/weights

Learner to decide on the most appropriate postal service to use

Learner to frank and distribute outgoing mail
	More practice

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Deal with various parcels/packages using a variety of mail services

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Consolidation

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Consolidate learner
	Review of carrying out practical activities – learner to identify what went well and what didn’t go so well.

Learner to identify what additional practice they need in administrative processes before starting the model assignment

Learner to update review proforma
	Review proforma

Office equipment
	


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Reflection

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Reflect on performance 
	Learner to review their learning to date and produce a strengths and weaknesses analysis of their performance when carrying out a range of administrative processes

Learners to research training opportunities that will allow them to develop their weaknesses into strengths

How to review

How to write a specific review
	Review proforma

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Reflect on their own performance identifying their own strengths and weaknesses relating to tasks 1-6 of the model assignment

Identify ways of improving performance

Produce notes covering bullet points above for a discussion with line manager.

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	2 hours
	Topic
	Improving performance

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Different ways of improving performance 
	Learner to get feedback from others on how they have performed throughout the unit

Learner to provide constructive feedback to peer in supportive environment

Learner to identify areas for improvement based on their strengths/weaknesses analysis and feedback
	Review proforma

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Identify improvements to their own performance

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	10 hours
	Topic
	Consolidation

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Consolidate learning
	Review and practice of previous lessons to ensure learners are ready to complete model assignment
	OCR Model Assignment
	As part of the model assignment, learners are required to:

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 6 - Working in Administration

	Suggested teaching time
	12 hours
	Topic
	Model assignment

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Complete the model assignment 
	Complete the model assignment
	OCR/other model assignment
	


Evidence for this unit could be linked into:
· Unit 7 – Written business communication

· Unit 8 – Career planning in administration

· Unit 9 – Communicate with customers

© OCR 2011
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