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Instructions for candidates

This assessment applies to the assignment for Higher Administration and IT.

This assignment is worth 60 marks. The marks contribute 55% of the overall marks for the
course assessment.

It assesses the following skills, knowledge and understanding:

¢ using advanced functions in word-processing, spreadsheets and presentation software
to produce, process and manage information, and solve problems in unfamiliar contexts

electronic research skills to source complex information
effective communication skills, taking account of context, purpose and audience

Your teacher or lecturer will let you know if there are any specific conditions for doing this
assessment.

Your teacher or lecturer will provide you with an e-mail address.
In this assessment, you have to work through a series of tasks:

in the order presented
+ which assess the skills, knowledge and understanding listed above

¢ in asingle, 1 hour and 45 minute-block (excluding printing time) — all printing must be
completed on the same day as the assignment

You must carry out the assessment under a high degree of supervision and control,
although you can access the internet.

Make sure your name and Scottish Candidate Number are clearly identified on each
printout submitted.
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Assessment task

You work as an Administrative Assistant for Gadot Amateur Athletics Club.

The Club recently held its annual championship and is in the process of organising an
Awards Night to recognise and reward those athletes who successfully took part in this
competition. The Awards Night will take place on 2 October 2021.

Peter MacDonald, the Competitions Manager, has asked you to complete several tasks to
help prepare for the Awards Night, the away day and the running of the cafe.

The tasks are shown below. You could use this as a to-do list and tick off each task as you
complete it.

TO-DO LIST

Tasks «

P] All Task Items -
My Tasks A |4l
[] Complete presentation

[J] Finish away day information letter

] Expression of interest form

[] Calculate costs of running the awards night

[] E-mail guest to confirm attendance

[] Payments to cafe suppliers
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[ have started a presentation which will be
used to introduce Laura Muir, our guest for
the Club Championships Awards Night.
Complete the presentation using the
comments within the document.

Include the following as a note on the
Train like a pro slide:

Laura trains & days a week. She runs s0/60
miles per week and spends one day in the

Print a copy of all slides on one page,
landscape orientation — don’t include the
comments. Print the slide about training
as a notes page.
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Message Developer

E=El x
Reply Reply  Forward Delete  Move to Other Block  Markas Sort Mark as
to All Folder Actions Sender Spam Unread
Respond Actions Junk E-mail Options Search
From: O  Peter MacDonald - Competitions Manager
To: ©  Admin Assistant
C=
Subject:  Ardentinny Trip Sent: 09:45
Morning

| have been working on a letter to members for the end of season away
day. Could you complete the letter for me using the comments | have
added to the document and the following notes | have made?

e The letter needs a subject heading — END OF SEASON AWAY DAY —
4 SEPTEMBER 2021

The following club motto should be displayed in the footer on all
pages and centred:

Good is not good when better is expected

| would like the itinerary for the day to show Ardentinny 4 September
2021 in the header.

When | proofread the document, | noticed that | jump between using
athletes and members, | think athletes sounds best, could you replace
members with athletes?

Can you key-in the Ardentinny information at an appropriate point?
Indent this section to make it stand out from the rest of the information.
As always our budget is tight and we want to save paper so can you print
this double-sided?

Thanks

Peter
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Please create an
expression of interest
form for the trip to
Ardentinny. Include the
club name and logo. You

will find other relevant
information in the letter.

J
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Message Developer

a aa X B O X 2 @ E

Reply Reply Forward Delete  Move to Other Block  Mark as Sort Mark as
All Folder Actions Sender Spam Unread
From: O  Peter MacDonald - Competitions Manager
To: @  Admin Assistant
Cc
Subject:  Laura Muir Presentation Sent: 14:15
Hi

As you are aware, we have invited Laura Muir to be our guest at our
club awards night. Using the address provided, e-mail Laura to confirm
her attendance at the event. Can you also attach the presentation
prepared earlier and ask Laura if it is okay for this to be used to
introduce her on the night? The e-mail should be marked as urgent.
Print a copy for our records.

Thanks

Peter
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Create a pivot table that shows
the amount due to each supplier
for the cafe.

Display the details for April only
and show this amount as g
percentage of the overall total.

Insert a comment/note for
Bubba Inc: Investigate a possible
discount? Ensyre this is visible
on the printout.
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Administrative information
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Note: you are advised to check SQA’s website to ensure you are using the most up-to-date

version of this document.

Security and confidentiality

This document can be used by SQA approved centres for the assessment of National

Courses and not for any other purpose.

This document may only be downloaded from SQA’s designated secure website by

authorised personnel.
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