N4 & N5 Admin and IT
Admin Practices Unit 1.1 – The Admin Assistant


Homework Task
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CALM
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DO YOUR
HOMEWORK



The following questions should be: 
· Answered fully 

· Word processed

· Displayed effectively – eg font, size, appropriate footer
· Either – Printed out at home or emailed to the class teacher:

Mrs King – ddsking73@glow.sch.uk
Mrs Fyffe – ddeffye541@glow.sch.uk
Miss Lowden – ddslowden661@glow.sch.uk
Q1
a)
Identify 4 duties an Admin Assistant would be expected to perform.




(4 marks)


b)
Describe each of the duties you have identified above. (Try to detail each duty in more depth, giving examples).


(4 marks)
Q2
a)
Outline the purpose of a Personal Specification. 



(2 marks)

b)
Identify 2 areas that would be covered in a Personal Specification. 



(2 marks)
Q3
An Admin Assistant position has become available at Chocolate Delights Ltd and your Line Manager has asked you to prepare a suitable Job Description for the post. The salary is £15,000, the Admin Assistant will be reporting to Ms Walker who is the Admin Manager, the holiday entitlement is 25 days per year and there are many benefits to the job including a staff discount card. 


Prepare a Job Description for your Line Manager to include a general outline of the post, specific duties, the information above and any other information you think should be included in the job description.

This information should be displayed effectively using a table in Microsoft Word.


(8 marks)
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