UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS

Cambridge International Diploma Foundation Level

MARK SCHEME for the 2004 question paper

CAMBRIDGE INTERNATIONAL DIPLOMA IN OFFICE
ADMINISTRATION

5222 Communication and Task Management, maximum mark 100

This mark scheme is published as an aid to teachers and students, to indicate the requirements of the
examination. It shows the basis on which Examiners were initially instructed to award marks. They do
not indicate the details of the discussions that took place at an Examiners’ meeting before marking
began. Any substantial changes to the mark scheme that arose from these discussions will be
recorded in the published Report on the Examination.

All Examiners are instructed that alternative correct answers and unexpected approaches in
candidates’ scripts must be given marks that fairly reflect the relevant knowledge and skills
demonstrated.

Mark schemes must be read in conjunction with the question papers and the Report on the
Examination.

. CIE will not enter into discussion or correspondence in connection with these mark schemes.

|E:E :1 UNIVERSITY of CAMBRIDGE
W I t-.rn.m-mnl Examinations

WWW.X{remepapers.ne



www.xtremepapers.net

2004

CAMBRIDGE INTERNATIONAL DIPLOMA

Foundation Level

MARK SCHEME

MAXIMUM MARK: 100

PAPER: 5222/A

Office Administration (Communication and Task Management)

r: | LMNIVERSITY of CAMBRIDGE
W I '[LIIH mnl Examinations

WWWX epapers.ne



www.xtremepapers.net

Page 1 Mark Scheme Paper
CAMBRIDGE INTERNATIONAL DIPLOMA — 2004 5222/A

MARKING

TASK 1 (30 marks)

o Why is non-verbal communication important? (3.2 - 5 marks)
it affects how the message is received ... 5
it affects the understanding of the message ... 5

e Give five ways you would use body language to show that you are friendly and

approachable. (3.2 - 25 marks)
L= RO PPPPT 5
arms anNd NANAS .....oooiii e e 5
feet, 189S and DOAIES ... nnnrnnne 5
5] 1117 5
RANASNAKE ... e 5
20 1= (1 > SRR 5
(o [=T0 0 =T=T o T 10| TP ET PP PPPTPPP 5
= To] o =T=T = o Lo ST 5

TASK 2 (20 marks)

e Give four examples of how you could support a colleague who is having difficulty

meeting deadlines. (4.2 - 20 marks)
indicate support where appropriate ... 5
FESPECE MBI VIBWS i e e e e e e e e e e e ettt e e e e e e eeeeerenaaeeaaea 5
ask appropriate QUESTIONS ........ooiiiiiiiieeeeeeeeeeeeeeee e 5
ONE t0 ONE ASSISTANCE ......eiiiiiiiiiii i e e e 5
PIIORIISING oo 5
LU= 111 Lo T PP 5
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TASK 3 (20 marks)

e Give four reasons why you may find it hard to listen to a colleague's problems.
(4.2 - 20 marks)

BECAUSE

there was a lot of noise 5
there were many distractions 5
you do not particularly like your colleague 5
you don't like the subject 5
you found the situation stressful 5
you were concentrating on what to say next, to comfort her 5

TASK 4 (30 marks)

o List six things you would expect to find in a business letter. (3.3 - 30 marks)
letterheaded PAPEL .....cooevieii e a 5
NAME AN AAAIESS ..ot e et e e e e e e e e e e e e e 5
(o =TT | =1 (e o USRS 5
SAIUTATION .o e e e e 5
(=1 0= o7 = ST OPPPPPTTPPP 5
(o F= = PO P TP TPPO 5
10| o] [=Te B g T= = o [ T R PP TPP SO PPRPPPP 5
1] (oo [T 1 o PRSP 5
oToTe | Vo] 1= 1 L= SOt 5
enclosure if apPliCADIE ..........ooviiiiiiiii 5
LoTo] a ] o] 0 1= o) €= A o1 U 1= = XS 5
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TASK 1 (15 marks)

Describe two benefits of reviewing the progress of your work with your line manager.
(1.3 - 10 marks)

helps With Planning iSSUES ......cooi i e e s 5
regular feedback on your performance means you can improve your work ................... 5
checking that requirements haven't changed helps you complete the task ......................... 5
Give one reason why companies have regular team meetings. (1.3 - 5 marks)

ShAre IdEAS .o 5
motivate staff — CommON goalS ... 5
IMProve COMMUNICAtION ... 5

TASK 2 (30 marks)

Give four rules you should follow when answering the telephone at work.

(4.3 - 20 marks)

P2 1 1YY= o [ 1o 4 /P 5
ety YOUSEIf ... s 5
if transferring caller give explanation of who theyare ... 5
do not continue a conversation after picking up the phone ..........cccccii 5
S o L=T= 1 Qe == o 5
List five pieces of information you would need when taking a telephone message for

your line manager. (4.3 - 10 marks)
telephone NUMDBDET Of CAIIEE ..........uiiieiiiiiiie et e e e e e e e e e e e e e e eeeeeeeeeeeees 2
(0 = | (= 2
L1 1= U 2
NAME OF CAIIEE ..oeee e e et e e e e e et e e e e e e e e e e eetb b eeeseaa 2
(o7 ] 101 071 0 1Y R 2
ACLION FEAUINEA ... et e e et e e e e e e e e e e et e e e e e e ans 2
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TASK 3 (24 marks)

e Give three advantages of using e-mail.

quick

can p

rint out for a record

low cost

easy to copy in other people

can store electronically, saving office space

e Give two other forms of written communication you might use at work.

(3.2, 3.3 - 18 marks)

memo

report

fax

TASK 4 (31 marks)

e You have been asked to prepare an agenda.

title ‘Agenda’

apolo

time (1330)

venue (Room 1)

GIES fOF ADSENCE ..ottt
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(3.2 - 6 marks)

3

3

3

(2.1 - 31 marks)
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