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Instructions to Candidates

1. This project is part of your assessment for Administration.

The solution to the project must be your own work.  You are allowed to look at books

and at work you have done before.  You may ask your teacher questions, however your

teacher is not permitted to help you with the project, but may provide you with

clarification. 

2. You must not take any of the project work or material out of school.  Before you begin

work on your project, please check that the project is at the level—Foundation, General

or Credit—that you wish to undertake.

3. You should complete the tasks in the order presented in the paper.

4. The project should take approximately 15 hours.

5. Your name, school and task number must be entered on each item submitted.

6. Follow all instructions regarding the tasks carefully (eg with regard to stapling sheets

together).  Place all items for marking inside form Ex5 (External Assessment Flyleaf)

in order of task number.

Declaration

Prior to submitting your project to SQA for marking, you will be asked to sign a

Declaration that the Project is your own work.

You are advised that if it is established that the work of another candidate, whether in part

or in whole, has been submitted as your own, SQA may cancel an award in this subject or

in all your subjects. 
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GoSport plc is a company which sells sportswear.

You work as an assistant in the Administrative Support Department of

Head Office and have been given several tasks to complete.

GoSport plc
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At the moment the company headed paper includes the following information.

The headed paper needs to be improved and the e-mail and web addresses should be

included.

Display the above effectively using a variety of fonts, styles and include one graphic.

The following should be centred on a single line as a footer.

• Complete the task.

• Save the file as HEADowninitials.

• Print one copy of HEADowninitials.

9 marks

Task 1
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Task 2

The management of GoSport are considering introducing a flexible working arrangement

for all employees in head office.

The Human Resources Manager, Phyllis Cameron, has asked you to key in a first draft of

the following information.
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Task 2 (continued)
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Task 2 (continued)

• Complete the task.

• Ensure the document fits on one page.

• Save the file as FLEXIowninitials.

• Print one copy of FLEXIowninitials.

17 marks
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Task 3

The Training and Development Manager, Jack Healey, is organising training for staff in the

4 branches of the company.  The training courses are:

• MANAGING A TEAM

• CUSTOMER CARE 

• EPOS

• HEALTH AND SAFETY

He has asked you to prepare a database of employees’ training needs.

Jack has been in touch with all the branch managers and, to date, only some have sent the

information you require.

Peter Rosol, the Manager of the Perth Branch, has sent in the following details.

Name Date
Started

Job Title Managing 
a Team

Health 
and 
Safety

Customer
Care

EPOS Contract

Ms Freya Thom 12.10.08 Assistant Manager ✓ – – ✓ Full-time

Steven Beattie 17.09.08 Sales Assistant – ✓ ✓ – Part-time

Peter Rosol 17.09.08 Manager ✓ – – ✓ Full-time

Mrs Ann Black 16.10.08 Sales Assistant – ✓ ✓ – Part-time

MEMO

FROM: Colin Wiggins, Manager, Aberdeen

TO: Jack Healey

DATE: 1 October 2009

SUBJECT: TRAINING REQUIREMENTS

Jamie Morrison is the Assistant Manager.  He started work in the branch on 11

January 2009 and requires training in all areas except Customer Care.  He is on

a full-time contract.

Mr Karim Khalid and Ms Sam Smythe are sales assistants, employed on a part-

time contract since 8 February 2009.  They both require Health and Safety and

Customer Care training.

Regards

Colin

PS  I have been employed on a full-time contract since 13 April 2009 and require

both EPOS training and Managing a Team training.
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Task 3 (continued)

• Complete the task.

• Save the database as TRAINowninitials.

• Sort the database in alphabetical order of branch and contract.

• Print one copy (landscape) of the database in list format.

Below is the information received from the Edinburgh branch.  The following

employees (except Marianne) all started working for the company on 8 June 2008.

They all have full-time contracts apart from Marianne who is temporary.

Mr Alex Knox is Assistant Manager.

Peter Benchley is Manager.

Miss Christine Blakely is a sales assistant.  She requires training in Customer Care.

Miss Marianne Graham was appointed as a sales assistant on 20 July 2008.  She

requires Health and Safety and Customer Care training.

The following contact telephone numbers should be included in the database.

18 marks

They both require EPOS and 

Managing a Team training.  Alex also

requires training in Customer Care.
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Task 4

The Finance Manager has asked you to prepare a spreadsheet of projected income from

sales.  The spreadsheet will show the effect on income of a reduction in prices and is based

on sales of selected stock.

Open the spreadsheet saved as PROINC.  The shop managers have provided the following

sales information required to complete the spreadsheet.

Jasper
Junior

Jasper
Ladies

Jasper
Men

Felix
Junior

Felix
Ladies

Felix
Men

Bolt
11–2·5

Bolt
3–4·5

Bolt
5–12

RUNNING VESTS RUNNING SHORTS TRAINERS

BRANCH

Aberdeen

Edinburgh

Inverness

Perth

Retail Price

• Complete the task.

• Save the spreadsheet as PROINCowninitials.

• Print one copy of PROINCowninitials in landscape showing formulae

(showing gridlines and row and column headings).

• Print one copy of PROINCowninitials showing figures (excluding gridlines,

row and column headings).

26 marks
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Task 5

TELEPHONE MESSAGE

TO: Admin Assistant

FROM: Jack Healey

Just heard from Peter Rosol that

Ann has left the Perth branch.

Thanks

Jack

The following messages have just arrived on your desk.  Update the database.

MMEEMMOORRAANNDDUUMM

TToo:: Jack Healey

FFrroomm:: Emily Lalova

DDaattee:: 28 September 2009

SSuubbjjeecctt:: Training Requirements

I started working for the company on 14 September 2009 as Manager of the Inverness

branch.  I am on a full-time contract and require training in Managing a Team and

EPOS.

Mrs Jo Campbell and Mr Saroosh Singhevar started work as sales assistants on 

7 January 2009.  They have a Job Share contract and both require Health and Safety

training and Customer Care training.

Contact numbers are as follows – Saroosh 07832631922 and Jo 07987369246 and mine

is 07986243179.  I look forward to meeting you at the first training meeting.

• Complete the task.

• Save the database as TRAIN2owninitials.

• Print one copy in list format of the amended database in alphabetical order of

branch and date started (earliest first).

10 marks

Peter Benchley

Name change

Marianne Graham was recently married and
now wishes to be known as Mrs Marianne
Mitchell.

Jack Healey
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Task 6

The Human Resources Manager wants the following added as a second page to the

document you saved earlier as FLEXIownititials.



Task 6 (continued)
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• Complete the task.

• Save the document as FLEXI2owninitials.

• Print out one copy of the document.

• Staple the 2 sheets together.

20 marks
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• Recall the database TRAIN2owninitials.

• Print the search results in alphabetical order of surname excluding all

training fields.

5 marks

Task 7A

Employees must be informed of training details.

Search the database for those staff members who require training in both Health and Safety

and Customer Care.
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• Complete the task.

• Save the master memo as TDATESowninitials.

• Print one copy of TDATESowninitials showing the merge fields.

• Print a copy of one merged memo.

12 marks

Task 7B

Using mail merge, prepare a memo to be sent by Jack Healey to each employee who

requires both Health and Safety and Customer Care training.

The following memo has been drafted for you.  Use today’s date and a subject heading

Training.



The Admin Manager has asked you to prepare a double-sided flyer advertising an

“Activities Afternoon” for staff.

One side of the flyer should show the following information and be attractively displayed on

one sheet of A4 paper – landscape – using the full width of the page.  Make use of

different fonts and styles to enhance the document.

The reverse side of the flyer should contain details of the 4 activities on offer with a graphic

to illustrate each of the activities – details on the following page.  The activities should be

displayed – 2 on the left-hand side and 2 on the right-hand side of the paper (as shown on

page 18).

16

Task 8
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Task 8 (continued)
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• Complete the task.

• Save the task as ACTIVITIESowninitials.

• Print one copy of the leaflet.

23 marks

Task 8 (continued)
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• Complete the task.

• Print one copy of the e-mail.

• Print evidence to confirm that the e-mail with attachment has been sent.

7 marks

Task 9

The Admin Manager is out of the office for 2 days at a Conference but wants to see the flyer

you have keyed in about the Activities Afternoon.

E-mail the document to her as an attachment – you should have a note of her e-mail

address.  Let her know you will be on holiday on Monday 12 April for one week.  Ask her to

let you know before then if she would like any changes to be made to the flyer.



It has been decided to add some more items to the spreadsheet you prepared earlier.

Recall the spreadsheet PROINCowninitials and include the following items.  These should

appear between the “RUNNING SHORTS” and “TRAINERS” sections.

SSUUNNDDRRIIEESS

Bottle and Carrier £7·99

Sweatbands with Pocket £3·29

Shoe Wallet £2·99

Hydro-Pack £14·99

Skull Cap £4·99

Heart Monitor £54·99

The Inverness and Perth branches are withdrawing from the sale.  Remove

their details.

The sales figures are as follows.

The discount rate of the original items should be changed to 20%.

20

• Complete the task.

• Save the spreadsheet as PROINC2owninitials.

• Print one copy of PROINC2owninitials in landscape showing formulae

(showing gridlines and row and column headings).

• Print one copy of PROINC2owninitials showing figures (excluding

gridlines, row and column headings).

15 marks

Task 10

Sundries are subject to a discount

of 18%.  This should be shown as

an absolute reference.

Bottle 

and

Carrier

Sweatbands

with Pocket

Shoe

Wallet

Hydro-

Pack

Heart

Monitor

Skull 

Cap

Aberdeen

Edinburgh
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Task 11

The Sales Manager, Claire Thomas, has asked you to make arrangements for her to visit the

Perth and Inverness branches next Monday and Tuesday.  She wishes to travel by train.

Claire has a half-hour meeting in Head Office on Monday at 9 am with the Finance

Manager to discuss new pricing and she must stay at Head Office for a conference call

booked for 9.45 am with the Aberdeen and Edinburgh Branch Managers.  She is getting a

lift to Perth and will arrive at the Perth branch at 12 o’clock.  She wants you to use the

Internet to research the other travel arrangements for use in an Itinerary.

Claire would like to spend around 2 hours in the Perth branch and then travel to Inverness.

She wants to stay in a 3-star hotel (with leisure facilities).  Include a dinner reservation for

Claire and Emily (the Branch Manager) for 8.30 pm at the hotel.

Inverness is the newest of the branches and Claire wants a general look around the shop as

well as having a brief meeting with the 2 sales assistants.  Emily has arranged for them both

to be available – one at 9.30 am and one at 9.45 am – you will find their names in the

database.  She will then be assisting Emily to interview candidates for the post of Assistant

Manager.  The interviews will start at 11 am and be over by 1 pm (Emily has all the

necessary info).  Claire would like to get the next available train back to Edinburgh.

Don’t worry about taxis to and from the railway stations – Claire will organise these herself.

Do not book anything.

• Complete the task.

• Prepare an Itinerary for Claire which should include details of all

appointments.

• Save the document as ITINowninitials.

• Print a copy of the travel times clearly indicating times selected.

• Print a copy of the accommodation clearly indicating hotel selected.

• Print one copy of ITINowninitials and attach internet printouts.

23 marks
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• Complete the task.

• Print a copy of the diary in week format.

8 marks

Task 12

During the week beginning Monday 5 April the Marketing Manager is to be involved at

various meetings etc regarding a new advertising campaign the company is launching.

He has asked you to provide admin support at all these appointments/interviews etc.

Update your electronic diary with all the following information he has given you.

MMoonnddaayy  55  AApprriill

9 – 9.30 am Meeting with HR Manager, Head Office

12 – 2 pm Lunch with advertising agency staff, Central Hotel, Edinburgh

3.45 pm Conference call – Bingham Marketing Consultants

WWeeddnneessddaayy,,  TThhuurrssddaayy  aanndd  FFrriiddaayy,,  77--99  AApprriill

Meeting with team to work on the new advertising campaign – 3-5 pm.
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• Complete the task.

• Save the file as HEADLETowninitials.

• Print one copy of HEADLETowninitials.

7 marks

Task 13

Kirsty Duncan, the Admin Manager, has asked you to prepare a letter, for her signature, to

be sent to Alan Spence, the Manager of Kartaway.  The address is Harbour Way,

Edinburgh, EH8 2JR.

Recall the file HEADowninitials to prepare the letter.

Alan would like to know how many will be attending the Kartaway activity so that he can

supply sufficient protective equipment on the day.  You are now able to confirm that 8 of

our employees have selected the activity.  Please also confirm the date and time.

[END OF PROJECT]



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.3
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends false
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams true
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments false
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage false
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile (Color Management Off)
  /AlwaysEmbed [ true
    /3Of9Barcode
    /Goudy
    /Goudy-Bold
    /Goudy-BoldItalic
    /Goudy-Italic
    /Helvetica
    /Helvetica-Bold
    /Helvetica-BoldOblique
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [595.276 841.890]
>> setpagedevice


