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Principles of administration (Activity 5)


[image: S:\Internal Operations\marketing\LOGO & BRAND\Gateway Qualifications Logo\Logos for internal use\page header with line.png]		
Unit Y/506/1941: Principles of Administration
Activity 5 – Supervise an Administration Team (AC 5.1, 5.2, 5.3, 5.4)
Your role will require you to supervise an administration team, which includes setting targets and monitoring performance. Complete the activities below related to supervising a team.


1. Explain how you would use targets and budgets to manage workloads.
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

2. How do you allocate work to individual team members?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..........

3. What techniques can you use to identify the need for improvement in team outputs and standards?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………











4. Complete the table below with information about different quality management techniques and how they are used to manage performance.

	Quality management technique
	How this is used

	
	



	
	



	
	



	
	










	© Copyright 2016 Gateway Qualifications. Permission granted to reproduce for use with cohorts registered with Gateway Qualifications only. Commercial copying, hiring, lending is prohibited.
Page 2 of 2
image1.png
gateway

qualifications





image2.jpeg
gateway

qualifications





