Unit Y/506/1941: Principles of Administration
Level: 3
Credit Value: 6
Guided Learning Hours: 27
Unit Brief
In their day-to-day job, an administrator will have responsibilities for a number of important processes such as managing office facilities, supervising the work of an administrative team, ensuring the maintenance of health and safety, and chairing or taking minutes of meetings. Each of these responsibilities is underpinned with a number of important administrative principles that are crucial not just to the content of this unit, but also to a number of other units in the Business Administration qualification.
In this unit you will learn about the administrative support services, for example dealing with correspondence, making and receiving telephone calls, monitoring the use of office resources, working in a team and supporting colleagues. 
You will explore the key legal requirements affecting the work of an office facility. You will investigate procedures for managing office resources, procedures and workflows. You will explore the health and safety requirements that an office facility must meet, including the legal obligations, procedures and staff responsibilities. 
You will gain an understanding of business meetings, including the process, purpose, implications and importance of taking meeting minutes, and the requirements, responsibilities and techniques for chairing meetings. You will explore how techniques and targets can be used by administrative team supervisors to help manage both team and individual performance. 
Finally, you will consider what information, resources and planning processes are needed in order to organise a business event.








This session is designed to cover the following learning aims:
	You will:
	You can:

	1. Understand how to manage an office facility
	1.1 Explain the legal requirements relating to the management of office facilities

	
	1.2 Describe the typical services provided by an office facility

	
	1.3 Explain how to establish office management procedures

	
	1.4 Explain how to manage office resources

	
	1.5 Explain techniques to monitor and manage work flows

	
	1.6 Explain typical support and welfare facilities for office workers

	2. Understand health and safety in a business environment
	2.1 Explain the legal obligations of the employer for health and safety in the workplace

	
	2.2 Explain an individual’s responsibilities for health and safety in the workplace

	
	2.3 Describe accident and emergency procedures	

	3. Understand how to take minutes of meetings
	3.1 Explain the purpose of meeting minutes

	
	3.2 Explain the legal implications of meeting minutes

	
	3.3 Explain the importance of accuracy in minute taking

	
	3.4 Describe what should and should not be included in different types of meeting minutes

	
	3.5 Describe how to take notes during meetings

	4. Understand how to chair, lead and manage meetings
	4.1 Explain the features and purpose of different types of formal and informal meetings

	
	4.2 Explain the role and responsibilities of the chair

	
	4.3 Explain the role of others in a meeting

	
	4.4 Explain techniques to facilitate a meeting

	
	4.5 Explain the information requirements of a meeting before, during and after a meeting

	5. Understand how to supervise an administration team
	5.1 Explain the use of targets and budgets to manage workloads

	
	5.2 Explain how to allocate work to individual team members

	
	5.3 Explain different quality management techniques to manage the performance of an administrative team

	
	5.4 Explain the techniques used to identify the need for improvements in team outputs and standards

	6. Understand how to organise event
	6.1 Explain the characteristics, requirements and purposes of different types of events

	
	6.2 Explain the types of information and information sources needed to organise an event

	
	6.3 Explain how to plan an event

	
	6.4 Explain how to identify the right resources from an event plan

	
	6.5 Describe the likely types of information needed by delegates before, during and after an event
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	1.1
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