Unit J/506/1899: Principles of Providing Administrative Services
Level: 2
Credit Value: 4
Guided Learning Hours: 25
Unit Brief
Every business organisation needs efficient administrative support and the role of an administration assistant is a varied one. 
The administrative function varies according to the size of the organisation. In a large organisation an administrative assistant may be working as part of a large team, or as an assistant to an individual. In a smaller organisation the infrastructure is often not so clearly defined, and the administrative support may be one role sometimes combined with the role of another, e.g. receptionist. 
Whatever the size of the organisation, administration support will be required to carry out a range of tasks using different equipment, to use that equipment efficiently and to minimise the wastage of resources. 
As part of the support role, an administration assistant needs to know how to organise and administer different types of meetings, how to organise arrangements for travel, accommodation and the managing of diary systems plus the use of mail services. 
Customer service is an important part of the administrative role and, therefore, the administrator needs to have an understanding of good customer service within a business environment. 
In this unit you will learn how to develop your knowledge of a range of administrative support tasks. You will have an understanding of how to organise and administer different types of meetings. You will also need to understand how to organise travel and accommodation to meet the needs of the organisation. 
An important function of administrative support is the managing of diary systems, and you will know the features and purpose of different systems. An administrative assistant needs to know how to use a variety of office equipment effectively and how to keep waste to a minimum when using this equipment. 
The use of mail services is a regular task and you will need to know the different services that are available and the factors to take into account when selecting which to use. You will also need to understand the role good customer service has in a business environment.





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

	1. Understand the organisation and administration of meetings
	1.1 Describe the features of different types of meetings

	
	1.2 Outline the different ways of providing administrative support for meetings

	
	1.3 Explain the steps involved in organising meetings

	2. Understand the organisation of travel and accommodation
	2.1 Describe the features of different types of business travel and accommodation

	
	2.2 Explain the purpose of confirming instructions and requirements for business travel and accommodation

	
	2.3 Explain the purpose of keeping records of business travel and accommodation	

	3. Understand how to manage diary systems
	3.1 Describe the features of hard copy and electronic diary system

	
	3.2 Explain the purpose of using diary systems to plan and co-ordinate activities and resources

	
	3.3 Describe the types of information needed to manage a diary system

	
	3.4 Explain the importance of obtaining correct information when making diary entries

	4. Understand how to use office equipment
	4.1 Describe different types of office equipment

	
	4.2 Explain the uses of different types of office equipment

	
	4.3 Describe factors to be considered when selecting office equipment to complete tasks

	
	4.4 Describe how to keep waste to a minimum when using office equipment

	5. Understand the use of mail services in a business context
	5.1 Describe the types of mail services used in business organisations

	
	5.2 Explain the need for different types of mail services

	
	5.3 Explain the factors to be considered when selecting mail services

	
	5.4 Explain the factors to be taken into account when choosing postage methods

	6. Understand customer service in a business environment
	6.1 Describe different types of customers

	
	6.2 Describe the impact of their own behaviour on a customer

	
	6.3 Explain the impact of poor customer service
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