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Instructions for candidates

This assessment applies to the assignment for Higher Administration and IT.

This assignment is worth 70 marks. The marks contribute 70% of the overall

marks for the Course assessment. The Course will be graded A-D.

It assesses the following skills, knowledge and understanding:

¢ use of complex IT functions in word processing, spreadsheets, databases,
desktop publishing, and presentation software to produce, process and
manage information and solve problems in unfamiliar contexts

¢ skills in electronic research to source complex information

+ skills in effective communication, taking account of its context, purpose
and audience

¢ skills in administration relevant to planning and organising in order to
complete the assighment

¢ skills in problem-solving

In this assessment, you will:

¢ work through a series of tasks which will test the skills, knowledge and
understanding listed above

¢ complete the tasks in the order presented

¢ be allowed two hours to complete the assignment

The assessment will be carried out under controlled conditions.

Make sure your name is clearly identified on each printout submitted.
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Assighment Task

You work as an Administrative Assistant for Sean Burns, who is the Managing
Director of Twelvetrees. Twelvetrees currently operate two holiday parks in
Oban and Fort William which specialise in glamping. Customers have a range of
choices in terms of accommodation and facilities at the parks. Some of the
accommodation is privately owned and rented out by Twelvetrees on behalf of
the owners.

The company is also in the process of opening a third park in Gairloch and this
will be one of the main points to be discussed at the company’s Annual General
Meeting which is to be held in May 2017.

Your task is to complete some administrative tasks in preparation for the
forthcoming AGM.

The tasks are listed below. You could use this as a to-do list and tick off each
task as you complete it.
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Click here to add a new Task
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' ;’d [0 Request from customer to book accommodation
{ < [0 Text from Sean requesting wages information for AGM
; < [0 Customer request for accommodation
}_2] [0 Calculation of Owners' fees
r & [ Calculation of credit payments and overall sales
[2] [0 Presentation for AGM
{ < [0 Select date for AGM
i & [0 Creation of AGM report
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TWELVETREES

BOOKING FORM
PERSONAL DETAILS

TITLE |Mry FIRST NAME | Chelseav LAST NAME | Sutherland
STREET | 15 Canald Road, TOWN | Falkivk

EgSD'E FK3 7GF MOBILE NUMBER 07398272721

EMAIL | chelseasutherlond@ayecloud.com Eﬁggwf No*

HOLIDAY DETAILS

ACCOMMODATION NAME Doc
ARRIVAL DATE 28/7/17 | DEPARTURE DATE | 31/7/17 E?r Hg': 3
FOR OFFICE USE *C ID S300
ONLY ustomer
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Message from Sean Burns

The board want to analyse ‘
expenditure on wages for each
quarter - for comparison
purposes these have to be
shown as percentages. Also

show the grand total based on
total wages for each park.

Print a pivot table showing the
percentage wage bill for Oban
and Fort William, clearly
showing each quarter.
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Mrs Mason and her partner would like to book accommo-
dation for 5 nights this summer. She has a budget of £500
in total. They will be accompanied by their 3 children who
will make extensive use of the site’s leisure facilities and hence
the Mason’s would like this to be included with the accommo-
dation. The family enjoy cooking outdoors and so require the
use of a barbecue.

Print a copy of the accommaodation available to Mrs Mason.
Include the name of the accommodation, the number of
people the accommaodation sleeps, price per night, facilities
and the type.
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Some of the accommodation on our site is privately owned.
Twelvetrees takes bookings on behalf of these owners and
charges a 10% fee per booking. Calculate the value of each
booking made and the amount private owners receive from
Twelvetrees after fees have been deducted.

Show this information in a report grouped by owner and
sort by accommodation name. The total amount due to each
owner and the overall amount due should be labelled
appropriately. The report should have a relevant title that
reflects the content and include the company logo at the top
right hand side.
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| have been working on the figures for the sales of the new
development for the AGM. | require you to complete the
worksheets using the following information:

. Calculate the number and value of each type of
accommodation. Print this worksheet in both value
and formulae view.

. All customers are required to pay a 10% deposit at
the time of purchase.

. Customers were given a number of Payment Options
to help to spread the cost of their purchase. Interest
will be charged on the Payment Options as follows:

[ Option 3 (Pay over 10 years) — 20%
0 Option 2. (Pay over S years) — 10%
0 Option 1 (Pay over 2 years) — 5%

Print a copy of the worksheet, on one page omitting the
Accommodation Type and Sleeps columns. | will require
value and formulae view.
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Please find attached a presentation about our new holiday park called
Strathbay near Gairloch. The presentation will be shown at our AGM but
requires some changes to be made first. Please update the presentation using
the information below as well as the comments in the file. These comments
should be deleted once actioned.
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» Add the following notes to the slides:

o On the Sales slide add: 30% of our plots/units are to be sold to the public for private use
‘ and/or private rental,

o On the Site Development slide insert: Sife preparation was completed on 11/11/16,
All services were installed by 21/2/17. Units and amenities due for completion by March 2017,

« Swap the position of the Sales slide and the Faalities slide
+ In the footer: Pl

o Insert slide numbers and company name on all but the first slide

«E

Print:
e acopy of the full presentation showing the notes
e afull page copy of the Location slide
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Admin Assistant

""imu, I need to confirm the

i ir AGM which fs to
in my Can you hmc m
Sean Burns, Managing Director mm

| can't do Thursday of that
week.

Tom Ripley, Finance Director

I'm attending a Sales
Conference in Birmingham
and will not return until the

evening of 2Z:May Admin Assistant

James King, HR Director

My diary is ciear from Monday
to Wednesday for that week

Anna Wood, Entertainments Director

| have an appointment on 24
May but otherwise | am free

Use the information from the group chat to enter the date and time into an
ediary. Print in weekly view.
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The 2017 AGM is coming up so | have created a folder in which | have placed the front
cover from last year's report along with files sent from other directors. | have numbered
the files in the order in which they should be inserted. Could you create a report using
these files and action all comments? Create a Table of Contents. Insert a footer, on odd
pages "AGM 2017" and on even pages "Making Memories".

Add this information in as a final paragraph:

Self-catering Silver Award

We are delighted to announce that our Fort William site has been awarded
the Self-catering Silver Award. The inspection highlighted our exceptional
customer service, excellent park facilities and attractive surroundings. Well
done to all our staff who worked extremely hard to achieve this fantastic
award. Let's now work towards the Gold Award.

Print the completed document as an A5 booklet.
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