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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 58% of the overall marks for the
course assessment.

It assesses the following skills, knowledge and understanding:

¢ using advanced functions in word processing, spreadsheets, databases and presentation
software to produce, process and manage information, and solve problems in
unfamiliar contexts

electronic research skills to source complex information
effective communication skills, taking account of context, purpose and audience

Your teacher or lecturer will let you know if there are any specific conditions for doing this
assessment.

In this assessment, you have to work through a series of tasks:

in the order presented
which assess the skills, knowledge and understanding listed above

in one 2-hour block (excluding printing time) — all printing must be completed on the
same day as the assignment

You must carry out the assessment under a high degree of supervision and control,
although you can access the Internet.

Make sure your name and Scottish Candidate Number are clearly identified on each
printout submitted.
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Assessment task

Taste the Best Food Festival is a new event being organised for Scottish producers to
showcase their food and drinks, and will be held during the last weekend in August.

You work as an Administrative Assistant for Lucy Wallis, Events Planning Manager. You
need to carry out a number of tasks to prepare for the Food Festival.

Lucy has produced the following to-do list. You can tick off the tasks as you complete
them.

TO-DO LIST

Set up meeting in diary

Letter to exhibitors with site map and complimentary ticket form

Identify suitable plots for enquiry

Plots per area and potential area income

Staffing costs

Exhibitor refunds

Sponsorship and summary

Ticket sales pivot table

OOOOOOOOO%

Staff briefing presentation
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atll 11:35

{Chats  Group Chat

Lucy

Hey, can we get a date in the diary for a
final catch up before the festival? It has to
be some time in the first 2 weeks of August,
but let’s keep it to a week day. | am free
every day apart from the 2 Mondays. | think
we better allow the whole day. We can just
use our boardroom.

Abbie
I’m still on holiday the first week of August
but I’'m free the second week. If possible,

| canwe keep away from the Friday though?

Daniel

I’d like to keep the 12th and 13th free to
catch up with some of the exhibitors if
that’s possible, but otherwise | am free.

' Lucy
Great, make sure that’s in the diary and
/ print a weekly view for me.
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From: O Lucy Wallis
To: @ Admin Assistant
Cc
Subject:  Letter for exhibitors Sent: 09:37

Please complete the letter to exhibitors and action the
comments in the file.

Please also design a ticket which will be used as complimentary
entry for a friend or family member of the exhibitor. This will
be enclosed with the letter.

Here are the requirements of the complimentary entry ticket:

* Should be in portrait format and make full use of the page.
* Border the ticket.
* Text that needs to be included would be:

- ‘Taste the Best Food Festival Complimentary Friend or
Family Ticket’.

- The user should tick a box to indicate if they are using the
ticket on the Saturday or the Sunday.

- Add a sentence that suggests the user should provide their
e-mail address to be updated about future events and then
provide a line or box for the e-mail address to be added.

* Please add the QR code provided to the top right of the
ticket so that it can be scanned on entry to the site.

Thanks
Lucy

O \

Please add the following after the last paragraph in the letter:

Please find enclosed the site plan, including emergency exits

and key amenities. |
We would ask that a representative of your business attends an |
emergency procedures briefing at 9am — this is compulsory. |

In addition you will find enclosed a ticket that can be
completed by a friend or family member for complimentary |
entry to the event.

/ |
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==

== Western Isles Cheese Company have been in
—= contact to find out if there are any suitable
== plots available at our food festival, as they

== would like to exhibit their produce. They require
a site which is under cover and they have said
their maximum budget is £400. They don’t have
their own on site refrigeration so would need
access to ours. In addition, they would like a site
with an extra-wide display, as they have a wide
range of products.

Print me a list of available plots, with the area
they are located within, the cost of the plot and
the amenities included.

Luey
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| am meeting with the
rest of the management
team tomorrow.

For each area of the site
could you let me know
the number of plots and
potential income?

Thanks
Lucy
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From: O Lucy Wallis
To: © Admin Assistant
Cc

Subject:  Staffing costs Sent: 09:52

All staff are employed by an agency, which charges the staff an
8% fee on all earnings. Calculate their take home pay. Sort by
Grade and Employee ID in descending order.

Please print me copies of this spreadsheet in value view and in
formula view — ensuring each is printed on one side of A4 and is
formatted appropriately.

Thanks
Lucy
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Hi

The company who are supplying facilities for the
Festival have been in contact to say that they are
unable to provide the full range of facilities that
we originally asked for. This will affect only those
exhibitors who are in the marquee or outdoors. As
a goodwill gesture it has been decided to offer a
vefund to those exhibitors who have already
booked and paid. This refund will be 157% of the
plot cost.

Prepare a report showing area, the company
name and refund. Group by area and sort by
company name. Show the total amount to be
refunded for each area and the overall total.

Add a suitable heading and our logo in the report
header.

Thanks
L
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From: O Lucy Wallis
To: © Admin Assistant
Cc:
Subject:  Sponsorship Sent: 11:42
Management are keen to maximise income from sponsorship, :

by selling advertising space in our brochure. Could you please
complete the sponsorship details spreadsheet and summary?

Please provide me with copies of these spreadsheets in value

view and formula view — ensuring each is printed on one side of
A4 and is formatted appropriately.

Thanks
Lucy

o
_édvert Price

Quarter I £50.00

Half { £80.00 i

Full | £10000

L
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Can you create a
pivot table to summarise
ticket sales for January?

Show the value of ticket
sales for each transaction
type and the percentage
these are of the total
sales.
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—= | have started preparing a presentation that can
=4 be used at the staff briefing in July. Can you
== please complete the presentation for me?

=4

== When complete please print as handouts, 3 per
== page with note-taking space, so that the staff can
== add their own notes during the briefing.

Thanks
Lucy

10
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Administrative information

Published: February 2020 (version 1.0)
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Version | Description of change
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Security and confidentiality
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Courses and not for any other purpose.
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