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                  confident people, better lives, good business..
Designed for:
Business and Finance, Office work, Administration, lots of different titles, usually meaning the same thing. We use the term Business Administration. Work usually involves answering queries from customers and clients, word processing, filing, preparing reports, storing and updating information and administration of systems. Over the last decade or so there has been a shift from general clerical tasks towards a need for office management and personal assistant skills, with IT skills in particular being vital.
Potential Job Occupations

Junior / Office Assistant, Receptionist / Administrator , Contact Centre Operator
Qualification Summary Structure

Mandatory Units (Candidate must complete 2 mandatory units)
· Carry out your responsibilities at work
· Working within your business environment
Optional Units (Candidate must complete 2 optional units)
· Maintain customer relations

· Manage diary systems

· Organise business travel and accommodation

· Deal with visitors

· Store, retrieve and archive information

· Research and report information

· Organise and support meetings

· Use a telephone system

· Operate office equipment

· Prepare text from notes

· Prepare text from shorthand

· Prepare text from recorded audio instruction

· Produce documents

· Work effectively with other people

· Calculate critical dates for sentences

· Make administrative arrangements for the appearance of individuals at court

· Make administrative arrangements for the movement of individuals outside the custodial establishment

· Administer documentation for the appeals process

· Administer personal money for individuals in custody
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