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National Certificate in Administration
(G99P 45)
Course overview and skills development summary

Introduction

National Certificates are made up of Units. Each Unit is mapped against an agreed set of national standards to identify the appropriate level and credit value defined by the Scottish Credit and Qualifications Framework (SCQF).

The SCQF level is a measure of how hard the Unit is. 

The credit value is a measure of the time, on average, it should take a learner to achieve the Unit. A single-credit Unit works out at an average of 40 hours of teaching time and 20 hours of self-directed learning. A double credit Unit works out at an average of 80 hours of teaching time and 40 hours of self-directed learning. If you’d like more information, it is available at www.scqf.org.uk.
Most National Certificates have mandatory and optional Units:

· Mandatory Units provide the generic knowledge, understanding and skills needed to be successful in your chosen career. Every student has to complete them.

· Optional Units give you an opportunity to choose a particular area of interest that you would like to learn about. 
This document provides information about the Units that make up your Course and the skills you will be developing as you work through each Unit. It explains: 

· the way you will use Core Skills in your chosen area of work

· how the Course is structured

It also describes the purpose of each Unit in the Course, including: 

· the subject-specific skills you will develop in each Unit

· the Core Skills you will develop naturally as you work through each Unit

· any Core Skill or Core Skill component that will be recorded on your certificate

Core Skills in your chosen area of work

As an administrative assistant working in an office, you will use Core Skills every day.

Communication
You will need to be able to talk on the telephone in a business-like manner. You will need to write letters, e-mails and reports in a clear and concise manner. And you’ll have to listen to your colleagues, supervisors and customers.
Numeracy 
You need to be able to use and adapt spreadsheets and undertake book-keeping duties — for example, petty cash. You’ll also need to work with budgets when organising travel, meetings or events.
Information and Communication Technology 
As part of your administrative role, you will need to use word processing, spreadsheet, database and presentation software. You will also be using e-mail and e-diaries.
Problem Solving 
You will need to prioritise your workload every day, and have to be able to deal with any changes. You will be involved in organising travel arrangements — which may be altered at the last minute. 
Working with Others 
You will be working alongside colleagues both on the same level as you and above. You will be organising meetings, events, and travel. You will have to deal with customers or clients in a business-like manner. You will need to work as a team member and to co-operate with others to make sure that the office runs smoothly.
Course structure for Administration
To achieve this National Certificate you will need to achieve:

· nine Unit credits from the mandatory section

· Unit credits from the optional section — for Groups A, B and C up to three Units, and for Group D a maximum of one Unit
Mandatory Unit credits: 

	Unit title
	Unit

code
	SCQF

level
	Credit

value
	Date  achieved 

	Central Services
	F59S 11
	6
	1
	

	Communication
	F5A3 11
	6
	1
	

	Event Organisation
	F5A3 11
	6
	1
	

	Front of Office Skills
	F59P 11
	6
	1
	

	Handling Business Documents
	F59W 11
	6
	1
	

	Information Technology for Administrators
	DM3R 11
	6
	1
	

	Managing your Time and Resources
	F59T 11
	6
	1
	

	Researching and Preparing Presentations
	F5A0 11
	6
	1
	

	Word Processing
	F59L 11
	6
	1
	


Optional Unit credits: 

Group A (minimum zero, maximum three)

	Unit title
	Unit

code
	SCQF

level
	Credit

value
	Date  achieved 

	Administrative Services
	DM3P 12
	6
	1
	

	Computer Application Package (Database): Practitioners
	D16D 11
	5
	1
	

	Higher Administration
	X214 12
	6
	1
	

	Information Technology for Management
	DM3V 12
	6
	2
	

	Legal — Word Processing
	F7KT 10
	4
	1
	

	Legal — Word Processing
	F7KT 11
	5
	1
	

	Medical — Word Processing
	F7KV 10
	4
	1
	

	Medical — Word Processing
	F7KV 11
	5
	1
	

	Skills Development for Administrators
	F5AF 11
	5
	1
	

	Spreadsheets for Administrators
	F5A5 12
	6
	1
	

	Word Processing
	F5A7 10
	4
	1
	

	Word Processing
	F5A9 12
	6
	1
	


Group B (minimum zero, maximum three)
	Unit title
	Unit

code
	SCQF

level
	Credit

value
	Date  achieved 

	Audio: An Introduction
	F5AD 10
	4
	1
	

	Audio: Intermediate
	F5AE 11
	5
	1
	

	Legal — Audio
	F7KT 10
	4
	1
	

	Legal — Audio
	F7KT 11
	5
	1
	

	Medical — Audio
	F7KR 10
	4
	1
	

	Medical — Audio
	F7KR 11
	5
	1
	

	Shorthand: An Introduction
	F5AA 11
	5
	1
	

	Shorthand: Speed Development

(50 wpm)
	F5AB 11
	5
	1
	

	Shorthand: Speed Development

(60 wpm)
	F5CA 11
	5
	1
	


Group C (minimum zero, maximum three)
	Unit title
	Unit

code
	SCQF

level
	Credit

value
	Date  achieved 

	Communication
	F3GB 12
	6
	1
	

	Contract Law: An Introduction
	F392 11
	5
	1
	

	Developing Skills for Employment
	F393 11
	5
	1
	

	Human Resources: Administration
	F5AG 12
	6
	1
	

	Medical Reception and Records
	F5AJ 11
	5
	1
	

	Medical Terminology: An Introduction
	F5AK 11
	5
	1
	

	Numeracy
	F3GF 11
	5
	1
	

	Recording Cash Data
	D0W0 11
	5
	1
	

	Work Experience
	D36H 11
	5
	1
	


Group D (minimum zero, maximum one)
	Unit title
	Unit

code
	SCQF

level
	Credit

value
	Date  achieved 

	Cantonese for Work Purposes
	F3CF 11
	5
	1
	

	Cantonese for Work Purposes
	F3CF 12
	6
	1
	

	ESOL: Basic Operational Reading and Writing Skills
	F2VK 33
	6
	1
	

	ESOL: Basic Operational Speaking and Listening Skills
	F2VJ 33
	6
	1
	

	ESOL: Developing Basic Listening and Speaking Skills
	F1J0 40
	5
	1
	

	ESOL: Developing Basic Reading and Writing Skills
	F1J1 40
	5
	1
	

	French for Work Purposes
	F3CG 11
	5
	1
	

	French for Work Purposes
	F3GG 12
	6
	1
	

	Gaelic (Learners) for Work Purposes
	F3CD 11
	5
	1
	

	Gaelic (Learners) for Work Purposes
	F3CD 12
	6
	1
	

	German for Work Purposes
	F3CC 11
	5
	1
	

	German for Work Purposes
	F3CC 12
	6
	1
	

	Italian for Work Purposes
	F3CB 11
	5
	1
	

	Italian for Work Purposes
	F3CB 12
	6
	1
	

	Mandarin for Work Purposes
	F3CA 11
	5
	1
	

	Mandarin for Work Purposes
	F3CA 12
	6
	1
	

	Polish for Work Purposes
	F3C9 11
	5
	1
	

	Polish for Work Purposes
	F3C9 12
	6
	1
	

	Russian for Work Purposes
	F3C8 11
	5
	1
	

	Russian for Work Purposes
	F3C8 12
	6
	1
	

	Spanish for Work Purposes
	F3C7 11
	5
	1
	

	Spanish for Work Purposes
	F3C7 12
	6
	1
	

	Urdu for Work Purposes
	F3CE 11
	5
	1
	

	Urdu for Work Purposes
	F3CE 12
	6
	1
	


Unit summaries

This section provides a brief description of each Unit in the Course. It explains:

· the purpose of each Unit 

· the subject-specific skills you will learn for each Unit

· which Core Skills you will be developing as you work through each Unit

· which Core Skill or Core Skill components are recorded in your Core Skills profile on your certificate

The Unit summaries are in alphabetical order so you can find them easily. This might not be the order you do them in. 
Administrative Services (DM3P 12)  
In this Unit you will develop skills required to carry out the role of an administrative assistant in the modern business environment. 
You will: 
· set targets and organise yourself and others
· identify how today’s working practices have changed in light of new technology, and the benefits of different approaches in the workplace, eg hot-desking, teleworking 
· describe what is involved in recruiting, developing and supporting staff
· learn about different types of meetings and the terminology used, and the role of the administrative assistant before, during and after meetings, such as planning, organising, recording and documenting
· learn how modern technology, ie the use of video conferencing, has changed the conduct and organisation of meetings
· learn how to treat customers, both internally and externally, and the importance of customer service policies, eg complaints procedures
As you are doing this Unit you will be developing aspects of the Core Skills in Problem Solving and Communication.
Audio: An Introduction (F5AD 10)  
In this Unit you will develop the skills you will need to produce text from instructions in recorded material. 
You will: 
· word-process mailable copy from recorded instructions, making sure the layout, grammar, punctuation and spelling are consistent and correct
· word-process mailable copy from recorded instructions within time constraints, eg approximately 300 words within a 45-minute time period
As you are doing this Unit you will be developing aspects of the Core Skills in Communication and Information and Communication Technology.
Audio Intermediate (F5AE 11)  
In this Unit you will develop the skills you will need to produce text from instructions in recorded material. 

You will: 
· word-process mailable copy from recorded instructions, making sure the layout, grammar, punctuation and spelling are consistent and correct
· word-process mailable copy from recorded instructions within time constraints, eg approximately 600 words within a 1-hour, 15-minute time period
As you are doing this Unit you will be developing aspects of the Core Skills in Communication and Information and Communication Technology.
Cantonese for Work Purposes (F3CF 11)  
In this Unit you will develop the skills needed for writing and speaking in a vocational context with a Cantonese speaker in this country or in the countries where Cantonese is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Cantonese for Work Purposes (F3CF 12)  
In this Unit you will develop the skills needed for writing and speaking in a vocational context with a Cantonese speaker in this country or in the countries where Cantonese is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Central Services (F59S 11)  
In this Unit you will gain practical experience and theoretical knowledge of the administrative systems and services that are central to the effective working of a modern office. 
You will: 
· learn how to operate key pieces of office equipment 
· develop an understanding of their use and application
As you are doing this Unit you will be developing aspects of the Core Skills in Problem Solving and Information and Communication Technology.
Communication (F3GB 11) 1 credit

In this Unit you will develop skills in:

· reading

· summarising and evaluating

· writing

· speaking and listening

The ability to communicate effectively with colleagues, suppliers and customers is crucial when working in administration. 
This is a Core Skills Unit. When you achieve this Unit, your Core Skills profile will be updated to show you have achieved Communication at SCQF level 5.

Communication (F3GB 12) 1 credit

In this Unit you will develop skills in:

· reading

· summarising and evaluating

· writing

· speaking and listening

The ability to communicate effectively with colleagues, suppliers and customers is crucial when working in administration. 
This is a Core Skills Unit. When you achieve this Unit, your Core Skills profile will be updated to show you have achieved Communication at SCQF level 6.

Computer Application Package (Database): Practitioners (D16D 11)  
In this Unit you will develop database processing skills and associated procedures and knowledge. 

You will: 
· create a new database
· edit, query and report on an existing database 
· understand how to save and send to print
As you are doing this Unit you will be developing aspects of the Core Skills in Information and Communication Technology.
Contract Law: An Introduction (F392 11)  
In this Unit you will learn about key areas of contract law to enable you to apply this knowledge to everyday business situations, such as contracts between businesses and customers. 

You will: 

· research various aspects of contract law, learning how contracts are formed, the factors that can affect their validity, and the consequences of a breach of contract

· demonstrate your knowledge and understanding of contract law by applying it to business situations

· develop a knowledge and understanding of basic consumer rights when entering contracts with business

As you are doing this Unit you will be developing aspects of the Core Skills in Communication and Problem Solving. 

Developing Skills for Employment (F393 11) 1 credit  
In this Unit you will develop employability skills by assessing your qualities and abilities and presenting these effectively to an employer. 

You will need to write job application letters, prepare a CV (curriculum vitae), complete job application forms, and prepare for and participate in mock employment interviews.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication and Problem Solving.

ESOL: Basic Operational Reading and Writing Skills (F2VK 33)

In this Unit you will develop reading and writing skills in English in a social or work context. You will use these skills to establish everyday social relations, perform straightforward everyday tasks, and understand straightforward written materials. 

As you are doing this Unit you will be developing aspects of the Core Skill in Communication. 

ESOL: Basic Operational Speaking and Listening Skills (F2VJ 33)

In this Unit you will develop speaking and listening skills in English in a social or work context. You will use these skills to establish everyday social relations, perform straightforward tasks, and understand straightforward everyday speech. 

As you are doing this Unit you will be developing aspects of the Core Skill in Communication. 

ESOL: Developing Basic Listening and Speaking Skills (F1J0 40)

In this Unit you will develop listening and speaking skills in English, dealing with familiar and predictable tasks in a social or work situation. 

As you are doing this Unit you will be developing aspects of the Core Skill in Communication. 

ESOL: Developing Basic Reading and Writing Skills (F1J1 40)

In this Unit you will develop reading and writing skills in English, dealing with familiar and predictable tasks in a social or work situation. 

As you are doing this Unit you will be developing aspects of the Core Skill in Communication. 

Event Organisation (F5A3 11)  
In this Unit, you will learn about the practicalities of organising an event. You will develop an understanding of the planning processes involved, the running of a planned event, and the evaluation of the processes, roles and individuals involved.

You will: 

· work with others as part of a team

· take on an agreed role with agreed responsibilities 

· review and evaluate your contribution and identify action points for improvement

This Unit has the Core Skill of Working with Others embedded in it, so when you achieve the Unit your Core Skills profile will be updated to show you have achieved Working with Others at SCQF level 4. You will also develop aspects of the Core Skills in Communication and Problem Solving.

Event Organisation (F3PN 12) 1 credit

In this Unit, you will develop skills needed for event planning. You will also learn about the methods involved in running events, and will work with others to apply these concepts to plan, organise, and participate in, an event. 
You will: 

· demonstrate ability to work with others to plan and organise an event

· research and cost a suitable venue

· promote the event

· decide on and arrange resources if required and work within an agreed budget

· document meetings

· complete correspondence and communicate with others

· carry out risk assessments

· set and keep to a realistic timescale

· complete a SWOT (strengths, weaknesses, opportunities, threats) analysis and evaluate your team’s and your individual performance

This Unit has the Core Skill of Problem Solving embedded in it. This means when you achieve this Unit your Core Skills profile will also be updated to show that you have achieved Problem Solving at SCQF level 5. 

French for Work Purposes (F3CG 11)  
In this Unit you will develop the skills needed for writing and speaking French in a vocational context, with a French speaker, in this country or in the countries where French is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

French for Work Purposes (F3CG 12)  
In this Unit you will develop the skills needed for writing and speaking French in a vocational context, with a French speaker, in this country or in the countries where French is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Front of Office Skills (F59P 11)  
In this Unit you will develop the skills you will need to work in a front-of-office environment. 
You will: 
· communicate effectively with visitors and colleagues in person, by phone and using other electronic methods of communication
· learn about the legislation that is relevant to this role, eg Health and Safety, and about the security procedures that have to be followed 
As you are doing this Unit you will be developing aspects of the Core Skills in Communication, Working with Others, and Information and Communication Technology.

Gaelic (Learners) for Work Purposes (F3CD 11)  
In this Unit you will develop the skills needed for writing and speaking Gaelic in a vocational context, with a Gaelic speaker, in this country or other countries where Gaelic is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Gaelic (Learners) for Work Purposes (F3CD 12)  
In this Unit you will develop the skills needed for writing and speaking Gaelic in a vocational context, with a Gaelic speaker, in this country or other countries where Gaelic is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

German for Work Purposes (F3CC 11)  
In this Unit you will develop the skills needed for writing and speaking German in a vocational context, with a German speaker, in this country or in the countries where German is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

German for Work Purposes (F3CC 12)  
In this Unit you will develop the skills needed for writing and speaking German in a vocational context, with a German speaker, in this country or in the countries where German is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Handling Business Documents (F59W 11)  
In this Unit you will develop the skills necessary to complete business documents for selling and purchasing goods and services and process claims for payment. 
You will: 
·   accurately complete a range of business documents and carry out calculations
· learn about stock control
As you are doing this Unit you will be developing aspects of Communication and Numeracy.

Human Resources: Administration (F5AG 12)  
In this Unit you will develop the skills needed for effective human resource management. 
You will: 
· learn about good recruitment and selection procedures whilst also highlighting the importance of effective staff development and support
· explore areas of staff support and development such as training, performance review and discipline procedures
As you are doing this Unit you will be developing aspects of Communication and Problem Solving. 

Information Technology for Administrators (DM3R 11)  
In this Unit you will develop skills in the use of spreadsheets, databases and word processing using a problem solving approach. 

You will: 

· carry out a process-based administrative task to solve a business problem

· use a spreadsheet, setting formats, entering and amending data, and extract and integrate data

· use a flat database, creating and modifying fields and records, and extract and integrate data

· use a word-processing document, entering and amending data, and using data from the spreadsheet and database as required, along with mail-merge

As you are doing this Unit you will be developing aspects of Problem Solving and Information and Communication Technology. 

Information Technology for Management (DM3V 12)  
In this Unit you will learn about the role of information in decision making and the impact of ICT on workflow, working practices, and management and security of information. 

You will: 

· apply your information and communication technology skills to solve business problems using various software applications 

· present findings in a form that is acceptable to business

As you are doing this Unit you will be developing aspects of Problem Solving and Information and Communication Technology. 
Italian for Work Purposes (F3CB 11)  
In this Unit you will develop the skills needed for writing and speaking Italian in a vocational context, with an Italian speaker, in this country or in the countries where Italian is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Italian for Work Purposes (F3CB 12)  
In this Unit you will develop the skills needed for writing and speaking Italian in a vocational context, with an Italian speaker, in this country or in the countries where Italian is spoken.

As you are doing this Unit you will be developing aspects of the Core Skill in Communication.

Managing Your Time and Resources (F59T 11)  
In this Unit you will develop the skills that you’ll need for effectively managing your time and other resources.

You will: 
· prioritise and co-ordinate your own work with the minimum of supervision 
· be able to show initiative
As you are doing this Unit you will be developing aspects of the Core Skill in Problem Solving.

Mandarin for Work Purposes (F3CA 11)  
In this Unit you will develop the skills needed for writing and speaking Mandarin in a vocational context, with a Mandarin speaker, in this country or in the countries where Mandarin is spoken.

As you are doing this Unit you will be developing aspects of the Core Skill in Communication.

Mandarin for Work Purposes (F3CA 12)  
In this Unit you will develop the skills needed for writing and speaking Mandarin in a vocational context, with a Mandarin speaker, in this country or in the countries where Mandarin is spoken.

As you are doing this Unit you will be developing aspects of the Core Skill in Communication.

Medical Reception and Records (F5AJ 11)  
In this Unit, you will learn skills that will prepare you for employment as a clerical officer, medical secretary or medical receptionist in a general medical practice or hospital.

You will: 
· learn about the different roles of staff in both the primary and secondary care service
· learn what qualities and attitudes are required 
· understand the rights and needs of patients
· undertake a range of reception duties for general practice and learn about the duties required in a hospital environment
As you are doing this Unit you will be developing aspects of the Core Skills in Problem Solving and Communication.

Medical Terminology: An Introduction (F5AK 11)  
In this Unit you will develop vocabulary used in secretarial/administrative/clerical work in a medical environment.
You will: 
· define, record and spell dictated medical terms relating to body systems
· define common abbreviations and drug classifications
As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Polish for Work Purposes (F3C9 11) 1 credit  
In this Unit you will develop the skills needed for writing and speaking Polish in a vocational context, with a Polish speaker, in this country or in countries where Polish is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Polish for Work Purposes (F3C9 12)  
In this Unit you will develop the skills needed for writing and speaking Polish in a vocational context, with a Polish speaker, in this country or in countries where Polish is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Recording of Cash Data (D0W0 11)  
In this Unit you will develop skills to deal with the recording of manual and computerised bank and cash, including petty cash, transactions in the accounting records of an organisation from source documentation.

You will: 

· use software packages such as spreadsheets and specialist accounting packages

· accurately record receipts, payments and petty cash 

As you are doing this Unit you will be developing aspects of the Core Skills in Information and Communication Technology and Numeracy.

Recording of Credit Data (D0W1 11)  
In this Unit you will develop skills to deal with recording manual and computerised sales and purchases, including capital transactions, in the accounting records of an organisation from source documentation.

You will: 

· use software packages such as spreadsheets and specialist accounting packages

· accurately calculate sales and purchase transactions

As you are doing this Unit you will be developing aspects of the Core Skills in Information and Communication Technology, and Numeracy.

Researching and Preparing Presentations (F5A0 11)  
In this Unit you will develop skills in the research, collation and presentation of information in an administrative role using appropriate software. 
You will: 
·   use the internet to research a suitable topic, using a variety of techniques
· use appropriate software to create presentations
As you are doing this Unit you will be developing aspects of the Core Skills in Information and Communication Technology, and Problem Solving.

Russian for Work Purposes (F3C8 11)  
In this Unit you will develop the skills needed for writing and speaking Russian in a vocational context, with a Russian speaker, in this country or in countries where Russian is spoken.

As you are doing this Unit you will be developing aspects of the Core Skill in Communication.

Russian for Work Purposes (F3C8 12)  
In this Unit you will develop the skills needed for writing and speaking Russian in a vocational context, with a Russian speaker, in this country or in countries where Russian is spoken.

As you are doing this Unit you will be developing aspects of the Core Skill in Communication.

Shorthand: An Introduction (F5AA 11)  
In this Unit you will develop the skills needed to use a recognised shorthand system and demonstrate basic note-taking and transcription skills. 
You will need to word-process transcribed dictation from shorthand notes.
As you are doing this Unit you will be developing aspects of the Core Skills in Communication and Information and Communication Technology.
Shorthand: Speed Development (50 wpm) (F5AB 11)  
In this Unit you will develop speed writing and transcription skills.

You will: 
· take notes, dictated at 50 wpm, using a recognised shorthand system
· transcribe these notes using a word-processing system
As you are doing this Unit you will be developing aspects of the Core Skills in Communication, and Information and Communication Technology.
Shorthand: Speed Development (60 wpm) (F5AC 11)  
In this Unit you will develop speed writing and transcription skills.

You will: 
· take notes, dictated at 60 wpm, using a recognised shorthand system
· transcribe these notes using a word-processing system
As you are doing this Unit you will be developing aspects of the Core Skills in Communication, and Information and Communication Technology.
Skills Development for Administrators (F5AF 11)   
In this Unit you will develop keyboarding and IT skills to produce a range of integrated business documents to meet deadlines. 

You will: 
· update various software packages 
· learn about the appropriate legislation, eg health and safety, and important housekeeping duties, such as creating folders and sub-folders, naming them correctly and using them in an integrated document
· use the internet and e-mails to locate information 
· use word-processing features (such as mail-merge) to create a document, integrating information from spreadsheet and database files
This Unit has the Core Skill of Information and Communication Technology embedded in it, which means when you achieve this Unit your Core Skills profile will also be updated to show that you have achieved Information and Communication Technology at SCQF level 4. 
Spanish for Work Purposes (F3C7 11)  
In this Unit you will develop the skills needed for writing and speaking Spanish in a vocational context, with a Spanish speaker, in this country or in countries where Spanish is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Spanish for Work Purposes (F3C7 12)  
In this Unit you will develop the skills needed for writing and speaking Spanish in a vocational context, with a Spanish speaker, in this country or in countries where Spanish is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Spreadsheets for Administrators (F5A5 12)  
In this Unit you will develop IT and problem solving skills using a spreadsheet package. 
You will: 
· use the functions of the spreadsheet package to solve problems in an administrative situation
· construct a spreadsheet
· perform complex analysis
· provide solutions and use a range of spreadsheet facilities
· use formulae and functions effectively to perform complex analysis of the administrative situation and provide solutions
As you are doing this Unit you will be developing aspects of the Core Skills in Information and Communication Technology, Numeracy, and Problem Solving.
Urdu for Work Purposes (F3CE 11)  
In this Unit you will develop the skills needed for writing and speaking Urdu in a vocational context, with an Urdu speaker, in this country or in countries where Urdu is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Urdu for Work Purposes (F3CE 12)  
In this Unit you will develop the skills needed for writing and speaking Urdu in a vocational context, with an Urdu speaker, in this country or in countries where Urdu is spoken.

As you are doing this Unit you will be developing aspects of the Core Skills in Communication.

Word Processing (F5A7 10)  
In this Unit you will develop the skills and techniques needed to effectively produce and edit business documentation, correspondence and display materials. 
You will: 
· produce tabulated statements and business documents
· recall, edit and produce hard copy of these documents

· check your work for accuracy and ensure you are using appropriate organisational layouts, eg correct layout of letters
As you are doing this Unit you will be developing aspects of the Core Skills in Information and Communication Technology and Communication.

Word Processing (F59L 11)  
In this Unit you will develop the necessary skills and techniques to produce a range of business documentation using the functions of a current word-processing package. 
You will: 
· produce business documents from materials that are given to you 
· recall, edit and produce hard copy 
· create documents as a result of merging two independent files
· check your work for accuracy and ensure you are using appropriate organisational layouts, eg correct layout of letters
As you are doing this Unit you will be developing aspects of the Core Skills in Information and Communication Technology, and Communication.
Word Processing (F5A9 12)  
In this Unit you will further develop your word-processing skills using suitable software. 

You will: 
· compose and produce business correspondence providing information in response to queries
· develop layout skills and production techniques to achieve a production rate of 900 words in a two-hour working period
· check that spelling, punctuation and sentence construction are accurate
As you are doing this Unit you will be developing aspects of the Core Skills in Information and Communication Technology, and Communication.

Work Experience (D36H 10) 1 credit

In this Unit you will arrange and undertake a work experience placement. 

This Unit has the Core Skills of Problem Solving and Working with Others embedded in it, which means when you achieve this Unit your Core Skills profile will also be updated to show that you have achieved Problem Solving and Working with Others at SCQF level 4. 

Work Experience (D36H 11) 1 credit

In this Unit you will arrange and undertake a work experience placement. 

This Unit has the Core Skills of Problem Solving and Working with Others embedded in it, which means when you achieve this Unit your Core Skills profile will also be updated to show that you have achieved Problem Solving and Working with Others at SCQF level 5. 

