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Instructions for candidates

This assessment applies to the assignment for National 5 Administration and IT.

This assignment has 70 marks out of a total of 120 marks available for the course
assessment.

It assesses the following skills, knowledge and understanding:

¢ using IT functions in word-processing/desktop publishing and presentations to produce
and process information

using technology for investigation
using technology for electronic communication

problem solving
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administration theory

Your teacher or lecturer will let you know how the assessment will be carried out and any
required conditions for doing it.

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

¢ that assess the skills, knowledge and understanding listed above
¢ within 3 hours (excluding printing time)

¢ in a maximum of two sittings — where additional printing time is required, this should
be completed immediately after each sitting

This is a closed-book assessment. However, you can use the internet when specifically
instructed to do so.

Your teacher or lecturer will provide the following electronic files for you to use during the
assignment:

Activities — a presentation file

Agenda — a word-processing file

Booking Form — a word-processing file

Headed Paper — a word-processing file

Letter — a word-processing file

MCC Logo — a jpg file

Milton Community Centre — a word-processing file
QR Code — a jpg file

Review — a word-processing file
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To-do list — a word-processing file
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Assessment Task

Milton Community Centre are planning a week of activities to celebrate 10 years of the
Community Centre’s opening. These 10" Anniversary Celebrations will take place from
Sunday 1 June 2025 until Saturday 7 June 2025. You have been appointed as the Admin
Assistant to the Community Chair, Audrey Mcintyre.

The contact details are:

21 Old Mill Road
Milton
Invergordon
V18 OPU

Tel: 07846902745

E-mail: miltoncommunity@mail.com
Web: www.miltoncommunity.net
Social media: @miltoncommunity

Your teacher or lecturer will provide you with e-mail addresses.
You must:

complete each task in order

action and delete all comments within files

display your name and task number on each printout

key-in or write your Scottish Candidate Number on all printouts
ensure that the e-mail printouts show evidence of sending
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TO-DO LIST

You should use the following table to make sure you have all the printouts required.

Task | Printouts acg?l;ﬁe Conzsl)e ted
1 Presentation: handout — 2 slides per page 12
2 E-ticket 6
3 Booking Form 9
4 Theory — Milton Community Centre 9
E-diary:
5 ¢ monthly view 5
4 reminder
¢ task
6 Agenda 4
7 E-mail 5
8 Letter 8
Internet printouts:
9 4 Dbaker 3
4 driving directions
10a Review 5
10b E-mail 4
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Task 1

A presentation will be shown in the library the week before the 10" Anniversary
Celebrations. Use the file Activities and the information below to complete the
presentation.

Print in handout format, 2 slides per page.

Insert a Title Slide and display the
community centre name,

10th Anniversary Celebrations,
activity week dates and the logo.

Insert:

* a suitable design/background on every slide

* slide numbers on every slide

« the logo and activity week dates in the footer of all slides except the
title slide.

Change the layout of the Litter Move the Family Fun Day slide to
Picks slide to Two Content and become slide 5. Insert a suitable
move the Milton Beach graphic on this slide.
information to the second column.

Insert the community centre web
and e-mail addresses in the
appropriate place.

Embolden the column headings on
the Community Garden slide.
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Task 2

Design an e-ticket for the Family Fun Day. It must contain the information below and
include a variety of fonts and text formats.

Print a copy of the e-ticket.

INCLUDE :

et .CJOW\MUV\\

Covdve name and '020

e |[0th Annversar Celebratbons
¢ Name , dote a +uvae QJ, H~o eu
s The Q8 code (flerame QR Coda)

s Douvr \Q@b oddm,&s
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Task 3

Print a copy of the completed form.

Complete the file Booking Form by following all instructions and using the information
below. The form will be completed by hand or electronically and must fit on one page.

Ineer T the roumne oA the caorctre
ood a sotte e \fcoclms hare .

All events are free and you can attend as many as you like!

EVENT

DATE OF EVENT

NO OF TICKETS*

Litter Pick - Woodland

Litter Pick - Beach

Scavenger Hunt (8-15 years)

Quiz Night (15 years+)

Community Garden - Maintenance

Community Garden - Planting

Family Fun Day

Contact Name

Contact Tel No

Contact E-mail

Completed forms should be returned to Audrey MclIntyre, 21 Old Mill Road, Milton,
Invergordon, IV18 OPU or by e-mail to miltoncommunity@mail.com.

Once processed your e-ticket(s) will be sent to you at the e-mail address provided above.
The QR code will be scanned upon entry to each event.
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Task 4

Open the file Milton Community Centre and print a copy of the completed file.

Task 5

Following the Committee Meeting, Audrey has asked you to enter the appointments
below (with locations) and the task into her electronic diary.

Print the diary in monthly view, evidence of the reminder and the task.

Marketmg Committee Meeting
s [
- Audrey Mcintyre 09:28
Buildin
= peigh SR Please add the following appointments to my
diary.
. Pecor
ass . Planning Meeting — every Tuesday at
il @ oriee veetine 7-9.30pm in May 2025 in the Board
Room.
00 ‘ ngmumty .
) . Meeting with the Catering Crew in the
‘ Finance Board Room on Wednesday 14 May 2025
A at 4pm for 90 minutes. Set a 1 hour

reminder.

. Task — on 27 May 2025. Confirm numbers
for catering.

Type a new message...
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Task 6

Complete the file Agenda by following all instructions and using the information below.

Print a copy.
Rgerda \tems
OVU()o\aﬁ on PL&V\V\&Ol ovents
. Budgek
. S‘K‘o.&\Mj o&\ everts
A
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Task 7

In your e-mail, create a signature block showing your name, job title and
Milton Community Centre. You should use this on all e-mails you send.

Use the information below and print evidence of sending.

E-mail the local newspaper
informing them of the 10th
Anniversary Celebrations,
including the dates. Ask if
they would be able to send a
reporter and photographer
to cover some of the events.
Copy me in to this e-mail.

Thanks

Audrey
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Task 8

Audrey has started a letter that she will send to a local business.

Update the file Letter following all instructions and using the information below.
Print a copy on one page.

lnclude o suitable so\fi')ec‘k ‘/\QOAA:@-

cAdd Un the followd rapns
ofter the Sz_aond@ w;fk

STET l}wﬁz@ig“t\aat Yoo nostT
receive mMmon <vva lar fQClUQ—St&
However, any s3I por’t oL axe
ool o o UPS will baﬁ'rai’e&\&j
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( "QAW\ advance .
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Task 9

results and driving directions from Milton Community Centre.

Access the internet to find the following information. Print evidence showing search

LR =

Message Developer

Reply Reply Forward Delete  Move to Other Block Mark as Sort Mark as
to All Folder Actions Sender  Spam Unread

From: O Audrey Mcintyre
To: @ Admin Assistant
Cc

Subject: Family Fun Day

Sent: Today 09:15

Hi

We need to order a cake for the Family Fun Day. Find the name and
contact details of a baker in Invergordon.

Elysium Spa in the Kincraig Castle Hotel, Invergordon, have kindly
donated vouchers and beauty products for the Family Fun Day raffle. |
will need to drive over and collect them from the hotel.

Thanks

Audrey
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Task 10a

A review of the 10" Anniversary Celebrations is to be posted on the website.
Complete the file Review by following all instructions and using the information below.

Print a copy.

Tasks Updates for Review
Notes

(O Complete Presentation .

Add the sentence below as the final

O E-ticket
paragraph:

O Appointments and Task Thanks to the whole community for
your tremendous support and here's

(@ Updates for Review to the next 10 years!

Due date
Today

Task 10b

You have received the following e-message. Use the information below and print
evidence of sending.

Messages

rOnce you have
updated the
review, e-mail it
to me as an
attachment.

Thanks

Audrey
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Copyright acknowledgements

None

Administrative information

Published: February 2025 (version 1.0)

History of changes

Version | Description of change

Date

Security and confidentiality

This document can be used by SQA approved centres for the assessment of National

Courses and not for any other purpose.

This document may only be downloaded from SQA’s designated secure website by
authorised personnel.
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