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Section 1: SVQ 2 in Business and
Administration at SCQF Level 5

Introduction

This document contains information specific to the SVQ 2 in Business and
Administration at SCQF Level 5.

National Occupational Standards and SVQs

The standards, Assessment Strategy and qualification structures for business and
administration are owned by the Council for Administration, who reviewed these
National Occupational Standards. The SVQs have been developed from the National
Occupational Standards.

The SVQ 2 in Business and Administration at SCQF Level 5 gives recognition of
candidates’ skills, knowledge and understanding. It allows candidates to gain a
qualification in the workplace that relates to their job and promotes good working
practice.

You can contact the Sector Skills Council (SSC) at:

CfA Business Skills @ Work

6 Graphite Square, Vauxhall Walk, London SE11 5EE

Telephone: 0207 091 9620 Fax: 0207 091 7340

Email: info@cfa.uk.com This e-mail address is being protected from spambots. You
need JavaScript enabled to view it

This SVQ is designed to be assessed in the workplace, or in conditions resembling the
workplace. However, simulation of real working practice might be permitted. Where
this is allowed it will be shown in the individual units, within the standards that are
in this logbook.

Simulation must be carried out in conditions resembling the workplace. These
conditions are described as being a ‘realistic working environment’ (RWE).
Which SVQs in Business and Administration are available?

The SVQs in Business and Administration are available as follows:

e SVQ 2 in Business and Administration at SCQF Level 5

e 5SVQ 3 in Business and Administration at SCQF Level 6.

It is important that you select the most appropriate level related to your work role.
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Who is this SVQ for?

The SVQ 2 in Business and Administration at SCQF Level 5

SVQs in Business and Administration are designed for people at various levels within
business organisations, and are therefore appropriate to many job roles from junior
administrators through to office managers.

This is a work-based qualification, therefore candidates should be in a job role which
enables them to provide the required evidence in a working environment.
What progression opportunity does this SVQ offer me?

There is some overlap of Units between the different levels of SVQ allowing
candidates to progress to other Business and Administration SVQs as their job role
develops or changes.

Candidates achieving an SVQ in Business and Administration will have improved
employment prospects in the occupational area.
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What is the structure of the SVQ 2 in Business and Administration at SCQF
Level 5?

To achieve the whole qualification at SCQF Level 5, you must prove competence in
three mandatory units and five optional units.

You must complete eight units, of which:
e three units must be selected from Group A: mandatory core units
o at least three units must be selected from Group B: optional units

e two further units must be selected from either Group B: optional units or Group
C: optional units.

The following rules apply to how units may be selected:

e a maximum of two units only may be selected from Groups B11:IT, B12:Finance,
C13:IT, or C14:Finance

e either unit S211 (B2:Document Production) or S311 (C2:Document Production)
may be selected, but not both

e only one unit may be selected from units 5212 (B2:Document Production) 5213
(B2:Document Production) or S312 (C2:Document Production)

e either unit 5214 (B2:Document Production) or S313 (C2:Document Production)
may be selected, but not both

e either unit S215 (B2:Document Production) or S314 (C2:Document Production)
may be selected, but not both

e either unit 5222 (B3:Events and Meetings) or S319 (C3:Events and Meetings) may
be selected, but not both

e either unit 5223 (B3:Events and Meetings) or S321 (C3:Events and Meetings) may
be selected, but not both

e either unit S224 (B3:Events and Meetings) or 5320 (C3:Events and Meetings) may
be selected, but not both

¢ only one unit may be selected from the following four: unit $5236a or 5236b (B11:
IT) or S114a or S114b (C13: IT)

either unit 5237 (B11:
either unit 5238 (B11:
either unit S239 (B11:
either unit 5240 (B11:
either unit 5241 (B11:
either unit S242 (B11:
either unit 5243 (B11:
either unit 5244 (B11:
either unit 5245 (B11:
either unit 5246 (B11:
either unit 5252 (B11:

IT) or 5115 (C13:
or S116 (C13:
or 5117 (C13:
or 5118 (C13:
or S119 (C13:
or 5120 (C13:

(

(

(

(

(

IT
IT
IT
IT
IT
IT
IT
IT
IT
IT

or S121

or $123

e e v e e e S S

or S113

C13:
or 5122 (C13:
C13:
or 5124 (C13:
C13:

T) may be selected but not both
T) may be selected but not both
T) may be selected but not both
T) may be selected but not both
T) may be selected but not both
) may be selected but not both
)
)
)
)
)
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may be selected but not both
may be selected but not both
T) may be selected but not both
T) may be selected but not both
T) may be selected but not both.

—
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Mandatory units for the SVQ 2 in Business and Administration at SCQF

Level 5

Group A: Mandatory core units
You must achieve all of the units listed below:

Unit Unit code Title Unit SCQF

number credit | level

1 S201 Agree how to manage and improve own 4 5
performance in a business environment

2 S202 Undertake work in a business 2 5
environment

3 S205 Prepare to communicate in a business 3 5
environment

Optional units for the SVQ 2 in Business and Administration at SCQF Level 5

You must achieve five of the optional units listed below:
o At least three units must be selected from Group B
e Two further units must be selected from either Group B or Group C

Group B

Unit Unit code Title Unit SCQF

number credit | level

B1: Work responsibilities

4 S203 Plan how to solve business problems 4 5

5 S204 Work with other people in a business 5
environment

B2: Document production

6 S211 Produce documents in a business 4 5
environment

7 S212 Prepare text from notes 4 6

8 S213 Prepare text from notes using touch 5
typing (40 wpm)

9 S214 Prepare text from shorthand (60 wpm) 5

10 S215 Prepare text from recorded audio 4 5
instruction (40 wpm)

B3: Events and meetings

11 S222 Support the organisation and co- 5 5
ordination of events

12 S223 Support the organisation of business 3 5
travel or accommodation

13 S224 Support the organisation of meetings 4 5
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Unit Unit code Title Unit SCQF

number credit | level

B4: Communications

14 5206 Use electronic message systems 1 5

15 S207 Use a diary system 5

16 5208 Take minutes 4 5

B5: Customer service

17 5209 Handle mail 3 5

18 5210 Provide reception services 3 5

19 S250 Meet and welcome visitors 3 5

B6: Manage information and data

20 S216 Organise and report data 3 5

21 S217 Research information 4 5

22 S218 Store and retrieve information 3 5

23 $219 Provide archive services 2 5

24 S226 Support the management and 7 7
development of an information system

B7: Business resources

25 S220 Use office equipment 3 5

26 S221 Maintain and issue stationery stock items | 3 5

B8: Innovation and change

27 S225 Respond to change in a business 3 5
environment

B9: Specialised business support services - human resources

28 S227 Administer HR records 5

29 S228 Administer the recruitment and selection | 4 5
process

B10: Specialised business support services - parking

30 S251 Administer parking dispensations 4 5
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Unit Unit code Title Unit SCQF
number credit | level
B11:IT

31 S236a Bespoke software 2 3 5

32 S236b Specialist software 2 3 5

33 S237 Data management software 2 3 5

34 S238 Database software 2 4 5

35 $239 Improving productivity using IT 2 3 4

36 5240 IT security for users 2 2 5

37 5241 Presentation software 2 4 5

38 S242 Setting up an IT System 2 4 5

39 5243 Spreadsheet software 2 4 5

40 S244 Using collaborative technologies 2 4 5

41 5245 Website software 2 4 5

42 S246 Word processing software 2 4 5

43 $252 Using email 2 3 5

B12: Finance

44 S247 Control payroll
45 5248 Account for income and expenditure
46 S249 Draft financial statements
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Group C

Unit Unit code Title Unit SCQF

number credit | level

C1: Project management

47 S324 Contribute to running a project 5 6

C2: Document production

48 S311 Design and produce documents in a 4 6
business environment

49 S312 Prepare text from notes using touch 4 6
typing (60 wpm)

50 S313 Prepare text from shorthand (80 wpm) 6

51 S314 Prepare text from recorded audio 4 6
instruction (60 wpm)

C3: Events and meetings

52 S319 Organise and co-ordinate events 8 6

53 S320 Plan and organise meetings 5 6

54 S321 Organise business travel or 5 6
accommodation

C4: Communications

55 S106 Make and receive telephone calls 3 5

56 S309 Develop a presentation 3 6

57 S310 Deliver a presentation 3 6

C5: Customer service

58 S325 Deliver, monitor and evaluate customer 3 6
services to internal customers

59 S326 Deliver, monitor and evaluate customer 3 6
services to external customers

Cé6: Manage information and data

60 S315 Support the design and development of 7 6
information systems

61 S316 Monitor information systems 7 6

62 S317 Analyse and report data 6 6

C7: Specialised business support services - education

63 S329 Provide administrative support in schools | 8 6
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Unit Unit code Title Unit SCQF

number credit | level

C8: Specialised business support services - parking

64 S330 Administer parking and traffic challenges, | 9 6
representations and civil parking appeals

65 S331 Administer statutory parking and traffic 9 7
appeals

66 S332 Administer parking and traffic debt 6 7
recovery

C12: Health, safety and security of people, premises and property

67 S112 Use occupational and safety guidelines 2 4
when using keyboards

C13: 1T

68 S114a Bespoke software 1 2 4

69 S114b Specialist software 1 2 4

70 S115 Data management software 1 2 4

71 5116 Database software 1 3 4

72 S117 Improving productivity using IT 1 3 4

73 S118 IT security for users 1 1 4

74 S119 Presentation software 1 3 4

75 $120 Setting up an IT System 1 3 4

76 S121 Spreadsheet software 1 3 4

77 $122 Using collaborative technologies 1 3 4

78 S123 Website software 1 3 4

79 $124 Word Processing software 1 3 4

80 S113 Using email 1 2 4

C14: Finance

81

$125

Calculate pay
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Section 2: Examples of forms

Collecting your evidence

This section contains examples of the forms you, your assessor and the internal
verifier will use while you are undertaking your SVQ 2 in Business and Administration
at SCQF Level 5.

The forms are:

Form 1: Portfolio title page

Form 2: Personal profile

Form 3: Contents checklist

Form 4: Index of evidence

Form 5: Unit assessment plan

Form 6: Unit sign-off record

Form 7: Work Log

Form 8: Observation record

Form 9: Witness testimony

Form 10: Expert witness evidence record
Form 11: Record of questions and candidates answers

You should ask your assessor for further advice and support if you are still unsure
about how to use the forms and who should complete them.
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Example form 1 — Portfolio title page

Name:

Job title:

Name of employer/training provider/college:

Their address:

Postcode:
Telephone number (Home): (Work):
Email address: Fax number:

SvQ:
Level:

Units submitted for assessment:

Mentor/Supervisor:

(Please provide details of mentor’s/supervisor’s experience):

Assessor: Date:
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Example form 2 — Personal profile

Name:
Address:

Postcode:
Telephone number (Home): (Work):
Email address: Fax number:

Job title:

Relevant experience

Description of your current job:

Previous work experience or attach copy of a current CV:

Qualifications and training and/or attach copy of a current CV:

continued overleaf...
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Voluntary work/interests:

Name of employer/training provider/college:

Address:

Postcode:
Telephone number (work): Fax number:

Email address:

Type of business, if employer:

Number of staff:

Structure of organisation (including chart or diagram if available):
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Example form 3 — Contents checklist

SvQ title:
Candidate:

Completed?

Title page for the portfolio

Personal profile

e your own personal details
e a brief CV or career profile
e description of your job

¢ information about your employer/training
provider/college

Summary of the units

Completed units

e signed by yourself, your assessor and the internal
verifier (where relevant)

e reference numbers included
e unit assessment plans

Unit progress records

Index of evidence (with cross-referencing
information completed)

Evidence (with reference numbers)

e observation records

e details of witnesses (witness testimony sheets)
e personal statements
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Example form 4 — Index of evidence

SVQ title and level: SVQ 2 in Business and Administration at SCQF Level 5

Candidate:
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Example form 5 — Unit assessment plan

SvQ title: SVQ 2 in Business and Administration at SCQF Level 5

Unit:

Candidate: | Assessor:

Normal working activities performed

Typical evidence Work area Expected Links to other
completion date units/elements

Activities needing to be performed

Additional comments

Assessor’s signature: Date:
Candidate’s signature: Date:
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Example form 6 — Unit sign-off record

SvQ title and level: SVQ 2 in Business and Administration at SCQF Level 5
Candidate:
Assessor:

To achieve the whole qualification, you must prove competence in Xxx mandatory units and
Xxx optional units.

Unit checklist: list here the units you will be undertaking, then circle the reference number
of each unit as you complete it.

Mandatory

Optional

Mandatory units

Unit number Title Assessor’s Date
signature

continued overleaf...
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Optional units

Unit number Title Assessor’s Date
signature
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Example form 7 — Work Log

SvQ title and level: SVQ 2 in Business and Administration at SCQF Level 5
Unit/element(s):

Candidate:

Purpose of statement:

Evidence index number:

Date Evidence |Details of statement Links to Units,
index other elements
number evidence and PCs

(enter numbers) | covered

Candidate’s signature: Date:
Assessor’s signature: Date:
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Example form 8 — Observation record

SvQ title and level: SVQ 2 in Business and Administration at SCQF Level 5

Unit/element(s):

Candidate: Date of observation:
Evidence index number:

Skills/activities observed: PCs and range covered:

Knowledge and understanding apparent from this observation:

Other units/elements to which this evidence may contribute:

Assessor comments and feedback to candidate:

| can confirm the candidate’s performance was satisfactory.

Assessor’s signature: Date:

Candidate’s signature: Date:
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Example form 9 — Witness testimony

SvQ title and level: SVQ 2 in Business and Administration at SCQF Level 5
Candidate name:
Evidence index number:

Where applicable, evidence number to which this testimony relates:

Unit:

Element(s):

Range:

Date of evidence:

Witness name:
Relationship to candidate:

Details of testimony:

| can confirm the candidate’s evidence is authentic and accurate.
Witness signature:
Name: Date:

Contact telephone number:

Please tick (v ) the appropriate box.
Qualified as an assessor for workplace performance

Familiar with the SVQ standards to which the candidate is working
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Example form 10 — Expert witness evidence record

SvQ title and level: SVQ 2 in Business and Administration at SCQF Level 5
Candidate name:
Evidence index number:

Where applicable, evidence number to which this testimony relates:

Unit:

Element(s):

Date of evidence:

Expert witness name:
Relationship to candidate:

Details of testimony:

| can confirm the candidate’s evidence is authentic and accurate.
Expert witness signature:
Name: Date:

Contact telephone number:

Please tick (v ) the appropriate box.
Qualified as an assessor for workplace performance
Relevant professional work role that involves evaluating everyday staff practice
Current expertise

Familiar with the SVQ standards to which the candidate is working
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Example form 11 — Record of questions and candidate’s answers

SvQ title and level: SVQ 2 in Business and Administration at SCQF Level 5
Candidate name:

Unit: Element(s):

Evidence index number:

Circumstances of assessment:

List of questions and candidate’s responses:

Q:

A:

Assessor’s signature: Date:

Candidate’s signature: Date:
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Section 3: Logbook

Page number

Mandatory units 37
Unit 1: Agree how to manage and improve own performance in a
business environment 39
Unit 2: Undertake work in a business environment 51
Unit 3: Prepare to communicate in a business environment 61
Unit 4: Plan how to solve business problems 77
Unit 5: Work with other people in a business environment 83
Unit 6: Produce documents in a business environment 91
Unit 7: Prepare text from notes 99
Unit 8: Prepare text from notes using touch typing (40 wpm) 107
Unit 9: Prepare text from shorthand (60 wpm) 115
Unit 10: Prepare text from recorded audio instruction (40 wpm) 121
Unit 11: Support the organisation and co-ordination of events 129
Unit 12: Support the organisation of business travel or accommodation 141
Unit 13: Support the organisation of meetings 149
Unit 14: Use electronic message systems 161
Unit 15: Use a diary system 169
Unit 16: Take minutes 177
Unit 17: Handle mail 185
Unit 18: Provide reception services 195
Unit 19: Meet and welcome visitors 203
Unit 20: Organise and report data 211
Unit 21: Research information 219
Unit 22: Store and retrieve information 227
Unit 23: Provide archive services 237
Unit 24: Support the management and development of an information
system 245
Unit 25: Use office equipment 253
Unit 26: Maintain and issue stationery stock items 261
Unit 27: Respond to change in a business environment 271
Unit 28: Administer HR records 277
Unit 29: Administer the recruitment and selection process 293
Unit 30: Administer parking dispensations 307
Unit 31: Bespoke software 2 317
Unit 32: Specialist software 2 327
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Unit 33:
Unit 34:
Unit 35:
Unit 36:
Unit 37:
Unit 38:
Unit 39:
Unit 40:
Unit 41:
Unit 42:
Unit 43:
Unit 44:
Unit 45:
Unit 46:
Unit 47:
Unit 48:
Unit 49:
Unit 50:
Unit 51:
Unit 52:
Unit 53:
Unit 54:
Unit 55:
Unit 56:
Unit 57:
Unit 58:

Unit 59:

Unit 60:
Unit 61:
Unit 62:
Unit 63:
Unit 64:

Unit 65:
Unit 66:
Unit 67:
Unit 68:

Data management software 2

Database software 2

Improving productivity using IT 2

IT security for users 2

Presentation software 2

Setting up an IT System 2

Spreadsheet software 2

Using collaborative technologies 2

Website software 2

Word processing software 2

Using e-mail 2

Control payroll

Account for income and expenditure

Draft financial statements

Contribute to running a project

Design and produce documents in a business environment
Prepare text from notes using touch typing (60 wpm)
Prepare text from shorthand (80 wpm)

Prepare text from recorded audio instruction (60wpm)
Organise and co-ordinate events

Plan and organise meetings

Organise business travel or accommodation

Make and receive telephone calls

Develop a presentation

Deliver a presentation

Deliver, monitor and evaluate customer service to internal
customers

Deliver, monitor and evaluate customer service to external

customers

Support the design and development of information systems

Monitor information systems
Analyse and report data
Provide administrative support in schools

Administer parking and traffic challenges, representations
and civil parking appeals

Administer statutory parking and traffic appeals
Administer parking and traffic debt recovery

337
345
355
365
371
381
393
403
415
425
435
443
451
459
467
477
485
491
497
503
517
529
537
549
557

565

579
593
601
609
617

625
635
651

Use occupational and safety guidelines when using keyboards 659

Bespoke Software 1

665

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5—
Issue 1 — August 2012 © Pearson Education Limited 2012



Unit 69:
Unit 70:
Unit 71:
Unit 72:
Unit 73:
Unit 74:
Unit 75:
Unit 76:
Unit 77:
Unit 78:
Unit 79:
Unit 80:
Unit 81:

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5

Specialist Software 1

Data management software 1
Database software 1

Improving productivity using IT 1
IT security for users 1
Presentation software 1

Set up an IT System 1
Spreadsheet Software 1

Using collaborative technologies 1
Website Software 1

Word Processing Software 1
Using Email 1

Calculate Pay

Issue 1 — August 2012 © Pearson Education Limited 2012

671
677
685
693
703
709
719
731
741
753
763
773
781
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(This must start on an odd page)

Mandatory
units
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Unit 1: Agree how to manage and
improve own performance in a
business environment

Unit code: 5201
Unit credit: 4
Unit level: 5
Introduction

Accept plans for own work and its delivery; improve own performance; and, behave
in a way that encourages effective working.

Specific skills:

e Analysing

¢ Planning

¢ Communicating

e Presenting information
¢ Decision-making

e Problem-solving

e Organising

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 39
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Unit 2: Undertake work in a business

environment
Unit code: 5202
Unit credit: 2
Unit level: 5

Introduction

Undertake the requirements for delivering sustainability; respect diversity; and,
protect security and confidentiality in line with organisational requirements in a
business environment.

Specific skills:

¢ Communicating

e Interpersonal skills
e Planning

¢ Reading

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 3: Prepare to communicate in a
business environment

Unit code: 5205
Unit credit: 3
Unit level: 5
Introduction

Prepare how to communicate in writing and verbally in a business environment.

Specific skills:

e Communicating
e Organising

¢ Planning

e Reflecting

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 4: Plan how to solve business

problems
Unit code: 5203
Unit credit: 4
Unit level: 5

Introduction

Identify business problems and plan how to solve them.

Specific skills:

¢ Communicating

e Problem-solving

¢ Decision-making

o Working with others
e Organising

¢ Planning

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 5: Work with other people in a
business environment

Unit code: 5204
Unit credit: 3
Unit level: 5
Introduction

Work within the organisation to present and promote a positive image of the
organisation and work collaboratively with others to achieve the organisational goals
and objectives.

Specific skills:

¢ Communicating

e Problem-solving

e Managing time

e Resolving disagreement
¢ Negotiating

e Working with others

¢ Planning

SV033493 — Logbook for candidates — Edexcel SVQ 2 in Business and Administration at SCQF Level 5 83
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Unit 6: Produce documents in a business

environment
Unit code: 5211
Unit credit: 4
Unit level: 5

Introduction

Produce high-quality, attractive documents to agreed specifications.

Specific skills:

o Checking

¢ Negotiating

e Designing

¢ Organising

e Listening

e Questioning

e Managing time

e Using technology

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 7: Prepare text from notes

Unit code: 5212
Unit credit: 4
Unit level: 6
Introduction

Present accurate and correct text in an agreed format from notes.

Specific skills:

e Checking

e Questioning

e Keyboarding skills
e Using technology
e Listening

e Managing time
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Unit 8: Prepare text from notes using
touch typing (40 wpm)

Unit code: S213
Unit credit: 3
Unit level: 5
Introduction

Present accurate and correct text in an agreed format, from notes; touch typing at a
speed of 40 words per minute.

Specific skills:

o Checking

e Using technology
e Listening

e Managing time

e Questioning
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Unit 9: Prepare text from shorthand (60

wpm)
Unit code: S214
Unit credit: 8
Unit level: 5

Introduction

Take shorthand notes and produce accurate and correct text in an agreed format
from these notes, at a minimum speed of 60 words per minute.

Specific skills:

e Checking

e Questioning

e Listening

e Using technology
e Managing time

e Noting
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Unit 10: Prepare text from recorded audio
instruction (40 wpm)

Unit code: S215
Unit credit: 4
Unit level: 5
Introduction

Transcribe accurate and correct text in an agreed format from an audio recording, at
a minimum speed of 40 words per minute.

Specific skills:

o Checking

e Using technology
e Listening

e Managing time

e Questioning
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Unit 11: Support the organisation and co-
ordination of events

Unit code: $222
Unit credit: 5
Unit level: 5
Introduction

Support the organisation and co-ordination of an event including the identification of
venues, production of event materials, supporting activities during the event and
following up on activities after the event.

Specific skills:

e Checking

e Managing resources
¢ Organising

e Communicating

e Managing time

¢ Planning

e Decision-making

e Monitoring

¢ Problem-solving

e Interpersonal skills
o Negotiating
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Unit 12: Support the organisation of
business travel or accommodation

Unit code: 5223
Unit credit: 3
Unit level: 5
Introduction

Support the organisation of business travel or accommodation arrangements.

Specific skills:

e Communicating
e Managing time
¢ Problem-solving
e Checking

¢ Negotiating

e Researching

e Decision-making
e Organising

e Evaluating

e Planning

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 141
Issue 1 — August 2012 © Pearson Education Limited 2012



7107 Pa3lWi] uoleanp3 uosiead @ 710z Ish8ny — | anss|

—G 19A97 4DDS 1@ UOHESIUIWPY PUR SSDUISNG UL 7 DAS 199X9P3 — S91ePIPURD 10J 400q80T — E67EEOAS wl

swa)qoJd 9533 Y3IM |eap 03 I9p.Jo UL MO))0} 03 sainpadoud
1224402 3y} pue sjuswasuelie UOIJepOWLIODI. U0 J9ARIY YIIM INdd0 Aew jeyy swayqoud jo sadAy syl

353U} ULe}qo 03 MOY pue Sul))9ARI] St OYM uosiad ay} 03 aplaoid 03 UOIIRWIOUL PUR SJUSWNDOP 3L

sjuswosue.le uoljepouwiiodde 0 JoAel] ssaulsng JO SpJl0odald wav_ 0] MOH

w|w o

SjUSWaBUR.LIE UOLIEPOLILIODIR IO |9ARI} SSaULSNG Sujew usym Asuow 10} anjeA 3saq uieiqo 03 MoH

sjuswsasue.ie
UOLJEPOLLILIODDR U0 |9ARI] SSSULSNG 9Yew 0} pash aJe jey) Saljljldoe) pue UOLJeWIOUL JO S92JN0S 3yl '

MO))04 0] saunpadold ay)
pue apew 2 03 paau Aew jeyy sjusWwasue.LIe UOLJRPOWIWOID. IO |9ARI]) Ssaulsng Jo sadAy utew ayl D

suolyel1dadxa 199w 0) uoljepowilodde U0 oAel] ssaulsng JO uolyesiueslo oyl 1oddns 0] MOH °g

uoljepowwodde 10 19Ae.)} J0J 193pNg pue 4aLiq ay3 Sutwiijuod jo asodind syl v

31un 3j0YyMm 3y} 104

ajeq

9DUSPLAd Jo adA)

98pajmouy

‘pJepuels Yoea Joj Sulpuelsiapun pue 35pajMouy JNOA 91eIISUOWSP 03 DUSPLAS JUSLILIINS DALS ISNW NOA JUSWS)D SIY) dA3LYDdR 0]

MoUY 3snw NOA Jeym




134

8uiuuea) Jorid Jo uol3LUS0d31 JO BDUSPLAD = 1dY
Auowi1}sa) ssauyMm Jadxs = Md3

Auow13s9] SSaUILM/SIUSWISIRIS D1IIUdYINe = | M
salpnys ased/3dafoid ‘quawusisse = y

uolissnasip Jeuolssajoud = ad

7107 PaItWi] uoL3edNp3 Uosiead @ 710z Isnsny — | anss|
G 19A97 4DDS 18 UOLEISIUIWPY PUR SS3ULSNG UL 7 DAS — S9IBPIPURD 10j %00G50T — £65EEOAS

A8ajeays Juawssasse ayj Aq papiwiad a1aym ‘uoljejnuils Woly SWOodINO0 = §
SJUNODDR SAL}I3)J3J JOo/puk sjuswaje)s jeuostad = vy

)IOM s, JauJea) ayj jo syonpoud = 4 :Aay uwinjo)
Suluonysanb uajjLIM Jo |eIO WOy SSWOOINO0 = VB

Jossasse 119y} Aq aouewlioylad s, 19uU1e3] 3Y) JO UOLIRAISS]O 1234Ip = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 Pa3lWi] uoleanp3 uosiead @ 710z Ish8ny — | anss|

—G 19A37 4DDS 1@ UOESIUIPY PU SSaUISNg UL Z DAS 199X3p3 — S31epLpued J0J %00q807 — E6FEE0AS bl
:91e( :(91qeondde j1) JaL4LIA JRUISIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUID)XD J0oj pajuasald aq Aew pue tun siy} Joj patjidads spiepuels ay3 S}9aW YJom pajdwes s,a3epipued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



14

7107 PaItWi] uoL3edNp3 Uosiead @ 710z Isnsny — | anss|
G 19A97 4DDS 18 UOLEISIUIWPY PUR SS3ULSNG UL 7 DAS — S9IBPIPURD 10j %00G50T — £65EEOAS

sjuswWalINbal 399w UoLIRWIOUL PUR SJUSWNDIOP
‘Alelaunyl ey (s)Ja]19Ae.] IO J3SLURSIO Y3 YIM WLILIUOD

awll) poos UL uotjeuliojul
pue sjuawndop ‘Alelaulll ue Yiim J))9AeRI} Y3 SplAoId

SjuaWasueIIR UOL)JePOWWOIDR IO |9ARI]) SSULSN]
UM swiajqoad ade a4ay3 usym saunpadoud 1394100 aY3 M0)104

uoljepowwodde 1o
]19ARI] SSaulsnq 40} saljlioe) JuswAed o) sjuswasueldse mo)o4

SpJ0J3al jeldueuly
guLpn)oul ‘A}24n2as uoljew.o Ul jeljuapLjuod Aue a103ls
pue UOLJePOWWLIODI. IO 19ARIY SSaULSNG JO SPJ0daJ Ulejutew

UOLIRPOWILIODDR 10 |9ARIY
$SaULSNQ 40} UOLJRWLIOUL pUR SJUSWNJO0pP 3)8))0D pue uteiqo

Aauow 104 anjeA 3s9q Sutuleiqo ‘paslge se uolyepowwodde
JO SjuSWIBURIIR |9ARI]) SSDULSN Y00(q pue YdIeasay

I3]]19ARI} 33 UM 31Npayds pue Aleaullt 3jelp %oay)

Jastues.1o ay) wouy syuswalinbau
195pNg pue UOLIEPOWIWODIIR 10 |3ARI]} SSaULSN] WILIUOD)

I

:3snw noA pJepuejls jeuoljeu 9y3j jo9W O |

ajeq

ERTEETEN
oljoj1.104

9DUSPIAD
Jo adA

ajeq

ERIEYETEN]
o1j0j3.10d

9DU3PLAd
Jo adA

9dUeW.I0419(

‘pJepuels yoea Joj 90u932dwod INOA 91 JISUOWSP 03 SDUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dA3LYde O

op Ishw noA jJeym

uoljepOWWODDR IO |dARI] SSaUISNg Jo uoljesiuesio ay) 3Joddng




7107 Pa3lWi] uoleanp3 uosiead @ 710z Ish8ny — | anss|
—G 19977 4DDS 1€ UOIBISIUIUPY PUE SSBUISNG UL Z DAS 199X3P3 — S91BPIPUED J0J %00G50T — £6¥EEOAS

9l
Suiuaea) Jorid Jo uolILUS0I31 JO SDUSPLAD = 1dY A8a3e)s Juswssasse ayy Aq paniwiad susym ‘uoliejnwils Woly SWodINo = §
Auow3sa) sSBUNM 1Jadxa = MdT SJUNODDE 3AL}D3)J3J Jo/pue sjusawaje)s jeuostad = vy

Auowi1)sa) SSOUILM/SIUSWIR]S DIJUSYINE = | M )IOM s, Jaulea] ay3 jo syonpoud = :Aay uwnjo)
salpnjs ased/3dafoad ‘yusawusisse = y Suluorisanb uajLIM 10 JeIO WO SBWODIN0 = YBD
uolssnosip Jeuolssajold = ad Jossasse J19y3 Aq aduew.0413d s,19U1e3] 3Y) JO UOIIRAISSCO }I3IIP = O

:(a1qeotdde j1) 95USPpLAS JeUOLIIPPY




7107 P33LWi] Uolednp3 uosiead @ 7107 Isnsny — | anss|

yid) G 19A977 4DDS 18 UOLBJISIUIWPY PUR SS3UISNG UL 7 DAS — S9IBPIPUED I0J 4004807 — E€6¥EEOAS
:91e( :(91qeondde j1) JaL4LIA JRUISIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUID)XD J0oj pajuasald aq Aew pue tun siy} Joj patjidads spiepuels ay3 S}9aW YJom pajdwes s,a3epipued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



148 SV033493 — Logbook for candidates — Edexcel SVQ 2 in Business and Administration at SCQF Level 5—
Issue 1 — August 2012 © Pearson Education Limited 2012



Unit 13: Support the organisation of

meetings
Unit code: 5224
Unit credit: 4
Unit level: 5

Introduction

Support the planning and operational requirements of the agreed brief for a meeting.

Specific skills:

¢ Communicating

e Managing resources
¢ Planning

o Checking

e Managing time

¢ Problem-solving

e Evaluating

¢ Negotiating

¢ Interpersonal skills
¢ Organising
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Unit 14: Use electronic message systems
Unit code: S206

Unit credit: 1
Unit level: 5
Introduction

Use electronic message systems to deliver and receive messages.

Specific skills:

e Communicating
o Checking
e Organising
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Unit 15: Use a diary system

Unit code: $207
Unit credit: 3
Unit level: 5
Introduction

Make, update and co-ordinate appointments in a diary system making sure entries
are accurately and clearly made.

Specific skills:

e Communicating
e Organising

¢ Planning

e Problem-solving
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Unit 16:
Unit code:
Unit credit:

Unit level:

Introduction

Take minutes

Produce accurate records of discussions and decisions taken (action logging) during
meetings.

Specific skills:

SV033493 — Logbook for candidates — Edexcel SVQ 2 in Business and Administration at SCQF Level 5
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Communicating
Planning
Evaluating
Interpersonal skills
Organising
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Unit 17: Handle mail

Unit code: 5209
Unit credit: 3
Unit level: 5
Introduction

Organise the distribution and collection of incoming and outgoing mail or packages
and provide specialised mail services.

Specific skills:

e Checking

¢ Decision-making
e Prioritising

e Problem-solving
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Unit 18: Provide reception services

Unit code: 5210
Unit credit: 3
Unit level: 5
Introduction

Maintain a reception to enhance the vision and brand of the organisation.

Specific skills:

e Communicating

o Negotiating

e Problem-solving

e Decision-making

¢ Organising

e Questioning

e Interpersonal skills

e Personal presentation
e Listening

e Planning
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Unit 19: Meet and welcome visitors

Unit code: $250
Unit credit: 3
Unit level: 5
Introduction

Meet and welcome visitors ensuring visitors’ needs are met while presenting a
positive image of the organisation.

e Specific skills:

¢ Communicating

e Personal presentation
¢ Decision-making

e Problem-solving

e Interpersonal skills

e Listening
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Unit 20: Organise and report data

Unit code: S216
Unit credit: 3
Unit level: 5
Introduction

Collate, organise and report data in agreed format and timescale.

Specific skills:

e Communicating

¢ Planning

o Checking

e Presenting information
¢ Decision-making

¢ Problem-solving

e Organising

e Using technology

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 211
Issue 1 — August 2012 © Pearson Education Limited 2012



7107 P2)LWL] uoliedNnp3 uosiead @ 7107 Isn8ny — | anss|
— G 19497 4DDS 1B UOIB.SIUIWPY PUE SSDUISNG UL 7 DAS — SIBPIPUED J0J %00G50T — E65EEOAS rAY4

2Jeasal Woly punoj uaaq sey eyl eiep uo yoeqpasy sutllas jo asodind sy

d)edsawl) pue jewlo) paaJage ayj 03 eyep suljuasald jo asodind ay |

sisAjeue Joj ejep Suljuasald Jo SAem JuaIa44p aYl

< |m|O |0

4DJeasal WoJdj punoy usaq sey eyl ejep SulsluesI0 JO SAem JualaiLp ayl

31un 3j0YyMm 3y} 104

aleq 9DUSPLAd Jo adA) 98pajmouy

‘pJepuels Yoea Joj Sulpuelsiapun pue 35pajMouy JNOA 91eIISUOWSP 03 DUSPLAS JUSLILIINS DALS ISNW NOA JUSWS)D SIY) dA3LYDdR 0]

MoUY 3snw NOA Jeym




7107 Paitwl] uot3ednp3 uosiead @ 710z Isnsny — | anss|

€17 — G 19437 4DDS 38 UOIRASIUIWPY PUE SS3UISNG UL Z DAS — SIBPIPURD 10j 4004507 — £6VEEOAS
8ululea) Jorid Jo UOKLUS0D3J JO DUSPIAS = 1dY A8aje.3s Juswssasse ayj Aq paniwiad a1aym ‘uoliejnuils Woly SWodINo = §
Auow3sa) sSaUNM 14adxa = Md3 SJUNODDR 9AL}I3)43.4 JO/pue sjusawaje)s jeuostad = vy
Auow)sa) SSaUIIM/SIUSWSLR)S DIUSYINe = | M 3JOM s, Jaules] ayj Jo s3onpoud = ¢ :£23 uwnjo)
saipnjs ased/3dafoad ‘Quawusisse = y Suluonysanb US)jLIM 1O |eIO WOy SBWO0IIN0 = YBD
uolssnosip Jeuolssajold = g4 10ssasse 118y} Aq aouewoiad s,19u4ea] 3yl JO UOLIeAISSJO 323UIp = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 PaLWi] uoL3ednp3 uosiead @ 710z Isnsny — | anss|

— G 19437 4DDS 38 UOLIRIISIULWPY PUE SSBUISNG UL 7 DAS — SIBPIPURD J0J %00G80T — E6FEEOAS V1T
:91e( :(91qeondde j1) JaL4LIA JRUISIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUID)XD J0oj pajuasald aq Aew pue tun siy} Joj patjidads spiepuels ay3 S}9aW YJom pajdwes s,a3epipued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



7107 Paitwl] uot3ednp3 uosiead @ 710z Isnsny — | anss|

A4 — G 19A97 4DDS 38 UOLRJISIUIPY PUR SS3UISNG UL Z DAS — SSIePIpUeD 10} %00q80T — E6FEE0AS
AJessadau JL ‘yoaeasal
W0J} pPuNoj USaq Sey jey)l ejep ayj Uo }oeqpas) 3199 ¢
9)eJSoWl) pue jew.o) pasise
93 UL YdJeasal Wo.Uj punoyj usaq sey jeyj eiep juasald '€
paJinbau
J1 ‘syuswisnipe ayew pue eiep jo Adeindde ayy yoayd °Z
sisAjeue
diay 1M 1eyy Aem e uL elep aslueSIO pue 3e)0) |
:3shw NOA p.aepue)s jeuoljeu ayj 393w o
ERIIEYETEN| 9OUSPIAD ERIEYETEN 9OU3pIAd
ajeq 01]0J310d Jo adA] | ayeq 01]0J310d Jo adA 9dueW.I0419d

‘pJepuels yoea Joj 90u932dwod INOA 91 JISUOWSP 03 SDUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dA3LYde O

op Ishw noA jJeym

ejep juo0dal pue asiuesliQ




7107 P2)LWL] uoliedNnp3 uosiead @ 7107 Isn8ny — | anss|
— G 19497 4DDS 1B UOIB.SIUIWPY PUE SSDUISNG UL 7 DAS — SIBPIPUED J0J %00G50T — E65EEOAS

91¢C
8uluaea) Jorid Jo uonLUS0da1 JO SDUSPIAS = TdY A8ajeays Juawssasse ayj Aq papiwiad a1aym ‘uoljejnuils Woly SWOodINO0 = §
Auow3say ssaupm Jadxa = md3 SJUNODDR SAL}I3)J3J JOo/puk sjuswaje)s jeuostad = vy

Auow3sa) SSOUILM/SIUSWAJR]S DIJUBYINe = | M }IOM s 19uled] 3y} Jo s3onpoid = d | :£ay uwinjo)
salpn3s ased/3dafoad ‘yuawusisse = y Suluonysanb uajjLIM Jo |eIO WOy SSWOOINO0 = VB
uolissnasip Jeuolssajoud = ad Jossasse 119y} Aq aouewlioylad s, 19uU1e3] 3Y) JO UOLIRAISS]O 1234Ip = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 Paitwl] uot3ednp3 uosiead @ 710z Isnsny — | anss|

/1T — G 19437 4DDS 3B UOLIRIISIUILPY PUB SSBUISNG UL 7 DAS — SIBPLPURD J0J 00G50T — E6FEEOAS
:91e( :(91qeondde j1) JaL4LIA JRUISIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUID)XD J0oj pajuasald aq Aew pue tun siy} Joj patjidads spiepuels ay3 S}9aW YJom pajdwes s,a3epipued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



218 SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012



Unit 21: Research information

Unit code: S217
Unit credit: 4
Unit level: 5
Introduction

Research information, identifying sources of information researched and record the
data that has been extracted from the sources of information.

Specific skills:

e Analysing

¢ Planning

e Using technology

e Communicating

e Presenting information
¢ Decision-making

e Problem-solving

e Organising

e Researching
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Unit 22: Store and retrieve information
Unit code: 5218

Unit credit: 3
Unit level: 5
Introduction

Process, store, and retrieve information using different information systems, in line
with organisational requirements.

Specific skills:

e Communicating

e Using technology
¢ Organising

e Planning

e Problem-solving
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Unit 23: Provide archive services

Unit code: 5219
Unit credit: 2
Unit level: 5
Introduction

Archive and retrieve information to the agreed brief and in line with organisational
requirements.

Specific skills:

e Communicating

e Using technology
¢ Organising

e Planning

¢ Problem-solving

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 237
Issue 1 — August 2012 © Pearson Education Limited 2012



7107 PaLWi] uoL3ednp3 uosiead @ 710z Isnsny — | anss|

— G 19497 4DDS 1B UOIB.SIUIWPY PUE SSDUISNG UL 7 DAS — SIBPIPUED J0J %00G50T — E65EEOAS e ord

0} Wayj 3odal 03 oym pue swasAs aALYDIe UM JNDdD0 Jeyy swajqodd ayl "y

uoLJeWIOJUL PaALYDJR SUL}S)ap J0) S2INPad0.d

-

UOLJeWIOJUL PAALYDIR SULASLIIAI 10) S2INPad0.d

uoljewojul paALlydJie JO uoljualald 9yl 10} S21npad0.ldd

PaM0]]0} pINoys sainpadoid pue paAlydJe aq pPINOYs UOLIRWIOUL USUM

S9)eISaWIL) paaJde ULYIIM uoljeullojul SulAlydde jo asodind ayj

uoljew.Jojul paAlydJae guipiodad jo asodind sy

SWa)SAS UOLIRWLIOUL DALYDIR SS9DDB 0] PAMO])0} 3q 03 saunpadoud ay|

O|o|u|u|o|T

pPaAlydJe 9q 0} uoljew.oul §ulaalge pue suLpldap jo asodind ayj

paALyd.Je
3q 01 uoljew.ojul Jo Ajljel3usapLjuod pue AJ1IN23s SULISAOD Sjuswalinbal jeuoljesiuesio pue jesa] g

uoljew.ojul paJtnbau guiAlyose jo asodund ayyl vy

31un 3j0YyMm 3y} 104

ajeq

9DUSPLAd Jo adA)

98pajmouy

‘pJepuels Yoea Joj Sulpuelsiapun pue 35pajMouy JNOA 91eIISUOWSP 03 DUSPLAS JUSLILIINS DALS ISNW NOA JUSWS)D SIY) dA3LYDdR 0]

MoUY 3snw NOA Jeym




6¢¢

Sutuiea) Jorid Jo uol3US0d3. JO SDUSPIAD = 1dY
Auow13sa) ssaupM 31adxa = Md3

Auow)sa) SSOUIIM/SIUSWIR]S DIJUSYINE = | M
salpnjs ased/3dafoid ‘Juswusisse = y

uolssnosip Jeuolssajold = ad

7107 P33iWl] uolednp3 uosiead @ 7107 Isnsny — | anss|
— G 19497 4DDS 1B UOIIRIISIUIWPY PUE SSUISNG UL 7 DAS — SIBPLPUED J0J 4004807 — E65EEOAS

ASajeays Jusawssasse ayj Aq paniwiad a1aym ‘uoljejnuwils WOy SWOdINO0 = §
SJUN0DDE 9AL}D3)43J Jo/pue sjuawaje)s jeuostad = vy

)JOM s, Jdulea) ay3 jo synpouid = ¢ :Aay uwinjod
Suluonysanb ua3jLIM Jo |eIO WOy SAWOOIN0 = YBY

Jossasse 119y} Aq aouewi0y1ad s,19ule3] 3Y) JO UOLIRAISSCO 3I31Ip = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 PaLWi] uoL3ednp3 uosiead @ 710z Isnsny — | anss|

— G 19437 4DDS 38 UOLIRIISIULWPY PUE SSBUISNG UL 7 DAS — SIBPIPURD J0J %00G80T — E6FEEOAS ovz
:91e( :(91qeondde J1) JaL4LIA JRUIDIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUId)X o) pajuasald aq Aew pue tun Siy} Joj patjidads spiepuels ay3 S}19aW YJom pajdwes s,a3eplpued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



7107 Paitwl] uot3ednp3 uosiead @ 710z Isnsny — | anss|

LbZ — G 19437 4DDS 38 UOIRASIUIWPY PUE SS3UISNG UL Z DAS — SIBPIPURD 10j 4004507 — £6VEEOAS
SWa3SAS SALYDIR B3 YIIM INDD0 Jey) swajqoud 1)U U0 9A10S9Y ‘6
paJtnbau j1 ‘syjusawsalinbaa uorle)siga) pue sainpadoud
pue sa1dod jeuoljesiuesio yim Ajdwod 03 wa3sAs aALydle
93 WoJj uoljew.ojul Sul}a)ap 1o sainpadold pasiSe mo)jo4 g
1s9nbaJ uo uoljew.IouUL PIALYDIR DALY °/
UOLJRWIOJUL PAALYDJR JO PJ0d3J e 9lepdn pue uiejulew °9
sjuawalinbau uolye)si8a) pue sainpadsoad
pue said1jod jeuorjesiuesio yim Ajdwod 03 uoLjewlojul SAIYDIY °G
uoljesiuesio oyl wodj
Pa24N0SINO J1 ‘SWISAS SALYDIR 1_UIDIXD JO SjudWalinbal MO1104 b
sa)edsawil)
paaJge ULyllM pue JaLiq paaJse ay) 03 UOLIRWLIOJUL SAYDLY °€
paALydJe
8ulaq uolyew.ojul Joj poriad uorualal ay3 uo da4de pue Ajljusap| ‘7
PaALYdJe 9q 03 uollew.ojuL 9y} uo aauge pue Ajlauap| °|
:3shw NOA p.aepue)s jeuoljeu ayj 393w o
ERIIEFETEN 92U3pLAD ERIIEFETEN 92U3pIAD
ajeq 01]0J310d Jo adA] | ayeq 01]0J310d Jo adA 9dueW.I0419d

‘pJepuels yoea Joj 90u932dwod INOA 91 JISUOWSP 03 SDUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dA3LYde O

op Ishw noA jJeym

S9D1IAISS SALYDJe SPLAOId




7107 P2)LWL] uoliedNnp3 uosiead @ 7107 Isn8ny — | anss|
— G 19497 4DDS 1B UOIB.SIUIWPY PUE SSDUISNG UL 7 DAS — SIBPIPUED J0J %00G50T — E65EEOAS

wi
8uluaea) Jorid Jo uonLUS0da1 JO SDUSPIAS = TdY A8ajeays Juawssasse ayj Aq papiwiad a1aym ‘uoljejnuils Woly SWOodINO0 = §
Auow3say ssaupm Jadxa = md3 SJUNODDR SAL}I3)J3J JOo/puk sjuswaje)s jeuostad = vy

Auow3sa) SSOUILM/SIUSWAJR]S DIJUBYINe = | M }IOM s 19uled] 3y} Jo s3onpoid = d | :£ay uwinjo)
salpn3s ased/3dafoad ‘yuawusisse = y Suluonysanb uajjLIM Jo |eIO WOy SSWOOINO0 = VB
uolissnasip Jeuolssajoud = ad Jossasse 119y} Aq aouewlioylad s, 19uU1e3] 3Y) JO UOLIRAISS]O 1234Ip = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 Paitwl] uot3ednp3 uosiead @ 710z Isnsny — | anss|

HT — G 19437 4DDS 3B UOLIRIISIUILPY PUB SSBUISNG UL 7 DAS — SIBPLPURD J0J 00G50T — E6FEEOAS
:91e( :(91qeondde j1) JaL4LIA JRUISIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUID)XD J0oj pajuasald aq Aew pue tun siy} Joj patjidads spiepuels ay3 S}9aW YJom pajdwes s,a3epipued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



244 SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012



Unit 24: Support the management and
development of an information

system
Unit code: S226
Unit credit: 7
Unit level: 7

Introduction

Support the management and evaluation of an information system to meet
organisational and users’ needs.

Specific skills:

e Analysing

e Monitoring

e Problem-solving

e Developing others
o Negotiating

e Researching

e Evaluating

¢ Organising

e Using technology
e Managing resources
¢ Planning
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Unit 25: Use office equipment

Unit code: 5220
Unit credit: 3
Unit level: 5
Introduction

Use a range of office equipment (such as photocopiers, faxes, binders, laminators,
printers or PCs) applying the necessary standards of health and safety and operating
practice.

Specific skills:

¢ Communicating

e Using technology
¢ Organising

¢ Planning

e Problem-solving

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 253

Issue 1 — August 2012 © Pearson Education Limited 2012



7107 PaLWi] uoL3ednp3 uosiead @ 710z Isnsny — | anss|

— G 19497 4DDS 1B UOIB.SIUIWPY PUE SSDUISNG UL 7 DAS — SIBPIPUED J0J %00G50T — E65EEOAS vGT

sjusawsaJtnbal
paa.ge 0} J9sn 1XaU 9Y3 Joj Apeal eale YIOM pue $324nosad ‘Juawdinbs SulAea) Jo asodund ay] 1

Saul|pesp pue spJepuels }Jom Suleaw jo asodund ay] |

9593 YIM 3uljeap
J0 Aem 109410D ayj pue aduaLIadxa 03 A19yL] aJ4e noA s]jney adunosad pue juawdinba jo sadAl ay| ‘H

synej Juswdinba yim
Suljeap usaym sainpadoud Jeuoljesiueslo pue suOL}dNJISUL ,SIdJNjdeiNURW SULMO]|0) J0) SUOSeDU SY |

JLuaL8AyY pue ues)d jJusawdinba Suldasy 1oy} suosead ay|

0S Op 03 MOY pue WNWiUIW e 03 33sem Suidasy Joj suoseal ay|

Aajes Juswdinba ao1}J0 Jo sadA] Juauajiip ash 01 MOH

juawdinba Suiyesado UsyMm suoLIdNIISUL JeUOLIesSIURSIO pue ,SJaJnjdejnuell SULMO))04 10} suoseal ay |

yse) ay3 Joj ajeridoidde ade jeyy saaunosal pue juswdinba asooys 03 MOH

< |d |00 |u|w o

10} pasn aq ued Aay3 Jeym pue sainjea) Jtayl ‘yuswdinba ao1}J0 Jo sadA) Juaiap ayl

31un 3j0YyMm 3y} 104

ajeq

9DUSPLAd Jo adA)

98pajmouy

‘pJepuels Yoea Joj Sulpuelsiapun pue 35pajMouy JNOA 91eIISUOWSP 03 DUSPLAS JUSLILIINS DALS ISNW NOA JUSWS)D SIY) dA3LYDdR 0]

MoUY 3snw NOA Jeym




7107 Paitwl] uot3ednp3 uosiead @ 710z Isnsny — | anss|

GG7 — G 19437 4DDS 38 UOIRASIUIWPY PUE SS3UISNG UL Z DAS — SIBPIPURD 10j 4004507 — £6VEEOAS
8ululea) Jorid Jo UOKLUS0D3J JO DUSPIAS = 1dY A8aje.3s Juswssasse ayj Aq paniwiad a1aym ‘uoliejnuils Woly SWodINo = §
Auow13sa] sSaUNM 14adxa = Md3 SJUNODDE 9AL}D3)J3.4 JO/pue sjusawaje)s jeuostad = vy
Auow)sa) SSaUIIM/SIUSWSLR)S DIUSYINe = | M 3JOM s, Jaules] ayj Jo s3onpoud = ¢ :£23 uwnjo)
saipnjs ased/3dafoad ‘Quawusisse = y Suluonysanb US)jLIM 1O |eIO WOy SBWO0IIN0 = YBD
uolssnosip Jeuolssajold = g4 10ssasse 118y} Aq aouewoiad s,19u4ea] 3yl JO UOLIeAISSJO 323UIp = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 PaLWi] uoL3ednp3 uosiead @ 710z Isnsny — | anss|

— G 19437 4DDS 38 UOLIRIISIULWPY PUE SSBUISNG UL 7 DAS — SIBPIPURD J0J %00G80T — E6FEEOAS 967
:91e( :(91qeondde J1) JaL4LIA JRUIDIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUId)X o) pajuasald aq Aew pue tun Siy} Joj patjidads spiepuels ay3 S}19aW YJom pajdwes s,a3eplpued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



7107 Paitwl] uot3ednp3 uosiead @ 710z Isnsny — | anss|

/67 — G 19A97 4DDS 18 UOLRJISIUIWPY PUe SSAUISNG UL Z DAS — S2IRPIPURD 0} %00q507 — E6FEE0AS
J3sn 3Ixau ay3} 4o}
Apeal aJe eale YJOM pue s32unosaJ ‘yusawdinba ayl ains axew 6
S9)edsawl) paaJdge ulyim 3onpoud JomM ay3 9onpold ‘g
sjuswalinbal
paaJse ay] s39aW 1dNpoid YIOM Jeuls aY3 a4ns ayew “/
angea))0d ojeridoidde
Y1 01 Ajjeuostad Yim Jeap jouued noA swajqoud 1ioday 9
saJnpadoud jeuoljesiuesio pue s, ainjoejnuew
0] SulpJodoe swajqold aounosad pue juswdinba ym jeaq g
JLuaL8Ay pue uea)d Juswdinba ayj daay v
9]qissod se S92un0SaJ M3} Se 91SeM '€
jJuswdinba juauayilp Joj syuswaitnbaa A1ajes pue yleay pue
suol}onJisut Sutyelado jeuoliesiuesio ‘s,Jainjdejnuew Mojod g
ysel ay3
10} papaau $924Nn0saJ pue jusawdinba ayj 32919 pue 93207 |
:3snw NoA pJepuejs jeuoljeu ay3 399W 0]
ERITEYETEN 9DUSPLAD ERITEYETEN 9DUSPLAD
ajeq 01]0J310d Jo adA] | ayeq 01]0J310d Jo adA 9dueW.I0419d

‘pJepuels yoea Joj 90u932dwod INOA 91 JISUOWSP 03 SDUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dA3LYde O

op Ishw noA jJeym

juawdinba a>14j0 asn




7107 P2)LWL] uoliedNnp3 uosiead @ 7107 Isn8ny — | anss|
— G 19497 4DDS 1B UOIB.SIUIWPY PUE SSDUISNG UL 7 DAS — SIBPIPUED J0J %00G50T — E65EEOAS

86G¢
8uluaea) Jorid Jo uonLUS0da1 JO SDUSPIAS = TdY A8ajeays Juawssasse ayj Aq papiwiad a1aym ‘uoljejnuils Woly SWOodINO0 = §
Auow3say ssaupm Jadxa = md3 SJUNODDR SAL}I3)J3J JOo/puk sjuswaje)s jeuostad = vy

Auow3sa) SSOUILM/SIUSWAJR]S DIJUBYINe = | M }IOM s 19uled] 3y} Jo s3onpoid = d | :£ay uwinjo)
salpn3s ased/3dafoad ‘yuawusisse = y Suluonysanb uajjLIM Jo |eIO WOy SSWOOINO0 = VB
uolissnasip Jeuolssajoud = ad Jossasse 119y} Aq aouewlioylad s, 19uU1e3] 3Y) JO UOLIRAISS]O 1234Ip = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 Paitwl] uot3ednp3 uosiead @ 710z Isnsny — | anss|

6G7 — G 19437 4DDS 3B UOLIRIISIUILPY PUB SSBUISNG UL 7 DAS — SIBPLPURD J0J 00G50T — E6FEEOAS
:91e( :(91qeondde j1) JaL4LIA JRUISIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUID)XD J0oj pajuasald aq Aew pue tun siy} Joj patjidads spiepuels ay3 S}9aW YJom pajdwes s,a3epipued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



260 SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012



Unit 26: Maintain and issue stationery
stock items

Unit code: $221
Unit credit: 3
Unit level: 5
Introduction

Maintain, order, check and issue stationery stock items from external or internal
suppliers.

Specific skills:

e Auditing
e Reporting
e Checking

¢ Communicating
e Recording
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Unit 27: Respond to change in a business

environment
Unit code: 5225
Unit credit: 3
Unit level: 5

Introduction

Consider coping strategies when faced with change within a business environment.

Specific skills:

e Analysing

e Problem-solving
¢ Communicating
¢ Questioning

e Listening

o Negotiating
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Unit 28: Administer HR records

Unit code: $227
Unit credit: 3
Unit level: 5
Introduction

This standard is about the work a Human Resources administrator undertakes when
dealing with employee records.

Specific skills:

e Accuracy

e Evaluating

e Quality checking
e Analysing

e Managing time

e Recording

e Attention to detail
¢ Organising

e Researching

e Communicating
¢ Problem solving
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Unit 29: Administer the recruitment and
selection process

Unit code: $228
Unit credit: 4
Unit level: 5
Introduction

This standard is about a Human Resources administrator assisting with the
recruitment and selection process.

Specific skills:

e Accuracy

e Evaluating

e Problem solving

e Prioritising

e Analysing

e Managing time

e Quality checking

e Attention to detail
¢ Organising

e Recording

e Communicating

e Presenting yourself
e Researching

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 30:

Unit code:
Unit credit:

Unit level:

Introduction

Provide administrative services for the issue of parking dispensations, including
permits, season tickets, suspensions, dispensations/waivers and blue badges.

Specific skills:

e Accuracy
e Evaluating

e Presenting yourself

e Researching
e Analysing
e Managing time

e Problem solving
e Using technology
¢ Communicating

e Monitoring

e Quality checking
e Decision-making

e Organising
e Recording

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 31: Bespoke software 2

Unit code: S236a
Unit credit: 3
Unit level: 5
Introduction

Select and use a wide range of intermediate bespoke software tools and techniques
for information that is at times non-routine or unfamiliar. Any aspect that is
unfamiliar may require support and advice from others. This standard is imported
from the e-skills IT Users suite.

Specific skills:

o Checking

e Communicating

¢ Presenting information
e Using technology

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 317
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 32: Specialist software 2

Unit code: S236b
Unit credit: 3
Unit level: 5
Introduction

Select and use a wide range of intermediate specialist software tools and techniques
for information that is at times non-routine or unfamiliar. Any aspect that is
unfamiliar may require support and advice from others. This standard is imported
from the e-skills IT Users suite.

Specific skills:

e Checking

e Communicating

¢ Presenting information
e Using technology

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 327
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Unit 33: Data management software 2
Unit code: S237

Unit credit: 3
Unit level: 5
Introduction

An intermediate user can select and use intermediate data management software
tools and techniques to:

¢ enter information into data management systems that is at times non-routine or
unfamiliar;

e retrieve information using multiple selection criteria; and
e produce customised reports from the system.

The data management system tools, functions and techniques will be described as
‘intermediate’ because:

e the software tools and functions involved will at times be non-routine or
unfamiliar; and

¢ the choice and use of input, manipulation and output techniques will need to
take account of a number of factors or elements.

Any aspect that is unfamiliar may require support and advice from others. This
standard is imported from the e-skills IT Users suite.

Specific skills:

¢ Analysing

e Presenting information
e Checking

e Using technology

¢ Organising

e Planning
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Unit 34: Database software 2

Unit code: 5238
Unit credit: 4
Unit level: 5
Introduction

Select and use intermediate database software tools and techniques to:

e enter information into databases, that is at times non-routine or unfamiliar;
e retrieve information by creating queries using multiple selection criteria; and
e produce reports by setting up menus or short cuts.

Also, create and modify single table, non-relational databases. Any aspects that are
unfamiliar may require support and advice from others. This standard is imported
from the e-skills IT Users suite.

Specific skills:

e Analysing

e Presenting information
e Checking

e Using technology

¢ Organising

e Planning
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Unit 35: Improving productivity using IT 2
Unit code: $239

Unit credit: 3
Unit level: 4
Introduction

Plan and review the use of predefined or commonly used IT tools for activities that
are at times non-routine or unfamiliar. As a result of reviewing their work, the
individual will be able to devise solutions to use IT tools to improve productivity. Any
aspect that is unfamiliar will require support and advice from other people.This
standard is imported from the e-skills IT Users suite.

Specific skills:

o Checking

¢ Negotiating

e Using technology

e Evaluating

e Organising

e Managing resources
¢ Planning

e Monitoring

e Problem solving
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Unit 36: IT security for users 2

Unit code: 5240
Unit credit: 2
Unit level: 5
Introduction

Avoid common security risks and control access to software and data; and use a
wider range of methods to protect software and data (eg from exchanging
information by e-mail or when downloading software from the Internet). This
standard is imported from the e-skills IT Users suite.

Specific skills:

o Checking

¢ Negotiating

e Using technology

e Evaluating

e Organising

e Managing resources
¢ Planning

e Monitoring

e Problem solving
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Unit 37: Presentation software 2

Unit code: S241
Unit credit: 4
Unit level: 5
Introduction

Select and use a wide range of intermediate presentation software tools and
techniques effectively to produce presentations that are at times non-routine or
unfamiliar. Any aspect that is unfamiliar may require support and advice from others.
This standard is imported from the e-skills IT Users suite.

Specific skills:

¢ Communicating

e Planning

e Evaluating

¢ Presenting information
e Managing time

e Using technology

¢ Organising
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Unit 38:
Unit code:
Unit credit:

Unit level:

Introduction

Select and connect up an IT system with a range of hardware, removable storage

Setting up an IT System 2

media and a communication service safely and run more advanced tests to check it is

working successfully. This standard is imported from the e-skills IT Users suite.

Specific skills:

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5
Issue 1 — August 2012 © Pearson Education Limited 2012

Checking
Negotiating

Using technology
Evaluating
Organising
Managing resources
Planning
Monitoring
Problem solving

381
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Unit 39: Spreadsheet software 2

Unit code: 5243
Unit credit: 4
Unit level: 5
Introduction

Select and use a wide range of intermediate spreadsheet software tools and
techniques to produce, present and check spreadsheets that are at times non-routine
or unfamiliar. Any aspect that is unfamiliar may require support and advice from
others. This standard is imported from the e-skills IT Users suite.

Specific skills:

Checking
Communicating
Presenting information
Using technology
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Unit 40: Using collaborative technologies 2
Unit code: S244

Unit credit: 4
Unit level: 5
Introduction

Facilitate the use of appropriate combinations of IT tool and devices for groups to
work collaboratively by:

¢ planning and selecting the IT tools and devices to be used for work purposes and
tasks;

e preparing and setting up access to collaborative technologies;
e presenting information and facilitating others contributions; and
e moderating the use of collaborative technologies.

Any aspect that is unfamiliar may require support and advice from others. This
standard is imported from the e-skills IT Users suite.

Specific skills:

e Communicating
e Presenting information
e Using technology
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Unit 41: Website software 2

Unit code: $245
Unit credit: 4
Unit level: 5
Introduction

Select and use a wide range of intermediate website software tools and techniques
to produce multiple-page websites. Any aspect that is unfamiliar may require support
and advice from others. This standard is imported from the e-skills IT Users suite.

Specific skills:

e Communicating

¢ Planning

e Evaluating

e Presenting information
e Managing time

e Using technology

e Organising

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 415
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 42: Word processing software 2

Unit code: S246
Unit credit: 4
Unit level: 5
Introduction

Select and use a range of intermediate word processing software tools and
techniques to produce documents that are at times non-routine or unfamiliar. Any
aspect that is unfamiliar may require support and advice from others. This standard
is imported from the e-skills IT Users suite.

Specific skills:

o Checking

e Communicating

¢ Presenting information
e Using technology
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Unit 43: Using e-mail 2

Unit code: $252
Unit credit: 3
Unit level: 5
Introduction

Understand and use a range of basic e-mail software tools to send, receive and store
messages for straightforward or routine activities. Any aspect that is unfamiliar will
require support and advice from others. This standard is imported from the e-skills IT
Users suite.

Specific skills:

¢ Communicating
e Presenting information
e Using technology
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Unit 44: Control payroll
Unit code: 5247

Introduction

Control the accuracy and compliance of the payroll. This standard is imported from
the FSSC Accountancy and Finance suite.

Specific skills:

o Checking

e Managing time

¢ Communicating
e Using technology
e Monitoring

¢ Problem Solving
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Unit 45; Account for income and
expenditure

Unit code: 5248

Introduction

Understand an organisation’s accounting processes and identify and correct or refer
any errors or discrepancies as well as maintain security and confidentiality of
information at all times. This standard is imported from the FSSC Accountancy and
Finance suite.

Specific skills:

e Checking

e Managing time

e Communicating
e Using technology
e Monitoring

e Problem Solving
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Unit 46: Draft financial statements
Unit code: 5249

Introduction

Draft financial statements of incorporated organisations following the preparation of
an initial trial balance. This standard is imported from the FSSC Accountancy and
Finance suite.

Specific skills:

o Checking

e Managing time

e Communicating
e Using technology
e Monitoring

e Problem Solving
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Unit 47: Contribute to running a project
Unit code: $324

Unit credit: 5
Unit level: 6
Introduction

Contribute to project planning and support the implementation and monitoring of
projects to achieve planned outcomes.

Specific skills:

e Application of number
e Managing resources
¢ Planning

e Analysing

e Managing time

e Prioritising

e Communicating

e Monitoring

¢ Problem-solving

e Evaluating

e Organising
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Unit 48: Design and produce documents in
a business environment

Unit code: S311
Unit credit: 4
Unit level: 6
Introduction

Design and produce high-quality, attractive documents to agreed specifications.

Specific skills:

e Checking

¢ Negotiating

e Using technology
e Designing

e Organising

e Listening

e Questioning

e Managing time

e Researching

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 477
Issue 1 — August 2012 © Pearson Education Limited 2012



7107 Pa3lWi] uolednp3 uosiead @ 710z Ish8ny — | anss|

— G 19A97 4DDS 1@ UOLBIISIUIWPY PUE SSUISNG UL Z DAS — SIIBPIPUED 10} %00q50T — E£6FECOAS

8Ly

saulpeap sullaaw Jo syyauaq pue asodund ay |

uol3dajoad eiep pue Ajleljuapliuod Jo asodind ayj

0S Op 0} MOy pue A124ndas pue Ajajes Juswndop ay3 suliols jo asodind ay

-

siy3 sutop
Joj 9sodind ay3 pue - Jewwels pue Sul))ads SuLpn)duUL - SSBUIDSII0D pue AdeIndde 10j ¥D3Yd 0} MOH

$109[q0 3X33-UoU pue 1x3} JnoAe) pue 935Ul 03 MOH

JUSWINDOP 3Y3 10} PAPaaU JUSJUOD 3]} 3SLURSIO pue |d.1easal 03 MOH

SJUSWNDOpP aAL}DRIYIRe pue Allenb-ysiy 9onpoud 0] papasu sa21nosal Jo sadA) ayJ

w|o |

sainjeay
utew 412y} pue 3x23 SuliLpa pue gulzewoy ‘suilindul 1oy a1qejteAe A3010uyda) Jo sadAy JualaLp Sy L

i

juswndop ay3 Jo uotdnpoud
9Y3 Joj aulpeap pue spaepueis Aijenb ‘91A3s ‘Quajuod ‘asodind ayj Sutaaisde Jo Ssyyauaq oyl

pajuasald aq Aew 1xa3 9y} YdLYM UL SJRWLIO) JUSISHIP 3L

pasn aq p)noys jeyl sajAls
JULWND0p a3 pue aonpoud pue ugLsap 03 payse oq Aew noA eyl sjuswniop Jo sadA) Juauailp 9yl

d

SjUSWNJ0p 3AlL}deI}IR pue Ajlenb-ysiy Sutdnpouad jo sjiyauaq pue asodind ay |

v

3lun ajoym ayj

104

ajeq

9DUSPLAd Jo adA)

98pajmouy

‘pJepuels Yoea Joj Sulpuelsiapun pue 35pajMouy JNOA 91eIISUOWSP 03 DUSPLAS JUSLILIINS DALS ISNW NOA JUSWS)D SIY) dA3LYDdR 0]

MoUY 3snw NOA Jeym




7107 P33LWi] Uolednp3 uosiead @ 7107 Isnsny — | anss|

6Ly — G 19A97 4DDS 18 UOLLJISIUIPY PUR SSAUISNG UL Z DAS — SIIBPIPUED J0J %00q807 — E6FEEOAS
8uluaea) Jorid Jo uonLUS0da1 JO SDUSPIAS = TdY ABajeuys Juswssasse ayj Aq paniwiad aJ3ym ‘uolje|nNWILS WOy SWO0dIN0 = §
Auow3say ssaupm Jadxa = md3 SjJUNOdJe 9AL3D3)49. J0o/puUe sjuawaje)s Jeuostad = vy
Auow3sa) SSOUILM/SIUSWAJR]S DIJUBYINe = | M }IOM s 19uled] 3y} Jo s3onpoid = d | :£ay uwinjo)
salpn3s ased/3dafoad ‘yuawusisse = y 8utuorsanb uaj3LIM J0 JeJ0 WOy SBW0d3IN0 = YBD
uolissnasip Jeuolssajoud = ad Jossasse 119y} Aq aouewlioylad s, 19uU1e3] 3Y) JO UOLIRAISS]O 1234Ip = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 Pa3lWi] uolednp3 uosiead @ 710z Ish8ny — | anss|

— G 19A97 4DDS 18 UOLRJISIUIWPY pUR SS3UISNG UL Z DAS — SIIBPIPURD I0J 3009807 — E6FEEOAS 08y
:91e( :(91qeondde J1) JaL4LIA JRUIDIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUId)X o) pajuasald aq Aew pue tun Siy} Joj patjidads spiepuels ay3 S}19aW YJom pajdwes s,a3eplpued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



I8y

7107 PaItWi] uoL3edNp3 Uosiead @ 710z Isnsny — | anss|
— G 19A97 4DDS 18 UOLLJISIUIPY PUR SSAUISNG UL Z DAS — SIIBPIPUED J0J %00q807 — E6FEEOAS

saulpeap

paaJse UlYlm Jewlo) palinbal ayl ut 1xXa] ay3 Juasald

Alessadau uaym ‘syuawalinbal Juswnoop AjLie)

o

suol}ed0)
paAoadde ul A}24n23s pue Ajajes Juawindop ayj a103S

Auessadau se 5ul3d9410d pue Sullpa ‘Adeandde Joy ya9y)

1n0AR) paaude ayj ul $329[qo I1Xa3-uou a3easalu|

9)A1s paaJde ayy Ul JuswWNI0p 3yl adnpoud pue uslsaQ

0 [© [~ |

A8ojouydal
d)ge)leAe JO asn Jualdlyyd pue ajetidoidde ayew

<

Papaau JUSIU0D dY3 3SIURSIO pue Ydieasay

papasu $324n0sal a3 aledaud pue Ajluap|

JUSWNJ0p 3Y3 J0} Ssauljpesp pue
spJepuels Aihenb ‘91A1s ‘quajuod ‘asodind ayy 92.8y

I

:3snw noA pJepuejls jeuoljeu 9y3j jo9W O |

ajeq

ERTEETEN
oljoj1.104

9JUSPIAD
Jo adA)

ajeq

ERTEYETEN
oljoj1.104

9JUSPIAD
Jo adA)

9dUeW.I0419(

‘pJepuels yoea Joj 90u932dwod INOA 91 JISUOWSP 03 SDUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dA3LYde O

op Ishw noA jJeym

JusaWUOILlAUD SSaulsng e Ul sjuswndop wu_.:uo._n_ pue usisaq




7107 Pa3lWi] uolednp3 uosiead @ 710z Ish8ny — | anss|
— G 19A97 4DDS 18 UOIEIISIUIWPY PUE SSAUISNG UL Z DAS — S9IBPIPUED 10J %00G50T — £67EEOAS

8y
8uluaea) Jorid Jo uonLUS0da1 JO SDUSPIAS = TdY A8ajeays Juawssasse ayj Aq papiwiad a1aym ‘uoljejnuils Woly SWOodINO0 = §
Auow3say ssaupm Jadxa = md3 SJUNODDR SAL}I3)J3J JOo/puk sjuswaje)s jeuostad = vy

Auow3sa) SSOUILM/SIUSWAJR]S DIJUBYINe = | M }IOM s 19uled] 3y} Jo s3onpoid = d | :£ay uwinjo)
salpn3s ased/3dafoad ‘yuawusisse = y Suluonysanb uajjLIM Jo |eIO WOy SSWOOINO0 = VB
uolissnasip Jeuolssajoud = ad Jossasse 119y} Aq aouewlioylad s, 19uU1e3] 3Y) JO UOLIRAISS]O 1234Ip = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 P33LWi] Uolednp3 uosiead @ 7107 Isnsny — | anss|

€8y — G 19A97 4DDS 18 UOHERJISIUIWPY PUe SSAUISNG UL Z DAS — SIIEPLPURD 0} 500q80T — E6FEEO0NS
:91e( :(91qeondde J1) JaL4LIA JRUIDIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUId)X o) pajuasald aq Aew pue tun Siy} Joj patjidads spiepuels ay3 S}19aW YJom pajdwes s,a3eplpued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



484 SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012



Unit 49: Prepare text from notes using
touch typing (60 wpm)

Unit code: 5312
Unit credit: 4
Unit level: 6
Introduction

Present accurate and correct text in an agreed format, from notes, using touch
typing at a speed of 60 words per minute.

Specific skills:

o Checking

e Using technology
e Listening

e Managing time

e Questioning
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Unit 50: Prepare text from shorthand (80

wpm)
Unit code: $313
Unit credit: 8
Unit level: 6

Introduction

Take shorthand notes and produce accurate and correct text in an agreed format
from these notes, at a minimum speed of 80 words per minute.

Specific skills:

o Checking

e Questioning

e Listening

e Using technology
e Managing time

e Noting
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Unit 51: Prepare text from recorded audio
instruction (60wpm)

Unit code: S314
Unit credit: 4
Unit level: 6
Introduction

Transcribe accurate and correct text in an agreed format from an audio recording, at
a minimum speed of 60 words per minute.

Specific skills:

o Checking

e Using technology
e Listening

e Managing time

e Questioning

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 497
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Unit 52: Organise and co-ordinate events

Unit code: $319
Unit credit: 8
Unit level: 6
Introduction

Agree a brief and budget for organising an event and decide the operational
activities and technical requirements to deliver the event.

Specific skills:

e Checking

¢ Interpersonal skills
e Monitoring

e Problem-solving

¢ Communicating

o Leading

o Negotiating

¢ Decision-making

e Managing resources
e Organising

e Evaluating

e Managing time

e Planning

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 53: Plan and organise meetings

Unit code: $320
Unit credit: 5
Unit level: 6
Introduction

Plan and organise meetings, ensuring the necessary activities are carried out before,
during and after the meeting.

Specific skills:

e Communicating

e Managing resources
¢ Planning

e Checking

e Managing time

¢ Problem-solving

e Evaluating

o Negotiating

¢ Interpersonal skills
e Organising
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Unit 54: Organise business travel or

accommodation
Unit code: 5321
Unit credit: 5
Unit level: 6

Introduction

Research, organise and agree arrangements for travel and accommodation to make
sure they meet the brief and agreed budget.

Specific skills:

¢ Communicating
e Managing time

e Problem-solving
o Checking

¢ Negotiating

e Researching

¢ Decision-making
e Organising

e Evaluating

¢ Planning
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Unit 55: Make and receive telephone calls
Unit code: S106

Unit credit: 3
Unit level: 5
Introduction

Make, receive or transfer telephone calls in line with organisational requirements.

Specific skills:

e Communicating
Personal presentation
Questioning
Summarising
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Unit 56: Develop a presentation

Unit code: $309
Unit credit: 3
Unit level: 6
Introduction

Research, plan and prepare a presentation for specific audiences.

Specific skills:

e Communicating
e Researching

e Evaluating

e Organising

¢ Planning

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 57: Deliver a presentation

Unit code: $310
Unit credit: 3
Unit level: 6
Introduction

Prepare for, deliver and evaluate a formal presentation.

Specific skills:

e Communicating
¢ Planning

e Evaluating

e Managing time
¢ Organising
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Unit 58: Deliver, monitor and evaluate
customer service to internal

customers
Unit code: $325
Unit credit: 3
Unit level: 6

Introduction

Deliver, monitor, evaluate and improve services to meet internal customer needs.

Specific skills:

e Evaluating

e Listening

e Monitoring

o Negotiating

e Problem-solving
e Questioning
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Unit 59: Deliver, monitor and evaluate
customer service to external

customers
Unit code: $326
Unit credit: 3
Unit level: 6

Introduction

Deliver, monitor, evaluate and improve services to meet external customer needs.

Specific skills:

e Evaluating

e Listening

e Monitoring

¢ Negotiating

¢ Problem-solving
e Questioning
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Unit 60: Support the design and
development of information

systems
Unit code: $315
Unit credit: 7
Unit level: 6

Introduction

Contribute to the design and support the development of information systems to
meet users’ needs.

Specific skills:

e Analysing

¢ Organising

e Using technology

e Evaluating

¢ Planning

e Managing resources
e Problem solving

o Negotiating

e Researching
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Unit 61: Monitor information systems
Unit code: S316

Unit credit: 7
Unit level: 6
Introduction

Maintain and monitor information systems to meet agreed specifications within
legislation and organisational requirements.

Specific skills:

e Analysing

e Monitoring resources
e Problem-solving

e Developing others
e Negotiating

e Researching

e Evaluating

e Organising

e Using technology
e Monitoring

e Planning
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Unit 62: Analyse and report data

Unit code: S317
Unit credit: 6
Unit level: 6
Introduction

Select, organise, analyse and report data.

Specific skills:

e Analysing

¢ Planning

e Using technology

e Communicating

¢ Presenting information
e Decision-making

e Problem-solving

¢ Organising

e Researching
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Unit 63:

Unit code:
Unit credit:

Unit level:

Introduction

Provide administrative support in
schools

S329
8
6

Work with school contacts and wider community contacts to contribute to school
goals and priorities

School contacts include pupils and students; parents; guardians; carers; colleagues;
and governing bodies. Wider community contacts include community organisations;
relevant authorities; children’s services; welfare services; local businesses; the

police; and regulatory bodies.

Specific skills:

Analysing
Managing conflict
Organising
Researching
Communicating
Managing time
Planning

Team working
Evaluating
Negotiating
Prioritising

Using technology
Literacy
Numeracy
Problem solving
Writing
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Unit 64: Administer parking and traffic
challenges, representations and
civil parking appeals

Unit code: $330
Unit credit: 9
Unit level: 6
Introduction

Provide administrative services for parking challenges, representations and civil
parking notice (CPN) appeals. Civil parking notice means any parking or traffic notice
issued in relation to any contravention or infringement of contract under current
legislation. There is no statutory appeals process for parking on private land,
therefore the civil penalty notice appeal process has been included in this standard.

Specific skills:

e Analysing

e Interpersonal skills
e Presenting yourself
¢ Communicating

e Managing time

¢ Problem solving

¢ Decision-making

o Negotiating

e Researching

e Evaluating

e Organising

e Using technology
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Unit 65: Administer statutory parking and
traffic appeals

Unit code: $331
Unit credit: 9
Unit level: 7
Introduction

Process documentation and respond to statutory appeals against parking penalty
charge notices (PCN) including those following a successfully filed statement of truth
on grounds 1, 2, 3 or 4. This standard covers the statutory appeals process. Civil
parking notice (CPN) appeals for which there is no statutory process are covered in
standard 329 Administer challenges, representations and CPN appeals. Civil parking
notice means any parking or traffic notice issued in relation to any contravention or
infringement of contract under current legislation.

Specific skills:

e Accuracy

e Evaluating

e Presenting yourself
e Researching

e Analysing

o Letter writing

e Problem solving
e Using technology
¢ Communicating
e Managing time

e Quality checking
¢ Decision-making
e Organising

e Recording

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 635
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 66: Administer parking and traffic
debt recovery

Unit code: $332
Unit credit: 6
Unit level: 7
Introduction

Provide administrative services for the recovery of parking and traffic debt.

Specific skills:

e Accuracy

e Evaluating

e Presenting yourself
e Researching

e Analysing Managing time
¢ Problem solving

e Using technology

e Communicating

e Monitoring

e Quality checking

e Decision-making

¢ Organising

e Recording
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Unit 67: Use occupational and safety
guidelines when using keyboards

Unit code: 5112
Unit credit: 2
Unit level: 4
Introduction

Position the relevant parts of the body safely when typing at a workstation.

Specific skills:

¢ Communicating
e Planning
e Problem solving
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Unit 68: Bespoke Software 1

Unit code: S114 a
Unit credit: 2
Unit level: 4
Introduction

Use basic bespoke software tools and techniques appropriately for straightforward or
routine information. Any aspect that is unfamiliar will require support and advice
from others. This standard is imported from the e-skills IT Users suite.

Specific skills:

e Checking

e Communicating

e Presenting information
e Using technology
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Unit 69: Specialist Software 1

Unit code: S114 b
Unit credit: 2
Unit level: 4
Introduction

Use basic specialist software tools and techniques appropriately for straightforward
or routine information. Any aspect that is unfamiliar will require support and advice
from others. This standard is imported from the e-skills IT Users suite.

Specific skills:

e Checking

e Communicating

e Presenting information
e Using technology
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Unit 70: Data management software 1
Unit code: S115

Unit credit: 2
Unit level: 4
Introduction

Use basic data management software tools and techniques to:

e enter straightforward or routine information using pre-set data-entry screens;
e retrieve information by running predefined methods; and

e produce reports using predefined menus or short cuts.

This standard is imported from the e-skills IT Users suite.

Specific skills:

¢ Analysing

e Presenting information
e Checking

e Using technology

¢ Organising

e Planning
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Unit 71: Database software 1

Unit code: S116
Unit credit: 3
Unit level: 4
Introduction

Use basic database software tools and techniques to:

e enter straightforward or routine information into a database;
e set up a single table in a flat file database;

e retrieve information by running routine queries; and

e produce reports using predefined menus or short cuts.

The structure and functionality of the database will be predefined. Any aspects that
are unfamiliar will require support and advice from others.

This standard is imported from the e-skills IT Users suite.

Specific skills:

e Analysing

e Presenting information
e Checking

e Using technology

e Organising

¢ Planning
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Unit 72: Improving productivity using IT 1
Unit code: $117

Unit credit: 3
Unit level: 4
Introduction

Plan and review their use of predefined or commonly used IT tools for activities that
are straightforward or routine. As a result of reviewing their work, an individual will
be able to identify and use automated methods or alternative ways of working to
improve productivity. Any aspect that is unfamiliar will require support and advice
from other people. This standard is imported from the e-skills IT Users suite.

Specific skills:

o Checking

¢ Negotiating

e Using technology

e Evaluating

e Organising

e Managing resources
¢ Planning

e Monitoring

e Problem solving
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Unit 73: IT security for users 1

Unit code: S118
Unit credit: 1
Unit level: 4
Introduction

Identify day-to-day security risks and the laws and guidelines that affect the use of
IT; and use simple methods to protect software and personal data (eg risks from
people getting access to it who are not authorised, from viruses or from hardware
not working properly).This standard is imported from the e-skills IT Users suite.

Specific skills:

o Checking

¢ Negotiating

e Using technology

e Evaluating

e Organising

e Managing resources
¢ Planning

e Monitoring

e Problem solving
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Unit 74: Presentation software 1

Unit code: S119
Unit credit: 3
Unit level: 4
Introduction

Use a range of basic presentation software tools and techniques to produce
straightforward or routine presentations. Any aspect that is unfamiliar will require
support and advice from others. This standard is imported from the e-skills IT Users
suite.

Specific skills:

¢ Communicating

e Planning

e Evaluating

¢ Presenting information
e Managing time

e Using technology

¢ Organising
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Unit 75:
Unit code:
Unit credit:

Unit level:

Introduction

Connect up the basic components of an IT system, removable storage media and a
communication service safely using default setup routines and run simple tests to

Set up an IT System 1

check it is working successfully. This standard is imported from the e-skills IT Users
suite.

Specific skills:

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012

Checking
Negotiating

Using technology
Evaluating
Organising
Managing resources
Planning
Monitoring
Problem solving
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Unit 76: Spreadsheet Software 1

Unit code: S121
Unit credit: 3
Unit level: 4
Introduction

Use a range of basic spreadsheet software tools and techniques to produce, present
and check spreadsheets that are straightforward or routine. Any aspect that is
unfamiliar will require support and advice from others. This standard is imported
from the e-skills IT Users suite.

Specific skills:

o Checking

e Communicating

¢ Presenting information
e Using technology

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 731
Issue 1 — August 2012 © Pearson Education Limited 2012
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Unit 77: Using collaborative technologies 1

Unit code: S122
Unit credit: 3
Unit level: 4
Introduction

Safely use IT tool and devices to work collaboratively by:

e preparing and accessing IT tools and devices;

e playing a responsible and active role in real-time communication; and
e contributing relevant information.

Any aspect that is unfamiliar will require support and advice from others.
This standard is imported from the e-skills IT Users suite.

Specific skills:

e Communicating
e Presenting information
e Using technology

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 —
Issue 1 — August 2012 © Pearson Education Limited 2012

741



7107 PaLWi] uoL3ednp3 uosiead @ 710z Isnsny — | anss|

— G 19497 4DDS 1B UOIB.SIUIWPY PUE SSDUISNG UL 7 DAS — SIBPIPUED J0J %00G50T — E65EEOAS wl

:(3)1qedydde j1) 95USplAS JeUOLIPPY

djay 198 01 a1aym pue saL50)0uYIa} dAIIRIOGR]|0D YIm Wwa)qold e st auayy usaym Aj1ausp)

UOLJeWIoUL SS3DJ€ 03 SI3UJ0 MOe 03 39S aJe suolssiwiad Aym pue Jeym Aj1auapi

S9L80)0UYDa] ALIRIOqR] 10D Sulsh 03 Ajdde suolylpuod pue Swal Jeym AjLauap|

eIPaW UOLILDIUNWWOD JUSI34JIP 04 3SN 0} SIDIASP pue )00} AS010UYDa] SAIIRI0R] 10D UDLIYM AJ13uap)

S9WO0D3NO0 padadxa pue Sa180)0UYId} SALJeI0qe] 0D Bulsn 10} asodind ayy Aj13uap|

IsnJ3 ajowold 03 pasn ate spoyiaw jeym Aj3usp)

sansst A3LINdas pue A}ajes auluo 11odal 03 MOy pue uaym Ajlausp)

< |0 |U |0 |uww ol

way3 ploAe 03 juepsodwit st 3t Aym pue AS010uyda] SA13RI0gR]10D SUlsn UL SYSLI AJ13usp|

31un 3j0YyMm 3y} 104

ajeq

9DUSPLAd Jo adA)

98pajmouy

‘pJepuels Yoea Joj Sulpuelsiapun pue 35pajMouy JNOA 91eIISUOWSP 03 DUSPLAS JUSLILIINS DALS ISNW NOA JUSWS)D SIY) dA3LYDdR 0]

MoUY 3snw NOA Jeym




1374

7107 P33iWl] uolednp3 uosiead @ 7107 Isnsny — | anss|
— G 19497 4DDS 1B UOIIRIISIUIWPY PUE SSUISNG UL 7 DAS — SIBPLPUED J0J 4004807 — E65EEOAS

:91eQg :(91geonidde 1) Js1jLISA JeuISUL SULUSLSISIUNOD

:93eQq :24NJRUSLS JSLJLISA JeUIDIU|

"UOLIRDLILIDA 1eUIDIXD J0) pajuasald aq Aew pue upn Sty3 Joj patjdads spiepuels ayl S199W 3Jom pajdwes s, 21epLpued ayl 1eyy WILuod |

:91eQ :(91geondde 1) aianjeusis J0ssasse SULUBLSI9IUNOD

:91e(Q :21NJeUSLS J0SSISSY

"J1Un Syl Jo syuawalinbal ayy 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

"spJepue)s jeuolzedndd(Q JeuUOLIeN Y] JO SJUSWAIINDaL aY3 S19aW pue YJOM UMO AW SL JLUM SLY3 UL PajLeIap SJUSPIAS ay3 Jey] WLuod |

Suluaea) Jorid jJo uol3lu§0d9. JO SOUSPIAD = 1dY A89jeu3s Juswssasse ay} Aq papiwiad 919yMm ‘uoljejnuwils Wouy 3wodlno = §
Auow3sa) sSaUNM 1Jadxa = MdT SJUN0DDE 9AL}D3)J3J Jo/pue sjuawaje)s jeuostad = vy

Auow3sa) SSBUIIM/SIUSWR]S DIJUSYINe = | M )JOM s, Jdulea) ay3 jo synpouid = ¢ :Aay uwnjo)
salpnjs ased/3dafoad ‘yuawusisse = y Suluorisanb uajjLIM Jo JeJO WO SBWODIN0 = YBD

uolssnosip Jeuolssajold = ad Jossasse 119y} Aq aduew0y1ad s,19ule3] 3y} JO UOLIRAISSCO 3I31Ip = O



7107 P2)LWL] uoliedNnp3 uosiead @ 7107 Isn8ny — | anss|
— G 19497 4DDS 1B UOIB.SIUIWPY PUE SSDUISNG UL 7 DAS — SIBPIPUED J0J %00G50T — E65EEOAS

144

:(3)1qeoydde j1) 35USplAS JeUOLIPPY

uolyew.ojul Jo sadA} JuaJaj)lp pue sal3luapl
SULUO ,SJSYI0 UO SYDaYd pJemioyiysielis 3no Aie) g

A8ojouydal
SA13810QR]10D YIIM SUYJIOM J10J SSULISPING MO)104 |

:3snw noA pJepuejls jeuoljeu 9y3j jo9W O |

ajeq

ERIESETEN|
0l]j0j3.10d

9DUSPIAS
Jo adA

ajeq

ERTEYETEN
oljoj1.104

9DUSPIAD
Jo adA

9dUeW.I0419(

‘pJepuels yoea Joj 90u932dwod INOA 91 JISUOWSP 03 SDUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dA3LYde O

op Ishw noA jJeym

ASo)jouyoa3 aAl3eIoqR]|0D SUISN USYM 31Nd3s pue ajes Aeis :| Juawa|3




GyL

7107 P33iWl] uolednp3 uosiead @ 7107 Isnsny — | anss|
— G 19497 4DDS 1B UOIIRIISIUIWPY PUE SSUISNG UL 7 DAS — SIBPLPUED J0J 4004807 — E65EEOAS

:91eQg :(91geonidde 1) Js1jLISA JeuISIUL SULUSISIDIUNOD)

:93eQ :24NJRUSLS JSLJLISA JeUIDIU|

"UOLIRDLILIDA 1eUIDIXD J0) pajuasald aq Aew pue jtupn Sty3 Joj patjdads spiepuels ayl s19aW yiom pajdwes s,21epLpued ayl 1eyy WILuod |

:91eQ :(91geondde 1) aianjeusis J0ssasse SULUBLSI9IUNOD

:91e(Q :21NJeUSLS J0SSISSY

"J1Un Syl Jo syuawalinbal ayy 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

"spJepue)s jeuolzedndd(Q JeuUOLIeN Y] JO SJUSWAIINDaL aY3 S19aW pue YJOM UMO AW SL JLUM SLY3 UL PajLeIap SJUSPIAS ay3 Jey] WLuod |

Suluaea) Jorid jJo uol3lu§0d9. JO SOUSPIAD = 1dY A89jeu3s Juswssasse ay} Aq papiwiad 919yMm ‘uoljejnuwils Wouy 3wodlno = §
Auow3sa) sSaUNM 1Jadxa = MdT SJUN0DDE 9AL}D3)J3J Jo/pue sjuawaje)s jeuostad = vy

Auow3sa) SSBUIIM/SIUBWAIR]S DIUSYINE = | M )JoM s Jdulea) ay3 jo synpoud = ¢ :Aay uwnjo)
salpnjs ased/3dafoad ‘yuawusisse = y Suluorisanb uajjLIM Jo JeJO WO SBWODIN0 = YBD

uolssnosip Jeuolssajold = ad Jossasse 119y} Aq aduew0y1ad s,19ule3] 3y} JO UOLIRAISSCO 3I31Ip = O



7107 Pa3LWi] Uolednp3 uosiead @ 7107 IsnN8ny — | anss|

— G 19497 4DDS 1B UOIRIISIUIWPY PUE SSAUISNG UL 7 DAS — SIBPIPURD J0J %00G80T — E6FEEOAS

WL

:(3)1qeoydde j1) 35USplAS JeUOLIPPY

3IOM dA13RI0gR]10D
03 9)nqLI3u0d
01 hoA 9\qeud
11IM Jey] sadlAsp
pue 5100} ]| dn 39S ‘¢

:3snw NoA paepue)s
Jeuoljeu ayj 398w o

ajeq

ERIIEIETEN]
01]0§3404

9JU3pIAd
jo adA )

ajeq

ERTESEYEN]
0110§3404

92U3pIAd
jo adA)

ajeq

ERTESEYEN]
0110§3404

92U3pIAD
Jo adA)

9duew.uojiod

‘pJepue)s yoea 104 95ua3adwod IN0A 93eIISUOWSP 03 SDUSPLAS JUSLILLINS SALS ISNW NOA JUSW)S SIY] SASLYDR O]

op 3shw NoA jJeym

Su}JOM 9AIILI0QR]|0D 10} SBDIASP pue S]00) || SS@3de pue dn 335 :Z JUswWsa|3




yAZA

7107 P33LWi] UoledNnp3 uosiead @ 7107 Isnsny — | anss|
— G 19A97 4DDS 18 UOEAISIUIWPY PUR SSIUISNG UL 7 DAS — S91BPIPUED J0J 400q80T — E6VEEOAS

:91eQg :(91geonidde 1) Js1jLISA JeuISIUL SULUSISIDIUNOD)

:93eQ :24NJRUSLS JSLJLISA JeUIDIU|

"UOLIRDLILIDA 1eUIDIXD J0) pajuasald aq Aew pue jtupn Sty3 Joj patjdads spiepuels ayl s19aW yiom pajdwes s,21epLpued ayl 1eyy WILuod |

:91eQ :(91geondde 1) aianjeusis J0ssasse SULUBLSI9IUNOD

:91e(Q :21NJeUSLS J0SSISSY

"J1Un Syl Jo syuawalinbal ayy 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

"spJepue)s jeuolzedndd(Q JeuUOLIeN Y] JO SJUSWAIINDaL aY3 S19aW pue YJOM UMO AW SL JLUM SLY3 UL PajLeIap SJUSPIAS ay3 Jey] WLuod |

Suluaea) Jorid jJo uol3lu§0d9. JO SOUSPIAD = 1dY A89jeu3s Juswssasse ay} Aq papiwiad 919yMm ‘uoljejnuwils Wouy 3wodlno = §
Auow3sa) sSaUNM 1Jadxa = MdT SJUN0DDE 9AL}D3)J3J Jo/pue sjuawaje)s jeuostad = vy

Auow3sa) SSBUIIM/SIUSWR]S DIJUSYINe = | M )JOM s, Jdulea) ay3 jo synpouid = ¢ :Aay uwnjo)
salpnjs ased/3dafoad ‘yuawusisse = y Suluorisanb uajjLIM Jo JeJO WO SBWODIN0 = YBD

uolssnosip Jeuolssajold = ad Jossasse 119y} Aq aduew0y1ad s,19ule3] 3y} JO UOLIRAISSCO 3I31Ip = O



7107 Pa3LWI uoLlednp3 uosiead @ 710z Isnsny — | anss|
— G 19497 4DDS 1B UOIRIISIUIWPY PUE SSAUISNG UL 7 DAS — SIBPIPURD J0J %00G80T — E6FEEOAS

8vL

uoljew.ojuL pas} 03 Japeal eiep e asn pue dn3as “/

$315010UYDa] 9AL11LI0QR]|0D JO JUSWUOIIAUS 3y} asuey) 9

$3180]0UYD3] 2ALJRI0QR])0D UO SSULIas diseq Isnlpy G

¥Se] SA11eI0QR]|0D B 10} papasu
$2180)0UYD3) 9ALJRI0QR]|0D SSIIDR 0] S|LeIdp UDALS asn ¢

:3snw noA pJepuejls jeuoljeu 9y3j jo9W O |

ajeq

ERIEYETEN]
oljoj1104

9JUSPIAD
Jo adA)

ajeq

ERIESETEN]
0l]joj3.10d

9DUSPIAD
Jo adA

9dUeW.I0419(

‘pJepuels yoea Joj 90u932dwod INOA 91 JISUOWSP 03 SDUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dA3LYde O

op Ishw noA jJeym

asn 10} sa150jouyda) aAle.Ioqe]|od atedald ;€ Juswa|3




7107 P33LWi] UoledNnp3 uosiead @ 7107 Isnsny — | anss|

6vL — G 19A97 4DDS 18 UOEAISIUIWPY PUR SSIUISNG UL 7 DAS — S91BPIPUED J0J 400q80T — E6VEEOAS
Suluaea) Jorid Jo UOILUS0IDL JO SDUSPIAS = TdY A8aje.3s Juswssasse ayj Aq paniwiad a1aym ‘uoliejnuils Woly SWodINo = §
Auow3sa) sSaUNM 14adxa = Md3 SJUNODDR 9AL}I3)43.4 JO/pue sjusawaje)s jeuostad = vy
Auow)sa) SSaUIIM/SIUSWSLR)S DIUSYINe = | M )JOM s, 13uuea] ayj Jo syonpoud = ¢ :£23 uwnjo)
saipnjs ased/3dafoad ‘Quawusisse = y Suluonysanb US)jLIM 1O |eIO WOy SBWO0IIN0 = YBD
uolssnosip Jeuolssajold = g4 10ssasse 118y} Aq aouewoiad s,19u4ea] 3yl JO UOLIeAISSJO 323UIp = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 Pa3LWi] Uolednp3 uosiead @ 7107 IsnN8ny — | anss|

— 619437 4DDS 38 UOLIRIISIULWPY PUE SSBULSNG UL 7 DAS — SDIBPLPURD 0} 3004807 — E6FEEOAS 05/
:91e( :(91qeondde j1) JaL4LIA JRUISIUL SULUSLSI9IUNOYD)
:91eq :9JNJeusLs JSLJLIDA Jeulalu|

"UOLJBDLJLISA 1eUID)XD J0oj pajuasald aq Aew pue tun siy} Joj patjidads spiepuels ay3 S}9aW YJom pajdwes s,a3epipued ay3 jey) WLILJUoD |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLulsSIaIuUN0)

9l :24neusls JOSSOSSyY

"JIUN SIY} JO SjuswWalinbal ay3 Jje paAalyoe sey ajepipued ayj eyl WLuod |

:93eQq :2injeusls ajeplpue)

‘spJepuels JeuolyednddQ JeUOlIeN Sy JO SIUSWAIINDaJ Y] $199W pue ¥I0M UMO AW SL 31U SIY] UL PI)LRISP SDUSPLIAS Y} 1By WILIUOD |



7107 P33LWi] UoledNnp3 uosiead @ 7107 Isnsny — | anss|

— G 19497 4DDS 1B UOIIRIISIUIWPY PUE SSUISNG UL 7 DAS — SIBPLPUED I0J 4004507 — E6FEEOAS

lGL

:(a1qedydde y1) a5uspiAa Jeuollippy

sa18010uUYyd9)
dAl11e10qR]10D YUM swayqold a)dwis 03 puodsay 0L

SUD{JOM SALIRIO0QR]10D JO SWODINO
paaJse ay) sutAlydte pue guidnpouad 03 93NqLIIU0) "6

gupjJom
dA13eI0QR]10D 01 AJ19A11D0R pue Ajqisuodsal 93nqLijuo) g
:Jsnw NoA piepuejs |euolieu ayj 399W 0]

ERIESETEN 9DUIPIAD ERINEFETEN 9DUSPIAD

ajeq 01]0J310d Jo adA] | a3eq 01]0J310d Jo adA) 9dueW.I0419d

‘pJepuels yoea Joj 90u932dwod INOA 91 JISUOWSP 03 SDUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dA3LYde O

op Ishw noA jJeym

sa180]0uyDa] aA13R10qR]|)0D Sulsh SySe3 03 3NJLIJUO) f JUSWI|]




7107 Pa3LWi] Uolednp3 uosiead @ 7107 IsnN8ny — | anss|

— G 19A97 4DDS 18 UOLRIISIULWPY pU SS3UISNG UL Z DAS — SSIBPIPURD 0} 3004507 — E6FEE0NS 5.
:91eQg :(91geonidde 1) Js1jLISA JeuISIUL SULUSISIDIUNOD)
:91eQq :2JNJeuSLS JSLJLIDA JeuIdIU|

"UOLIRDLILIDA 1eUIDIXD J0) pajuasald aq Aew pue jtupn Sty3 Joj patjdads spiepuels ayl s19aW yiom pajdwes s,21epLpued ayl 1eyy WILuod |

:91eQ :(91geondde 1) aianjeusis J0ssasse SULUBLSI9IUNOD

:91e(Q :21NJeUSLS J0SSISSY

"J1Un Syl Jo syuawalinbal ayy 11e paAalyde sey ajepipued ay3 eyl WILJUOD |

:91eQ :aJnjeusis ajepipue)

"spJepue)s jeuolzedndd(Q JeuUOLIeN Y] JO SJUSWAIINDaL aY3 S19aW pue YJOM UMO AW SL JLUM SLY3 UL PajLeIap SJUSPIAS ay3 Jey] WLuod |

Suluaea) Jorid jJo uol3lu§0d9. JO SOUSPIAD = 1dY A89jeu3s Juswssasse ay} Aq papiwiad 919yMm ‘uoljejnuwils Wouy 3wodlno = §
Auow3sa) sSaUNM 1Jadxa = MdT SJUN0DDE 9AL}D3)J3J Jo/pue sjuawaje)s jeuostad = vy

Auow3sa) SSBUIIM/SIUSWR]S DIJUSYINe = | M )JOM s, Jdulea) ay3 jo synpouid = ¢ :Aay uwnjo)
salpnjs ased/3dafoad ‘yuawusisse = y Suluorisanb uajjLIM Jo JeJO WO SBWODIN0 = YBD

uolssnosip Jeuolssajold = ad Jossasse 119y} Aq aduew0y1ad s,19ule3] 3y} JO UOLIRAISSCO 3I31Ip = O



Unit 78: Website Software 1

Unit code: S123
Unit credit: 3
Unit level: 4
Introduction

Use basic website software tools and techniques appropriately to produce
straightforward or routine single web pages from pre-set templates. Any aspect that
is unfamiliar will require support and advice from others. This standard is imported
from the e-skills IT Users suite.

Specific skills:

¢ Communicating

e Planning

e Evaluating

¢ Presenting information
e Managing time

e Using technology

¢ Organising

SV033493 — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 753
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Unit 79: Word Processing Software 1

Unit code: S124
Unit credit: 3
Unit level: 4
Introduction

Use a range of basic word processing software tools and techniques to produce
appropriate, straightforward or routine documents. Any aspect that is unfamiliar will
require support and advice from others. This standard is imported from the e-skills IT
Users suite.

Specific skills:

o Checking

e Communicating

e Presenting information
e Using technology
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Unit 80: Using Email 1

Unit code: S113
Unit credit: 2
Unit level: 4
Introduction

Understand and use a range of basic e-mail software tools to send, receive and store
messages for straightforward or routine activities. Any aspect that is unfamiliar will
require support and advice from others. This standard is imported from the e-skills IT
Users suite.

Specific skills:

¢ Communicating
e Presenting information
e Using technology
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Unit 81: Calculate Pay
Unit code: 5125

Introduction

Calculate employees’ gross and net pay, which includes: calculating gross pay;
processing entitlements and deductions; and resolving employees’ queries about
their pay. This standard is imported from the FSSC Accountancy and Finance suite.

Specific skills:

o Checking

e Managing time

e Communicating
e Using technology
e Monitoring

e Problem Solving
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