Administration Certificate OCR Level 1                     2011/12
Adult & Community Education Course Information

	 Venue
	Day
	Start Date
	End Date
	Start Time
	End Time

	
	
	
	
	
	

	Level of Study
	Level 1


	No. of weeks
	39

	Hours per week
	2.5

	Course Fees  


	You may be entitled to either a free course or support with your fees and other costs.  Please ask at your centre.


	Additional costs
	

	Qualification aim
	OCR Level 1 Certificate in Administration


	Who is it for?
	· People who are new to the skills and knowledge required for working in administration.

People who are studying in preparation for employment in an administrative role or in preparation for undertaking a Business and Administration NVQ.

People who are already employed in administrative roles and who wish to develop skills and understanding in a broader range of administrative practice.
You will have a GCSE in English at grade G or above or you will have passed the National Test in Adult Literacy at Level 1 or above.

	Course aims
	5 units covering the role of an administrator.  All units must be successfully completed to gain the Certificate.


	Course content
	Unit 01: Working In Business Administration

Unit 02: Creating Business Documents

Unit 03: Making and Receiving Calls
Unit 04: Welcoming Visitors

Unit 10: Teamwork in administration


	Other information related to the course
	Ideally you will have an IT skill level at least equivalent to that gained from the OCR Entry Level Certificate for IT Users. 

All units are assessed by centre-set assignments at times chosen by the centre. Assessments will be moderated by OCR.

All assignment tasks are practical and allow you to demonstrate your skills and knowledge in a format that is both logical and realistic.

You are expected to attend a minimum of 80% of classes.



	What do I need to bring?
	Pen, folder

	Where next?
	Various options including NVQ L1 or L2 in Business and Administration or Customer Service or OCR Level 1 Bookkeeping.  Alternatively you could improve your IT skills by studying OCR Entry Level 3 Certificate for IT Users or CLAIT.


	How to enrol
	Fill in an enrolment form and return to the relevant centre with your payment or proof of benefit.

Alternatively go to the centre to enrol in person.


	Website:
	www.wakefield.gov.uk/education/adulteducation 
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