
 

 

 

Year 12 Content Skills  Rationale  
Autumn  
Term  
 

 

Understanding how to plan, prepare 
and assist before, during and after a 
meeting. 
 
Knowledge of the uses of different 
office equipment, assessment of a 
range of factors and application of 
this knowledge to appropriate tasks. 
 
Understanding the differences 
between mail services and assessing 
the advantages and disadvantages of 
their usage. 
 
Familiarity with the choices for 
business travel, knowing and 
understanding how travel is to be 
arranged efficiently, and assessing 
how and why problems arise and the 
impact of these on the traveller and 
the business. 
 

Analyse 

Assess 

 
Complete 
business 
documents 

Discuss 

 
Evaluate 

Explain 

Identify 

 
Complete 
administrative 
tasks as part of 
unit 2 

 
 

Every organisation needs efficient 
administrative support and the role of a 
business administrator is a varied one. 
Students need to be aware of the variety 
of tasks that may an employee in this 
role which could include arranging travel, 
organising meetings, using office 
equipment, storing documents and 
managing mail services.  
 
Students also need to be aware of 
legislation and how it affects the 
organisation and impacts on the business 
administrator’s role. Knowledge and 
understanding these structures will help 
students prepare for progression to 
employment in business administration. 
 
Administrators usually work in a well-
structured, organised team where 
agreed roles and responsibilities 
contribute to the achievement of 
business activities, and each team 
member works in an effective and 

Business Studies Department Rationale 

 
Business activities are part of our daily lives and affect all of us as we learn, work, spend, travel, save, and play. 
Business influences jobs, the economy, incomes, and opportunities for personal business and enterprise. Business 
studies provides students with transferable skills which can be used in most future programmes of study or careers. 
It enables them to understand the world of work, and the many future careers that may be available to them. From 
being a mechanic to studying medicine, Business Studies aims to help students succeed.  
 

 
 

Aims of the Business Studies course-BTEC L2 Technical in Business Administration 
 

All businesses need enterprising employees to drive their organisation forward, to have ideas and initiatives, to 
instigate growth and to ensure that businesses survive in this fast-changing world. Enterprising skills can help 
learners be a real asset to an organisation, as well as giving them the basis on which to develop entrepreneurial skills 
for running their own enterprise in the future. This qualification has been developed in consultation with employers 
in the business enterprise sector to provide learners with the transferable skills they will need to be successful in 
their future careers. 
The areas covered include: • business administrative environment • providing administrative services and support • 
business technology • processing and communicating information. Learners will also enhance their broader skills in 
literacy and numeracy, which will be invaluable in supporting progression in other areas. In addition, they will 
develop transferable technical and practical skills in communication, decision making, self-management and 
development, problem solving and managing information. 

 

  
 

 



 

 

Knowledge of the principles of 
effective communication and 
assessment of their impact, usage, 
importance and appropriateness in 
contributing to effective teamwork. 
 
Understanding the requirements of 
effective teamwork and explaining 
how it impacts on themselves and 
their business. 
 
Knowledge, understanding and 
applying legal responsibilities in an 
administrative role in a business 
environment and be able to apply 
these in context. 
 
Knowledge, understanding and 
application of the principles of 
security of information; 
 
Knowledge and understanding of: 
the need for safe working in a 
business environment; 
the key requirements of consumer 
legislation for administrators; 
the employee’s legal rights and 
responsibilities; 
the organisational structure in which 
businesses operate and how this 
affects relationships and 
communications within those 
businesses; 
 

efficient manner to meet individual, 
team and organisational targets.  
 
In this unit, students will develop and 
demonstrate the skills required to carry 
out a range of routine administrative 
activities. These include managing 
information, handling mail, supporting 
meetings, and greeting and meeting 
visitors. As part of the support role, an 
administrator will need to use office 
equipment safely and in line with 
procedures, and work with others in a 
professional and respectful manner to 
ensure the completion of tasks to meet 
the agreed timescales. 
 
The transferable and sector skills 
students will develop in this unit will help 
prepare them for progression to 
employment as a business administrator. 
They will also help students to progress 
to business roles across other sectors, as 
well as to future roles as a supervisor or 
team leader. 
 
 

Spring 
Term 

Plan and prepare for a business 
event according to a given brief 
Provide administrative support to a 
business event in accordance with 
business needs 
 
Carry out follow-up activities after a 
business event. 
 

Creating an event plan  
Sourcing venues, equipment, 
accommodation and travel  
Preparing information and materials 
for participants  
Setting up venue to meet event 
requirements  

Organise 

Develop  
Create 

Support 
 
Analyse 

Assess 

Discuss 

Evaluate 

Explain 

Identify 

 
 

Most organisations hold a variety of 
business events, ranging from a team 
meeting with three or four staff, to 
conferences or exhibitions with perhaps 
a couple of hundred people attending. 
Administrators play a key role in the 
success of these events.  
 
This unit explores the types of events 
held frequently by organisations and the 
role of the administrator in providing 
effective and efficient support before 
and during events. In this unit, students 
will work with others to plan, organise 
and support a business event. They are 
expected to experience all the roles 



 

 

Taking and producing minutes of a 
meeting  
Resolving issues and complaints 
during an event 

 

involved in organising and supporting a 
business event, students will develop key 
knowledge and skills such as producing 
an event plan, sourcing venues and 
taking minutes.  
 
Students will have to work with others in 
setting up the venue, ensuring health 
and safety requirements are met, and 
arranging travel and accommodation as 
necessary. They will select and use 
knowledge and skills learned in the other 
units to produce, print and collate the 
relevant documentation and distribute 
them to participants, making use of the 
appropriate business technology and 
office equipment. They will then support 
participants during the event using 
appropriate verbal and non-verbal 
communications skills and ensure that 
queries and complaints are resolved.  
 
Although students will be working with 
others, they will demonstrate skills in 
planning, organising and supporting 
business costs individually. The 
transferable and sector skills they 
develop will help prepare them to 
progress to employment as a business 
administrator. The skills acquired in this 
unit will also allow progression to 
business roles across other sectors, as 
well as the potential to lead to future 
roles as a supervisor or team leader.  
 
 

Summer 
Term 

Process business information 
accurately using data management 
software  
 
Produce fit-for-purpose business 
documents using applications 
software  
Use web-based technology to 
communicate and share 
information. 
 
Selecting and using data 
management software to access, 
enter, edit, manipulate, analyse, 

Design 

Compare 

 
Analyse 

Assess 

Discuss 

Evaluate 

Explain 

Identify 

 
 

Changing business technology has had a 
major impact on how administrative 
services are provided in the modern 
office. The availability of business 
technology such as portable computers, 
teleconferencing and video-conferencing 
systems, office suites and web-based 
technology has changed the way in 
which organisations conduct their 
business activities and therefore the 
nature of the work carried out by 
administrative staff. 
 



 

 

 

present and store business 
information  
 
Selecting and using the appropriate 
applications software to create, 
structure, format, check and present 
business documents for a range of 
purposes 
 
Using a range of web-based 
technology software and tools to 
communicate and share information 
in a range of situations 

 

As a result, the ability to use a range of 
business technology is essential for all 
administrators. In this unit, students will 
learn about business technologies and 
become familiar with their uses and 
functions. They will develop practical 
skills and learn how to select the most 
appropriate equipment, technology and 
software that will effectively meet the 
requirements of the tasks when handling 
business information and producing 
different business documents. Students 
will use web-based technologies such as 
social media, shared drive workspaces 
and the internet to communicate and 
share information with colleagues, 
managers, clients and customers.  
 
Students will develop a range of skills in 
administration, allowing them to 
progress to an administrative role in a 
business or other related sector. They 
could progress to further study on an 
apprenticeship course or to other 
qualifications in business or other 
sectors. 
 


