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Level 3 Business Administration: Holistic mapping grid

	Work Area titles
	Key

	1 Effective communication
	

	2 Business documents
	

	3 Providing administrative support
	

	4 Business innovation and growth
	

	5 Providing support for meetings
	


	Unit
	Learning Outcome
	Assessment criteria
	Work Area
	Activity
	Learning

	Unit 1: Communicate in a Business Environment
	LO1 Understand business communication models, systems and process
	1.1 Analyse the communication needs  of internal and external stakeholders
	1 Effective communication


	Activity 1: Business communication models, systems and processes


	Communication models in a business environment

Planning and structuring communication



	
	
	1.2 Analyse the different communication models that support administration
	
	
	

	
	
	1.3 Evaluate the effectiveness of different communication systems
	
	
	

	
	
	1.4 Explain the factors that affect the choice of communication media
	
	
	

	
	
	1.5 Explain the importance of using correct grammar, sentence structure, punctuation, spelling and conventions in business communications
	
	
	

	
	
	1.6 Explain the factors to be taken into account in planning and structuring different communication media
	
	
	

	
	
	1.7 Explain ways of overcoming barriers to communication
	
	
	

	
	
	1.8 Explain the use of communications theories and body language
	
	
	

	
	
	1.9 Explain proof-reading techniques for business communications
	
	
	

	
	LO2 Be able to  communicate in writing in business
	2.1 Identify the purpose and audience of the information to be communicated
	
	Activity 2: Written communication in a business environment
	Purpose, audience and format

	
	
	2.2 Select communication media that are appropriate to the audience and information to be communicated
	
	
	

	
	
	2.3 Present information in the format, layout and style that is appropriate to the information to be communicated
	
	
	

	
	
	2.4 Follow agreed business practices when communicating in writing
	
	
	

	
	
	2.5 Adapt the style and content of a communication, appropriate to specific audiences
	
	
	

	
	
	2.6 Present written communications that are clear, expressed in correct grammar and reflect what is intended
	
	
	

	
	
	2.7 Meet agreed deadlines in communicating with others
	
	
	

	
	LO3 Be able to communicate verbally in business
	3.1 Identify the nature, purpose, audience and use of the information to be communicated
	
	Activity 4: Verbal communication in a business environment
	Understanding your audience

Verbal communication

Ensuring that the recipient has understood the information

How to develop and deliver verbal presentations

	
	
	3.2 Use language that is correct and appropriate for the audience’s needs
	
	
	

	
	
	3.3 Use appropriate body language and tone of voice to reinforce messages
	
	
	

	
	
	3.4 Identify the meaning and implications of information that is

communicated verbally
	
	
	

	
	
	3.5 Confirm that a recipient has understood correctly what has been communicated
	
	
	

	
	
	3.6 Respond in a way that is appropriate to the situation and in accordance with organisational policies and standards
	
	
	

	Unit 3: Principles of Business Communication and Information
	LO1 Understand negotiation in a business environment
	1.1 Explain the importance of negotiation in a business environment
	
	Activity 1: Business communication models, systems and processes
	Communication models in a business environment

Planning and structuring communication

	
	
	1.2 Explain the features and uses of different approaches to negotiation
	
	
	

	
	
	1.3 Identify the components of negotiation tactics
	
	
	

	
	LO2 Understand how to develop and deliver presentations
	2.1 Explain the different types of presentation and their requirements
	
	Activity 4: Verbal communication in a business environment


	Understanding your audience 

Verbal communication

Ensuring that the recipient has understood the information

How to develop and deliver verbal presentations

	
	
	2.2 Explain how different resources can be used to develop a presentation
	
	
	

	
	
	2.3 Explain different methods of giving presentations
	
	
	

	
	
	2.4 Explain best practice in delivering presentations
	
	
	

	
	
	2.5 Explain how to collect and use feedback on a presentation
	
	
	

	
	LO3 Understand how to create bespoke business documents
	3.1 Explain the characteristics of bespoke documents
	2 Business documents
	Activity 3: Bespoke business documents
	Designing and creating bespoke business documents

	
	
	3.2 Explain the factors to be taken into account in creating and presenting bespoke documents
	
	
	

	
	
	3.3 Explain the legal requirements and procedures for gathering information for bespoke documents
	
	
	

	
	
	3.4 Explain techniques to create bespoke business documents
	
	
	

	
	
	3.5 Explain how to gain approval of bespoke documents
	
	
	

	
	LO4 Understand information systems in a business environment
	4.1 Explain the typical stages of information system development
	3 Providing administrative support


	Activity 2: Managing an office facility
	Office facilities and resources

	
	
	4.2 Analyse the benefits and limitations of different information systems
	
	
	

	
	
	4.3 Explain legal, security and confidentiality requirements for information systems in a business environment
	
	
	

	
	
	4.4 Explain how to monitor the use and effectiveness of an information system
	
	
	

	Unit 4: Principles of Administration
	LO1 Understand how to manage an office facility
	1.1 Explain the legal requirements relating to the management of office facilities
	
	
	

	
	
	1.2 Describe the typical services provided by an office facility
	
	
	

	
	
	1.3 Explain how to establish office management procedures
	
	
	

	
	
	1.4 Explain how to manage office resources
	
	
	

	
	
	1.5 Explain techniques to monitor and manage work flows
	
	
	

	
	
	1.6 Explain typical support and welfare facilities for office workers
	
	
	

	
	LO2 Understand health and safety in a business environment
	2.1 Explain the legal obligations of the employer for health and safety in the workplace
	
	Activity 1: The role of organisations and industries
	Employers’ expectations and employees’ obligations

Health and safety responsibilities 

	
	
	2.2 Explain an individual’s responsibilities for health and safety in the workplace
	
	
	

	
	
	2.3 Describe accident and emergency procedures
	
	
	

	
	LO3 Understand how to take minutes of meetings
	3.1 Explain the purpose of meeting minutes
	5 Providing support for meetings
	Activity 3: Taking minutes
	How to take accurate minutes of a meeting

	
	
	3.2 Explain the legal implications of meeting minutes
	
	
	

	
	
	3.3 Explain the importance of accuracy in minute taking
	
	
	

	
	
	3.4 Describe what should and should not be included in different types of meeting minutes
	
	
	

	
	
	3.5 Describe how to take notes during meetings
	
	
	

	
	LO4 Understand how to chair, lead and manage meetings
	4.1 Explain the features and purpose of different types of formal and informal meeting
	
	Activity 2: Preparation for meetings
	How to prepare for and run a meeting

	
	
	4.2 Explain the role and responsibilities of the chair
	
	
	

	
	
	4.3 Explain the role of others in a meeting
	
	
	

	
	
	4.4 Explain techniques to facilitate a meeting
	
	
	

	
	
	4.5 Explain the information requirements of a meeting before, during and after a meeting
	
	
	

	
	LO5 Understand how to supervise an

administration team
	5.1 Explain the use of targets and budgets to manage workloads
	3 Providing administrative support
	Activity 3: Setting targets and allocating workload 
	Supervising a team

	
	
	5.2 Explain how to allocate work to individual team members
	
	
	

	
	
	5.3 Explain different quality management techniques to manage the performance of an administrative team
	
	
	

	
	
	5.4 Explain the techniques used to identify the need for improvements in team outputs and standards
	
	
	

	
	LO6 Understand how to organise events
	6.1 Explain the characteristics, requirements and purposes of different types of events
	
	Activity 4: Planning an event
	Plan and organise an event

	
	
	6.2 Explain the types of information and information sources needed to organise an event
	
	
	

	
	
	6.3 Explain how to plan an event
	
	
	

	
	
	6.4 Explain how to identify the right resources from an event plan
	
	
	

	
	
	6.5 Describe the likely types of information needed by delegates before, during and after an event
	
	
	

	Unit 5: Principles of Business 
	LO1 Understand business markets
	1.1 Explain the characteristics of different business markets
	4 Business innovation and growth
	Activity 1: Principles of business
	

	
	
	1.2 Explain the nature of interactions between businesses within a market
	
	
	

	
	
	1.3 Explain how an organisation’s goals may be shaped by the market in which it operates
	
	
	

	
	
	1.4 Describe the legal obligations of a business
	
	Activity 2: Legal obligations of an organisation
	

	
	LO2 Understand business innovation and growth
	2.1 Define business innovation
	
	Activity 3: Business innovation and growth
	

	
	
	2.2 Explain the uses of models of business innovation
	
	
	

	
	
	2.3 Identify sources of support and guidance for business innovation
	
	
	

	
	
	2.4 Explain the process of product or service development
	
	
	

	
	
	2.5 Explain the benefits, risks and implications associated with innovation
	
	
	

	
	LO3 Understand financial management
	3.1 Explain the importance of financial viability for an organisation
	
	Activity 4: Financial management and budgeting
	

	
	
	3.2 Explain the consequences of poor financial management
	
	
	

	
	
	3.3 Explain different financial terminology
	
	
	

	
	LO4 Understand business budgeting
	4.1 Explain the uses of a budget
	
	
	

	
	
	4.2 Explain how to manage a budget
	
	
	

	
	LO5 Understand sales and marketing
	5.1 Explain the principles of marketing
	
	Activity 5: Sales and marketing
	

	
	
	5.2 Explain a sales process
	
	
	

	
	
	5.3 Explain the features and uses of market research
	
	
	

	
	
	5.4 Explain the value of a brand to an organisation
	
	
	

	
	
	5.5 Explain the relationship between sales and marketing
	
	
	

	Unit 6: Contribute to the Improvement of Business Performance
	LO1 Understand the principles of resolving business problems
	1.1 Explain the use of different problem-solving techniques
	
	Activity 6: Contribute to the improvement of business performance
	

	
	
	1.2 Explain the organisational and legal constraints relating to problem-solving
	
	
	

	
	
	1.3 Describe the role of stakeholders in problem-solving
	
	
	

	
	
	1.4 Describe the steps in the business decision-making process
	
	
	

	
	
	1.5 Analyse the implications of adopting recommendations and implementing decisions to solve business problems
	
	
	

	
	LO2 Understand improvement techniques and processes
	2.1 Describe the purpose and benefits of continuous improvement
	
	Activity 7: Continuous improvement
	

	
	
	2.2 Analyse the features, use and constraints of different continuous improvement techniques and models
	
	
	

	
	
	2.3 Explain how to carry out a cost benefit analysis
	
	
	

	
	
	2.4 Explain the importance of feedback from customers and other stakeholders in continuous improvement
	
	
	

	
	LO3 Be able to solve problems in business
	3.1 Identify the nature, likely cause and implications of a problem
	
	
	

	
	
	
	
	
	

	
	
	3.2 Evaluate the scope and scale of a problem
	
	
	

	
	
	3.3 Analyse the possible courses of action that can be taken in response to a problem
	
	
	

	
	
	3.4 Use evidence to justify the approach to problem-solving
	
	
	

	
	
	3.5 Develop a plan and success criteria that are appropriate to the nature and scale of a problem     
	
	
	

	
	
	3.6 Obtain approval to implement a solution to a problem
	
	
	

	
	
	3.7 Take action to resolve or mitigate a problem
	
	
	

	
	
	3.8 Evaluate the degree of success and scale of the implications of a solved problem
	
	
	

	
	LO4 Be able to contribute to the improvement of activities
	4.1 Identify the nature, scope and scale of possible contributions to continuous improvement activities
	
	
	

	
	
	4.2 Measure changes achieved against existing baseline data
	
	
	

	
	
	4.3 Calculate performance measures relating to cost, quality and delivery
	
	
	

	
	
	4.4 Justify the case for adopting improvements identified with evidence
	
	
	

	
	
	4.5 Develop standard operating procedures and resource plans that are capable of implementing agreed changes
	
	
	

	Unit 10: Create Bespoke Business Documents
	LO1 Understand how to create bespoke business documents
	1.1 Explain the use of bespoke business documents
	2 Business documents
	Activity 3: Bespoke business documents


	Designing and creating bespoke business documents



	
	
	1.2 Describe the factors to be taken into account in selecting the appropriate method of presenting a business document
	
	
	

	
	
	1.3 Describe the use of technology to create bespoke business documents
	
	
	

	
	
	1.4 Explain the purpose and requirements of corporate identity in bespoke business documents
	
	
	

	
	
	1.5 Analyse different design techniques used to create attractive bespoke business documents
	
	
	

	
	
	1.6 Explain the factors to be taken into account in evaluating the impact of bespoke business documents
	
	
	

	
	LO2 Be able to design bespoke business

documents
	2.1 Confirm the purpose, nature, content, style, quality standards, audience and deadline of the document
	
	Activity 3: Bespoke business documents

Activity 4: Creating bespoke business documents


	

	
	
	2.2 Identify the optimum method of presenting the document 
	
	
	

	
	
	2.3 Create design options that meet the specification
	
	
	

	
	
	2.4 Take into account feedback from stakeholders
	
	
	

	
	LO3 Be able to create bespoke business

documents
	3.1 Include content that meets the brief, is accurate and grammatically correct
	
	Activity 4: Creating bespoke business documents


	

	
	
	3.2 Use design techniques to create documents that meet the specification
	
	
	

	
	
	3.3 Integrate non-text items into the agreed layout
	
	
	

	
	
	3.4 Present documents within the agreed timescale
	
	
	

	Unit 25: Produce Minutes of Meetings
	LO1 Understand how to take minutes of meetings
	1.1 Explain the purpose of different types of minutes and other meeting records
	5 Providing support for meetings

	Activity 3: Taking minutes
	How to take accurate minutes of a meeting

	
	
	1.2 Explain the legal requirements of formal minutes
	
	
	

	
	
	1.3 Describe organisational conventions for producing minutes
	
	
	

	
	
	1.4 Describe the responsibility of the minute taker in a meeting
	
	
	

	
	
	1.5 Explain why it is important to maintain confidentiality of meetings, discussions and actions.
	
	
	

	
	
	1.6 Explain why it is necessary to record who proposed and seconded suggestions and changes
	
	
	

	
	LO2 Be able to take notes of meetings
	2.1 Take accurate notes of the attendance, proceedings, areas of discussion and agreed actions of meetings.
	
	
	

	
	
	2.2 Record allocated responsibilities for agreed actions
	
	
	

	
	LO3 Be able to produce minutes of meetings
	3.1 Transcribe notes accurately into meeting minutes using correct language, grammar, punctuation and sentence structure and in the agreed style
	
	Activity 4: Meeting follow-up actions
	

	
	
	3.2 Include agreed attachment or appendices
	
	
	

	
	
	3.3 Obtain approval for the final documents
	
	
	

	
	
	3.4 Distribute minutes to the agreed distribution list
	
	
	

	
	
	3.5 Maintain the requirements of confidentiality
	
	
	

	Unit 32: Provide  Administrative Support for Meetings
	LO1 Understand the administration of meetings
	1.1 Describe the purpose of the meeting and who needs to attend
	
	Activity 1: The purpose of meetings
	Chairperson and meeting secretary

Formal and informal meetings

	
	
	1.2 Explain why it is important to have a minimum number of attendees for a meeting
	
	
	

	
	
	1.3 Explain ways to achieve maximum attendance at meetings
	
	
	

	
	
	1.4 Explain the access, health, safety and security requirements relating to meetings
	
	
	

	
	
	1.5 Describe how to set up the resources needed for a meeting
	
	
	

	
	
	1.6 Explain the responsibilities of the meeting chair and meeting secretary
	
	
	

	
	
	1.7 Explain the difference between formal and informal meetings
	
	
	

	
	
	1.8 Explain the legal implications of formal meetings
	
	
	

	
	LO2 Be able to make administrative preparations for meetings
	2.1 Book meeting venue, resources, and facilities in accordance with the brief
	
	Activity 2: Preparation for meetings
	How to prepare for and run a meeting

	
	
	2.2 Collate documents needed for a meeting
	
	
	

	
	
	2.3 Distribute meeting invitations, documents and other meeting related requirements within the timescale
	
	
	

	
	
	2.4 Confirm meeting attendees and any special requirements
	
	
	

	
	LO3 Be able to support the administration of meetings
	3.1 Take action to ensure that the equipment allocated for use at a meeting functions correctly
	
	Activity 4: Meeting follow-up actions
	

	
	
	3.2 Provide support to meetings in accordance with requests
	
	
	

	
	
	3.3 Ensure the venue is restored to the required conditions after the meeting
	
	
	

	
	
	3.4 Distribute meeting records promptly to the agreed distribution list
	
	
	

	
	
	3.5 Carry out any follow-up actions in accordance with the brief
	
	
	

	Unit 38: Employee Rights and Responsibilities
	LO1 Understand the role of organisations and industries
	1.1 Explain the role of their own occupation within an organisation and industry
	3 Providing administrative support
	Activity 1: The role of organisations and industries
	Employers’ expectations and employees’ obligations

Health and safety responsibilities 

	
	
	1.2 Describe career pathways within their organisation and industry
	
	
	

	
	
	1.3 Identify sources of information and advice on an industry, occupation, training and career pathway
	
	
	

	
	
	1.4 Describe an organisation’s principles of conduct and codes of practice
	
	
	

	
	
	1.5 Explain issues of public concern that affect an organisation and industry
	
	
	

	
	
	1.6 Describe the types, roles and responsibilities of representative bodies and their relevance to their own role
	
	
	

	
	LO2 Understand employers’ expectations and employees’ rights and obligations
	2.1 Describe the employer and employee statutory rights and responsibilities that affect their own role
	
	
	

	
	
	2.2 Describe an employer’s expectations for employees’ standards of personal presentation, punctuality and behaviour
	
	
	

	
	
	2.3 Describe the procedures and documentation that protect relationships with employees
	
	
	

	
	
	2.4 Identify sources of information and advice on employment rights and responsibilities
	
	
	

	Unit 63: Using Email
	LO1 Use e-mail software tools and techniques to compose and send messages
	1.1 Select and use software tools to compose and format e-mail messages, including attachments
	1 Effective communication


	Activity 3: Email communication in a business environment

	Email communication

	
	
	1.2 Explain methods to improve message transmission
	
	
	

	
	
	1.3 Send e-mail messages to individuals and groups
	
	
	

	
	
	1.4 Explain why and how to stay safe and respect others when using email
	
	
	

	
	
	1.5 Use an address book to manage contact information
	
	
	

	
	LO2 Manage use of e-mail software effectively
	2.1 Develop and communicate guidelines and procedures for using e-mail effectively
	
	
	

	
	
	2.2 Read and respond appropriately to e-mail messages and attachments
	
	
	

	
	
	2.3 Use email software tools and techniques to automate responses
	
	
	

	
	
	2.4 Explain why, how and when to archive messages
	
	
	

	
	
	2.5 Organise, store and archive e-mail messages effectively
	
	
	

	
	
	2.6 Customise e-mail software to make it easier to use
	
	
	

	
	
	2.7 Explain how to minimise e-mail problems
	
	
	

	
	
	2.8 Respond appropriately to email problems
	
	
	

	Unit 64: Word Processing Software
	LO1 Enter and combine text and other information accurately within word processing documents
	1.1 Summarise what types of information are needed for the document and how they should be linked or integrated
	2 Business documents
	Activity 1: Information needed to enter and combine text
	Templates and documents

	
	
	1.2 Use appropriate techniques to enter text and other types of information accurately and efficiently
	
	
	

	
	
	1.3 Create, use and modify appropriate templates for different types of documents
	
	
	

	
	
	1.4 Explain how to combine and merge information from other software or multiple documents
	
	
	

	
	
	1.5 Combine and merge information within a document from a range of sources
	
	
	

	
	
	1.6 Store and retrieve document and associated files effectively, in line with local guidelines and conventions where available
	
	
	

	
	
	1.7 Select and use tools and techniques to work with multiple documents or users
	
	
	

	
	
	1.8 Customise interface to meet needs
	
	
	

	
	LO2 Create and modify appropriate layouts, structures and styles for word processing documents
	2.1 Analyse and explain the requirements for structure and style
	
	
	

	
	
	2.2 Create, use and modify columns, tables and forms to organise information
	
	
	

	
	
	2.3 Define and modify styles for document elements
	
	
	

	
	
	2.4 Select and use tools and techniques to organise and structure long documents
	
	
	

	
	LO3 Use word processing software tools and techniques to format and present documents effectively to meet requirements
	3.1 Explain how the information should be formatted to aid meaning
	
	
	

	
	
	3.2 Select and use appropriate techniques to format characters and paragraphs
	
	
	

	
	
	3.3 Select and use appropriate page and section layouts to present and print multi-page and multi-section documents
	
	
	

	
	
	3.4 Check documents meet needs, using IT tools and making corrections as necessary
	
	Activity 2: Communicating information effectively
	Templates and documents

	
	
	3.5 Evaluate the quality of the documents produced to ensure they are fit for purpose
	
	
	

	
	
	3.6 Respond appropriately to any quality problems with documents to ensure that outcomes meet needs and are fit for purpose
	
	
	

	Unit 77: Principles of Social Media within a Business
	LO1 Understand how social media fits into the objectives and marketing of a business
	1.1 Describe a business and its type, vision, aims, objectives and goals
	4 Business innovation and growth
	Activity 8: Principles of social media within a business
	Understand social media

	
	
	1.2 Identify the brand and values of a business and how these are portrayed to the audience of a business
	
	
	

	
	
	1.3 Describe the marketing tools available to a business
	
	
	

	
	
	1.4 Explain the consequences of using social media on the budget of different sizes and types of business
	
	
	

	
	
	1.5 Explain the benefits and consequences of encouraging amplification
	
	
	

	
	
	1.6 Explain the benefits and consequences of encouraging engagement
	
	
	

	
	
	1.7 Explain the factors to consider when identifying a social media plan for a business
	
	
	

	
	
	1.8 Explain how social media could fit into the marketing plan of a business
	
	
	

	
	LO2 Understand how to select social media tools and channels for a business
	2.1 Describe the different tools and channels that can be used for social media
	
	
	

	
	
	2.2 Describe the features and benefits of the different tools and channels that can be used for social media
	
	
	

	
	
	2.3 Identify the potential type of audience for each different tool and channel that can be used for social media
	
	
	

	
	
	2.4 Explain the factors to consider when selecting different tools and channels for social media
	
	
	

	
	
	2.5 Evaluate different tools and channels for social media for business use
	
	
	

	
	LO3 Understand how to measure the success of using social media tools and channels
	3.1 Explain the importance of measuring the outcomes of using different social media tools and channels
	
	
	

	
	
	3.2 Explain why SMARTER targets should be set for different Social Media tools and channels
	
	
	

	
	
	3.3 Describe the methods a business can use to measure and identify success of different social media tools and channels
	
	
	

	
	
	3.4 Describe what success could look like when using different social media tools and channels for different types and sizes of business
	
	
	

	
	LO4 Understand how social media policy and guidelines can impact a business
	4.1 Describe the components of a business’s social media policy and guidelines
	
	
	

	
	
	4.2 Explain the importance of having a social media policy and guidelines
	
	
	

	
	
	4.3 Explain the importance of having a reputation management policy
	
	
	

	
	
	4.4 Describe the benefits of managing perception changes in a business’s reputation
	
	
	

	
	
	4.5 Describe how to manage perception changes in a business’s reputation
	
	
	

	
	LO5 Be able to monitor how a business is using social media
	5.1 Explain the importance of knowing how similar businesses or industries are using social media
	
	
	

	
	
	5.2 Explain how to monitor the ways similar businesses or industries are using social media
	
	
	

	
	
	5.3 Monitor how a business is using social media
	
	
	

	
	
	5.4 Identify improvements to a business’s use of social media
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