S2 ADMINISTRATION
Homework 12
Part 1

Name 2 paper-based sources of information which could be used by an administrative assistant.

Name 2 ICT/Electronic sources of information which could be used by an administrative assistant.

Give one disadvantage of a telephone call as a source of information (a people-based source of information).
Part 2
Match It – copy out the following table – match the definitions to the correct keywords:

	KEYWORD
	DEFINITION

	FAQ
	A CONNECTION FROM ONE WEB PAGE TO ANOTHER

	E-COMMERCE
	A LIST OF QUESTIONS OFTEN ASKED BY CUSTOMERS WHO VISIT THE ORGANISATION’S WEBSITE

	SEARCH ENGINE
	A LIST OF WEB ADDRESSES WHICH ARE VISITED FREQUENTLY

	HYPERLINK
	 A COMPANY EG BT WHICH PROVIDES ACCESS TO THE INTERNET

	FAVOURITES
	CUSTOMERS CAN ORDER A PRODCUT/SERVICE ONLINE AND PAY FOR IT USING A DEBIT OR CREDIT CARD

	ISP
	A FACILITY WHICH ALLOWS THE USER TO KEY IN A WORD OR PHRASE – A LIST OF RELEVANT WEBSITES IS THEN CREATED


List 2 advantages and 2 disadvantages of using the Internet as a source of information.
Part 3


Copy and complete the following paragraph:

An intranet is an _  _  _  _  _  _  _  _  network used to share _  _  _  _  _  _  _  _  _  _  _  within an organisation.  It can only be accessed by the organisation’s _  _  _  _  _  _  _  _  _ .  It can be used to list job vacancies, make announcements, share software and give details of _  _  _  _  _  _  _  _  available.

Part 4  Extra Task
List 3 5 star hotels in Edinburgh.

How many international airports are there in Scotland?

What is the currency in Estonia?
WORD BANK:
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