S2 ADMINISTRATION
HOMEWORK EXERCISE 6
21 Marks
1 You are a junior level Administrative Assistant.  Look at the list of duties below.  In your jotter list the 5 duties which would be undertaken by an Administrative Assistant at a junior level:

Filing Letters
Downloading Software

Dismissing (Firing) Staff
Reprographics
Advertising Products
Reception Duties
Producing a Health and Safety Policy
Dealing with Mail

Word Processing Memos
Calculating Profits/Losses
2 Look at the list below.  Three items on the list would be found in a Job Description and 3 items would be found in a Person Specification.  In your jotter, draw out a table and place each item in the correct column:
	Job Description
	Person Specification

	
	

	
	

	
	



Experience, Responsibilities, List of Duties, Qualifications, Skills Required and 


Salary and Holidays 

3 Use the Person Specification attached.  In your jotter, draw out a table and list 5 Essential attributes/features and 5 Desirable attributes/features. 

	Essential
	Desirable

	
	

	
	

	
	

	
	

	
	


Write the date in the margin.  Put the heading in your jotter ‘Homework Exercise 6’.  
Leave a blank line before starting the exercise.  Always write in sentences where appropriate.


