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Heart 2 Heart Wedding Solutions

Instructions for Candidates

This assessment applies to the assignment for Higher Administration and IT.

This assignment is worth 70 marks. The marks contribute 70% of the overall

marks for the Course assessment. The Course will be graded A-D.

It assesses the following skills, knowledge and understanding:

¢ use of complex IT functions in word processing, spreadsheets, databases,
desktop publishing, and presentation software to produce, process and

manage information and solve problems in unfamiliar contexts
¢ skills in electronic research to source complex information

¢ skills in effective communication, taking account of its context, purpose

and audience

¢ skills in administration relevant to planning and organising in order to

complete the assignment
¢ skills in problem-solving

In this assessment, you will:

¢ work through a series of tasks which will test the skills, knowledge and

understanding listed above
¢ complete the tasks in the order presented
¢ be allowed two hours to complete the assignment
The assessment will be carried out under controlled conditions.

Make sure your name is clearly identified on each printout submitted.
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Assignment Task

Heart 2 Heart is a one-stop shop for couples who are looking for the perfect
wedding experience. The company provide catering and entertainment at
venues throughout Scotland. A range of venues and packages are offered to suit
all budgets.

You work as an Administrative Assistant for Kate Lee who is the Operations
Manager at Heart 2 Heart. Every year, the business attends the Scottish
Wedding Show at the SECC, Glasgow as an exhibitor and there are several tasks
that you must complete in relation to this event.

These tasks are listed below. You could use this as a To-do list and tick off each
task as you complete it.

BROWSE PAGE TASKS

My Tasks

important and Upcoming  Active  Completed =« Find a task §el
v [ e Due Date
+ HEART 2 HEART WEDDING SOLUTIONS
Scottish Wedding Show, SECC, Glasgow
@® new task
! [ Details entered in ediary and complete presentation

!

A

Information for Tom Field
! Quote for Amanda Jones

Venues for Jennifer and Sudip

Calculation of repayment amounts

Oo00an

Sales summary

0l

Annual performance report
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As you know we have a stand at this year's Scottish Wedding Show. This year the show will be on the

first weekend in August and we are allowed access from 6pm on the Friday evening to set up, Please enter

this information into the e-diary and print in weekly view.

At the show | want to have a presentation on the screens at our stand to allow customers to find out
more information about the services we offer. | have made a start to the presentation but require you

to make some changes to it. Once complete can you print on one page with your name in the footer? 14

We have added National Trust Scotland Castles to our list of venues. Insert 2 additional slides, after
slide 3, to show:

= A picture of a wedding at one of their castles

= Information from the intemet on the suitability of this venue for a wedding

= A review from someone who has had their wedding at this venue (the review must be referenced)

Thanks for this

Kate

< L
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Text message from Kate Lee to Administrative Assistant

Hi

The exhibition seemed to go really well and there was a lot of interest in our
stand.

We were approached by Tom Field from American Bride magazine — he is going
to come in next week and chat to us. He wanted to know how many venues we
have in each region and the total number of bedrooms.

Can you have this information ready for me?
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Hello to all of you at Heart 2 Heart

| enjoyed meeting you at the exhibition last week and thanks for all your advice.

We have finally decided on a venue for our wedding - Shawfair Castle. We would also like to hire the
Marquee. Can you provide a final quote for our wedding please?

Amanda Jones
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Heart 2 Heart
Enquiry Form

Bride Name

Jennifer Barrie

Address

137 Real Crescent

Monkton
KA93LE
Contact Number 07732225672
Groom Name Sudip Sanyal
Address 34 Glen Striven
Dornoch
IV259PF
Contact Number 07830678769
Requirements
Region North v
East
South
West v

Additional comments

Fither of these 2 regions are fine but we do not
want to have our wedding in the Glasgow area.

Venue Hotel
Castle

Other

Marquee

v

Additional comments

One Day Package This package gives you the venue for the day of the wedding,
evening reception and overnight accommodation for the bride
and groom.

Two Day Package This package includes overnight stay prior to the wedding, the
venue for the day of the wedding and the evening reception and V/
overnight accommodation for the bride and groom.

Additional services

We aim to make your day as special as possible.
Some of our venues have links with local businesses to assist you with any additional services
that you may require. Please indicate which services would help you to make this a truly

memorable experience.

(Please contact the hotel directly for contact details.)

Cake Photographer Chair covers
Hair v Flowers Make-up Y
Band/disco/DJ Piper Table decorations
Fireworks Children’s Outside caterers
entertainer
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MEMORANDUM

To: Administrative Assistant

From: Kate Lee, Operations Manager

Subject: SPECIAL OFFER

Date: Today’s date

In order to increase demand for our more expensive weddings, we have
decided to offer clients the option of spreading the cost of their wedding
over a 2 year period (this offer applies to Price Bands C and D, 2 day
packages only). An admin fee of 5% will be charged for this service. |
need you to calculate the new amount for a 2 day package including the
admin fee and calculate the monthly payment for each price band (both
formatted to whole numbers).

| require this information to be presented in a report (please give this a
suitable heading). The information should be grouped by Area and with
Venues in alphabetical order. Our company logo should appear at the top
right hand corner of the report. The report footer should only contain
‘INFORMATION — SALES TEAM ONLY’.
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The Annual Performance report for 2015 needs to be completed. Use the notes below and
the file Annual Performance Review to finish this report. Once complete, print this for me
to check.
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[End of Assignment]
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Administrative information

Published: February 2016 (version 1.0)

History of changes

Version | Description of change Authorised Date
by

Security and confidentiality

This document can be used by practitioners in SQA approved centres for the
assessment of National Courses and not for any other purpose.

This document may only be downloaded from SQA’s designated secure website
by authorised personnel

Copyright

This document may be reproduced in whole or in part for assessment purposes
provided that no profit is derived from reproduction and that, if reproduced in
part, the source is acknowledged. If it needs to be reproduced for any purpose
other than assessment, it is the centre’s responsibility to obtain copyright
clearance.

Re-use for alternative purposes without the necessary copyright clearance may
constitute copyright infringement.
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