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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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Hebridean Hikers provide services for those who enjoy an outdoor lifestyle, arranging activities 
and bed & breakfast accommodation. 
 
You work as an Administrative Assistant for Anna Harrison, Administration Manager. The 
organisation is trying to capitalise on the demand for health and wellbeing breaks and as part of 
this they are launching a new Mindfulness Escape.  
 
Anna has left some tasks that need to be completed, as listed below. You could use this as a To-
do list and tick off each task as you complete it. 
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Administrative information 
 

 
Published: February 2018 (version 1.0) 
 

 

History of changes 

 
Version Description of change  Authorised 

by 
Date 

    

    

    

    

 
 
 
 
 
 
 
 

 

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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