New Zealand Diploma in Business 432 version 2

Prescription: 432 OFFICE MANAGEMENT

Elective prescription

Level 4

Credit 20

Version 2

Aim Students will demonstrate knowledge of effectively managing
an office and its employees.

Prerequisites nil

Recommended Prior nil

Knowledge

Assessment weightings

Learning outcomes Assessment weighting
%

1. Students will demonstrate an understanding of the role of
an administration manager and the related managerial and 45
organisation processes.

2. Students will demonstrate an understanding of the
importance of internal and external communication and the 25
impact of communication on the office environment.

3. Students will demonstrate knowledge of file management
systems and information management to effectively plan 25
and organise the work of the office.

4. Students will demonstrate an understanding of commonly

) : 5
used financial management systems.

Total 100
All learning outcomes must be evidenced; a 10% aggregate variance is allowed.
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Assessment notes

1. Assessment materials should reflect relevant and current legislation, standards,
regulations and acknowledged good industry/business practices.

Learning outcome one

Students will demonstrate an understanding of the role of an administration manager and
the related managerial and organisational processes.

Key elements:

a) Administration manager
e role
e responsibilities
e delegation
e management and leadership characteristics.

b) Organisational structure:
e lines of responsibility and communication
e impact on business processes.

c) Processes:

o employer and employee responsibilities
health and safety in employment
recruitment
appraisal
security.
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Learning outcome two

Students will demonstrate an understanding of the importance of internal and external
communication and the impact of communication on the office environment.

Key elements:

a) External communication:
e public relations.

b) Internal communication:
e meetings:
o procedures
o protocols.

¢) Communication impact:
o oOffice environment.
o motivation
o morale
o workflow.

Learning outcome three

Students will demonstrate knowledge of file management systems and information
management to effectively plan and organise the work of the office.

Key elements:

a) File management systems:
e electronic
e manual.

b) Information management:
o retrieval
e maintenance
o dissemination
e storage
e Security
e disposal
 legislation:
o copyright
o privacy.

c) Planning:
o workflow
e in-house and outsourced tasks, equipment and services.
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Learning outcome four

Students will demonstrate an understanding of commonly used financial management
systems.

Key elements:

a) Petty cash.

b) Cheques.
c) Banking:
e manual
e electronic.

Status information and last date for assessment for superseded versions

Process Version Date Last Date for Assessment
Introduced 1 2006 31 December 2015
Review 2 December 2013 31 December 2020
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