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Learner Unit Achievement Checklist 

BIIAB Level 2 Certificate In Principles of Business and Administration
601/7249/6

BIIAB Level 2 Certificate In Principles of Business and Administration

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

J/601/7640 Principles of managing information and producing documents - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Identify different types of information technology that may be used for work tasks

1.2 Outline the benefits of using information technology for work tasks

	
	
	
	

	
2.1 Explain the purpose of agreeing objectives and deadlines for researching information

2.2 Identify different ways of researching, organising and reporting information

2.3 Describe procedures to be followed for archiving, retrieving and deleting information, including legal requirements, if required

2.4 Explain why confidentiality is critical when managing information

	
	
	
	

	
3.1 Identify reasons for producing documents that are fit-for-purpose

3.2 Describe different types and styles of documents and when they are used

	
	
	
	

	
4.1 Identify reasons for agreeing the purpose, content, layout, quality standards and deadlines for the production of documents

4.2 Describe ways of checking finished documents for accuracy and correctness, and the purpose of doing so

4.3 Explain the purpose of confidentiality and data protection procedures when preparing documents

4.4 Compare different types of documents that may be produced from notes and the formats to be followed

4.5 Explain the procedures to be followed when preparing text from notes

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

R/601/7642 Principles of supporting business events - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Describe the range of support activities that may be required when organising a business event

1.2 Identify ways of providing support before, during and after a business event

	
	
	
	

	
2.1 Explain the purpose of displaying professional and helpful behaviour when supporting a business event

2.2 Describe ways of exhibiting professional and helpful behaviour whilst supporting a business event
	
	
	
	

	
3.1 Identify the types of problems that may occur when supporting a business event

3.2 Identify ways of dealing with problems when supporting a business event

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

L/601/7641 Principles of supporting change in a business environment - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain reasons for change in a business environment

	
	
	
	

	
2.1 Identify reasons for reviewing working methods, products or services

2.2 Describe types of support that people may need during change

2.3 Explain the benefits of working with others during change

	
	
	
	

	
3.1 Explain the purpose of responding positively to changes in working methods, products or services

3.2 Identify ways of responding positively to change

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

L/601/7638 Principles of personal responsibilities and working in a business environment - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Identify the main points of contracts of employment

1.2 Identify the main points of legislation affecting employers and employees

1.3 Identify where to find information on employment rights and responsibilities both internally and externally

1.4 Describe how representative bodies can support the employee

1.5 Identify employer and employee responsibilities for equality and diversity in a business environment

1.6 Explain the benefits of making sure equality and diversity procedures are followed in a business environment

	
	
	
	

	
2.1 Identify employer and employee responsibilities for health, safety and security in a business environment

2.2 Explain the purpose of following health, safety and security procedures in a business environment

2.3 Identify ways of maintaining a safe and secure environment in a business environment

	
	
	
	

	
3.1 Describe different methods of communication

3.2 Explain how to choose the most appropriate method of communicating with others

3.3 Describe ways of actively listening

	
	
	
	

	
4.1 Explain the purpose of agreeing standards for own work with others

4.2 Explain the purpose of taking on new challenges and adapting to change

4.3 Explain the purpose of treating others with honesty and consideration  

	
	
	
	

	
5.1 Explain the purpose of meeting work standards and deadlines when completing tasks

5.2 Identify ways of planning own work

5.3 Compare ways of keeping other people informed about progress

	
	
	
	

	
6.1 Explain the purpose of continuously improving own performance in a business environment

6.2 Describe ways of improving own performance in a business environment

6.3 Identify different types of career pathways that are available

	
	
	
	

	
7.1 Identify the types of problems that may occur in a business environment

7.2 Explain ways of dealing with problems that may occur in a business environment

7.3 Explain how and when to refer problems to relevant colleagues

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

F/601/7653 Principles of budgets in a business environment - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Explain the purpose of budgets for managing financial resources to meet business requirements

	
	
	
	

	
2.1 Explain the purpose of agreeing the format in which a budget will be presented

2.2 Explain the purpose of using estimations when developing a budget and ways of doing so

2.3 Explain the purpose of identifying timescales, priorities and financial resources needed when preparing a budget and ways of doing so

2.4 Describe the purpose of negotiating and agreeing a budget

	
	
	
	

	
3.1 Explain the purpose of monitoring, controlling and recording income and expenditure

3.2 Describe situations in which revisions to the budget and/or plans may be needed

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.

Centre Name: ______________________________________   Learner Name: ______________________________________

Notes to learners – this checklist is to be completed, to show that you have met all the mandatory and required optional units for the qualification.

R/601/7639 Principles of providing administrative services - Mandatory Unit

	Assessment Criteria
	Evidence (Brief description/title)
	Portfolio Reference
	Date Completed
	Comment

	
1.1 Describe the different features of telephone systems and how to use them

1.2 Describe how to follow organisational procedures when making and receiving telephone calls

1.3 Explain the purpose of giving a positive image of self and own organisation

	
	
	
	

	
2.1 Explain the purpose of correctly receiving, checking and sorting incoming and outgoing mail or packages

2.2 Identify different internal and external mail services available to organisations

2.3 Describe the methods of calculating postage charges for mail or packages

	
	
	
	

	
3.1 Identify different types of equipment and their uses

3.2 Explain the purpose of following manufacturer’s instructions when using equipment

3.3 Explain the purpose of keeping equipment clean, hygienic and ready for the next user

	
	
	
	

	
4.1 Explain why waste should be kept to a minimum in a business environment

4.2 Identify the main causes of waste that may occur in a business environment

4.3 Identify ways of keeping waste to a minimum in a business environment

	
	
	
	

	
5.1 Identify different types of meetings and their main features

5.2 Identify the sources and types of information needed to arrange a meeting

5.3 Describe how to arrange meetings

	
	
	
	

	
6.1 Explain the purpose of confirming instructions and requirements for business travel and accommodation

6.2 Outline the main types of business travel or accommodation arrangements that may need to be made and the procedures to follow

6.3 Explain the purpose of keeping records of business travel or accommodation arrangements

	
	
	
	

	
7.1 Explain the purpose of using a diary system to plan activities

7.2 Identify the information needed to maintain a diary system

	
	
	
	

	
8.1 Contrast the differences between internal and external customers in a business environment

8.2 Explain why customer service should meet or exceed customer expectations

8.3 Identify the purpose and ways of building positive relationships with customers

8.4 Identify how customers demonstrate their own needs and expectations

	
	
	
	

	
9.1 Describe the purpose of the receptionist role as the first point of contact between the public / client and an organisation

9.2 Explain how to present a positive image of self and the organisation and the purpose of doing so

9.3 Explain how to carry out entry, departure, security and confidentiality procedures in a reception area

	
	
	
	




	TUTOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



If chosen for sampling, Internal/External Moderators must complete the following:

	INTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 

	EXTERNAL MODERATOR COMMENTS:





Name:                                                                                     Signature:                                                                             
Date:                                 



Please ensure these forms are copied and distributed to each learner.
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