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Learner Unit Achievement Checklist 

BIIAB Level 4 Diploma In Business Administration
601/6786/5

BIIAB Level 4 Diploma In Business 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.

A/506/4220 Understand How to Manage Work Activities to Improve Business Performance - Mandatory Unit

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

	
1.1 Analyse the effect of the mission, aims and objectives of an organisation on its structure and culture

1.2 Explain the methodology used to map processes to the organisation’s goals and objectives

	
	
	
	

	
2.1 Explain the importance of identifying and prioritising outcomes for work plans

2.2 Explain the purpose of agreeing SMART objectives that align people and other resources in an effective and efficient way

2.3 Evaluate the usefulness of techniques used to manage activities

2.4 Assess factors to be taken into account when allocating and agreeing work with team members

2.5 Explain how to produce a work plan which promotes goals and objectives

	
	
	
	

	
3.1 Assess the importance of implementing quality audit systems/practice to manage and monitor quality standards

3.2 Explain the importance of embedding a quality culture to improve organisational performance

3.3 Explain the importance of providing leadership and direction for own area of responsibility

3.4 Evaluate methods used to monitor progress and provide feedback to team members

	
	
	
	

	
4.1 Explain the impact of health and safety legislation on work activities

4.2 Explain the purpose and benefits of carrying out a risk assessment when managing work activities

4.3 Assess the importance of reviewing organisational health and safety policies and procedures

	
	
	
	




	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.

H/506/4213 Business Risk Management - Mandatory Unit

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

	
1.1 Describe what is meant by operational risk

1.2 Analyse the risk management lifecycle

1.3 Analyse business risk identification theories and models

1.4 Explain measures and techniques to mitigate business risk

	
	
	
	

	
2.1 Describe what is included in a model risk policy

2.2 Analyse the use of a model risk policy
	
	
	
	

	
3.1 Evaluate the internal and external risk factors that an organisation faces

3.2 Analyse the potential impact of the risk factors that an organisation faces

3.3 Explain the laws and legislation relating to risk management

	
	
	
	

	
4.1 Evaluate risk and risk interdependencies

4.2 Evaluate the effectiveness of methods used for calculating risk probability

	
	
	
	

	
5.1 Analyse the relationship between risk management, disaster recovery and business continuity

5.2 Evaluate scenario planning and crisis management risk

5.3 Evaluate techniques used to minimise business risk

5.4 Analyse ways in which risk management techniques can be built into routine business processes

	
	
	
	




	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.

D/506/4145 Communicating in a Business - Mandatory Unit

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

	
1.1 Evaluate the appropriateness and efficiency of different communication channels and tools

1.2 Explain the use of vertical, lateral or networked communication channels and tools

1.3 Explain how the use of clear and correct language supports effective communication

	
	
	
	

	
2.1 Analyse the features of different models of business communication that support administrative services

2.2 Evaluate the strengths and weaknesses of an organisation’s communications system

2.3 Justify improvements to an organisation’s communications system

	
	
	
	




	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/506/4140 Business Administration Systems - Mandatory Unit

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

	
1.1 Explain the features of administrative systems used in different types and sizes of organisation

1.2 Explain how organisations mange the flow of information

1.3 Evaluate the role of information and communication technology (ICT) in supporting administration

	
	
	
	

	
2.1 Explain the stages of systems development



2.2 Explain the contribution of systems thinking to efficient administrative performance

2.3 Analyse the drawbacks to systems thinking in an organisational context

2.4 Evaluate the benefits of implementing systems change

	
	
	
	

	
3.1 Explain the difference between administrative policies and procedures

3.2 Analyse the purpose of formal and informal administrative policies and procedures

3.3 Analyse methods for evaluating the effectiveness of procedures

3.4 Analyse the relationship between formulating policy and preparing procedures

3.5 Analyse how to ensure the procedures meet customer requirements

	
	
	
	




	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.

M/506/4215 Managing People and Performance in a Business Environment - Mandatory Unit

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

	
1.1 Identify the benefits of a systematic approach to the management of learning, training and development

1.2 Analyse the importance of learning and development for organisations

1.3 Analyse the nature of learning, development and learning behaviour

1.4 Evaluate different methods of learning




	
	
	
	

	
2.1 Analyse the role of wants, needs and expectations in driving an individual’s motivation

2.2 Analyse the impact of intrinsic and extrinsic rewards on motivation and satisfaction and their relationship to morale

2.3 Explain the way in which abilities, aptitudes, personalities and perceptions affect individuals’ behaviour

2.4 Evaluate the link between motivation, morale and workplace performance

	
	
	
	

	
3.1 Analyse how leadership influences people and situations

3.2 Evaluate different models and theories of leadership

3.3 Analyse the impact of different leadership styles on leading and communicating within teams

3.4 Evaluate the benefits and drawbacks of different types of communication network

	
	
	
	

	
4.1 Analyse the nature and importance of teamwork for an organisation

4.2 Describe the stages of group development

4.3 Analyse the factors that influence effective team performance

4.4 Describe the characteristics of team effectiveness

4.5 Evaluate the relationship between different group roles and effective team performance

	
	
	
	

	
5.1 Explain the potential for conflict caused by different stakeholders’ objectives

5.2 Analyse different approaches for dealing with conflict within teams and between individuals

5.3 Evaluate problem-solving and interpersonal skills needed to manage people

	
	
	
	




	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.

T/506/4149 Managing Self Development - Mandatory Unit

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

	
1.1 Evaluate the role of CPD in organisations

1.2 Analyse the influence of CPD on individuals

1.3 Evaluate the effectiveness of different forms of CPD

	
	
	
	

	
2.1 Analyse the importance of considering own values, career and personal goals and how these relate to your job role and professional development

2.2 Describe how to evaluate the current requirements of a work role and how the requirements may evolve in the future

2.3 Describe how to identify gaps between current knowledge and skills required for achieving objectives

2.4 Explain how to set objectives which are SMART

2.5 Explain how to identify your own development needs

	
	
	
	

	
3.1 Explain how to develop an effective development plan

3.2 Analyse the different types of learning styles and how these contribute to own performance

3.3 Describe development activities and how these contribute to performance

	
	
	
	

	
4.1 Analyse how to monitor the quality of own work and progression against plans

4.2 Explain how to evaluate your performance against the requirements of your work role

4.3 Explain how to use feedback in your own performance

	
	
	
	




	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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