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Assessment Brief 1  
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C. Services in an Office 

control, double-sided, post, transferring, appointments, classification 

(Practice) 



 

 

E. Processing and Communicating Information 
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F. Filing Systems 
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G. The Data Protection Act 
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I. Data Security  
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(Practice) 

 



 

 

M. Routine Office Tasks 
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(Practice) 

 

 

 

 

 

 
See ‘A Day at the  

Office’ Task Book. 



 

 

 

(Practice) 

 

 

 

 

 

 

 

 

 See ‘A Day at the  

Office’ Task Book. 
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FRESH FASHION 

 See ‘A Day at the  

Office’ Task Book. 



 

 

O. Telephone Techniques 
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 See ‘A Day at the  

Office’ Task Book. 



 

 

Mapping of Learning Outcomes 

 




