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INTRODUCTION
This delivery guide has been developed to provide practitioners with a variety of 
creative and practical ideas to support the delivery of this qualification. The guide is 
a collection of lesson ideas with associated activities, which you may find helpful as 
you plan your lessons. 

OCR has collaborated with current practitioners to ensure that the ideas put forward in 
this delivery guide are practical, realistic and dynamic. The guide is structured by unit and 
learning outcome so you can see how each activity helps you cover the requirements of 
this unit.

We’ve also included some English and maths activities. These are designed to 
demonstrate the importance of English and maths skills within real life job roles; 
and to help those learners who may be re-sitting their English or maths GCSE.

We appreciate that practitioners are knowledgeable in relation to what works for them 
and their learners. Therefore, the resources we have produced should not restrict or 
impact on practitioners’ creativity to deliver excellent learning opportunities.

Whether you are an experienced practitioner or new to the sector, we hope you find 
something in this guide which will help you to deliver excellent learning opportunities.

If you have any feedback on this delivery guide or suggestions for other resources you 
would like OCR to develop, please email resources.feedback@ocr.org.uk. 

To find out more about this qualification, go to: https://www.ocr.org.uk/qualifications/
vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/

Please note 

The timings for the suggested activities in this Delivery Guide DO NOT relate to the 
Guided Learning Hours (GLHs) for each unit. 

Assessment guidance can be found within the Unit document available from  
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-
technicals-business-level-2-2016-suite/. 

The latest version of this Delivery Guide can be downloaded from the OCR website.

This Delivery Guide MUST NOT be used directly for assessment purposes. It is intended 
to support the teaching and learning of the unit specified.

mailto:resources.feedback%40ocr.org.uk?subject=
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
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UNIT AIM
This unit aims to develop some of the essential skills and knowledge needed in an 
administrative role in business. You will develop your skills in, and understanding of, 
different administrative processes including maintaining office equipment, ordering 
and issuing stationery and supplies and managing incoming and outgoing mail.

The unit also aims to develop key administrative skills that will enable you to effectively 
organise business travel and accommodation for colleagues and to manage and  
co-ordinate the diaries of others using different diary systems.

https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/

LO1 Be able to maintain office equipment

LO2 Be able to order, maintain and issue stationery and supplies

LO3 Be able to organise business travel and accommodation for colleagues

LO4 Be able to manage diaries and diary systems

LO5 Be able to manage incoming and outgoing mail

https://www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-technicals-business-level-2-2016-suite/
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KEY TERMS
Explanations of the key terms used within this unit, in the context of this unit

Key term Explanation

Diary A calendar or meetings/events for an individual. The diary could be managed online/electronic or be paper based. 

Hazards A danger or risk that may arise. 

Junk mail and spam Junk mail and spam refer to the same thing – unsolicited email messages. They can be filtered by the email program so that they are saved in a 
specific folder to avoid cluttering the user’s inbox. 

PAT testing / certificate PAT stands for Portable Appliance Testing. This annual test ensures that all electrical equipment used in an office environment is safe to use. 
Individuals can check if an item has been PAT tested by referring to the relevant sticker/label. 

Replenish Replace or re-stock. 

Stock Stock is sometimes referred to as inventory. Stock is resources that the business has in reserve for future use, e.g. pens and paper. 

Troubleshooting An attempt to identify and solve errors/faults that may arise. 

Visa An endorsement on an individual’s passport to confirm that they are able to stay, enter or leave a country. 

Waste Waste is anything that does not ‘add value’ to the operations/output of the business and/or unused resources, e.g. ordering too much stock, wasting 
time, unused packaging etc. 
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COMMON MISCONCEPTIONS
Some common misconceptions and guidance on how they could be overcome

What is the misconception? How can this be overcome? Resources which could help

The difference between junk 
mail and spam

Junk mail and spam refer to the same thing. The tutor should take time to explain this and 
in all explanations stress this point. 

Students automatically think 
that diary systems should be 
kept in a paper-based hard-
copy format

During the delivery of the unit the tutor should offer examples of both paper-based and 
electronic diary systems. Activities should be set which involve learners gaining practical 
experience of both types of diary system. 

The difference between 
stationary and stationery

A short activity/quiz could be run as a starter to a lesson whereby learners could be invited 
to distinguish between the two spellings. 

A short quiz to differentiate between stationary and 
stationery can be accessed via:
http://blog.oxforddictionaries.com/2015/04/stationary-or-
stationery/

Office environment are 
safe with no hazards or 
opportunities for personal 
injuries

An activity should be set which asks learners to identify a range of hazards/risks in an office 
environment, e.g. via the use of a photo or image to highlight the common hazards/risks 
that may arise. The teacher could also share statistics regarding the number of injuries in 
an office environment. 

Statistics regarding work-based accidents/injuries are 
available from:
http://www.hse.gov.uk/statistics/pdf/fatalinjuries.pdf

http://blog.oxforddictionaries.com/2015/04/stationary-or-stationery/
http://blog.oxforddictionaries.com/2015/04/stationary-or-stationery/
http://www.hse.gov.uk/statistics/pdf/fatalinjuries.pdf


C
A

M
BRID

G
E TEC

H
N

IC
A

LS IN
 BU

SIN
ESS

LEVEL 2 U
N

IT 4

7© OCR 2018

SUGGESTED ACTIVITIES
The suggested activities in this delivery guide listed below have also been related to other units and learning outcomes (LOs) within this qualification. This could help with delivery planning 
and enable learners to cover multiple parts of units.

LO1 Be able to maintain office equipment
Title of suggested activity Suggested activities Suggested timings Also related to

Eco-friendly office Learners could work in pairs and list different types of business waste that may arise within an office 
work environment, e.g. wasted power by leaving electrical equipment on overnight, disposing of 
recyclable materials in non-recyclable waste bins etc. Learners to share their points with the rest of the 
group and the tutor could summarise the points on the board. 

Learners could be asked to design a poster targeted to administrative staff in their centre to encourage 
them to keep business waste to a minimum. The poster should be designed so that it is visually-
appealing and will motivate staff to keep waste to a minimum. 

The tutor could display the posters on a noticeboard in the teaching room etc. to encourage good 
practice amongst other learners/groups.

45 minutes Unit 7 Supporting the 
organisation of an event
LO1 Be able to identify 
resources needed to 
support the organisation 
of a business event

Working safely The tutor could share an image of an office environment with a number of health and safety hazards/
issues. 

Learners could work in small groups to identify the various hazards/issues. To add interest the tutor 
could offer a small prize to the group which identifies the most hazards in 60 seconds! 

The learners could then come up with ideas to overcome/minimise the hazards/issues. What action 
would they take to avoid these matters, e.g. training, audits etc. 

20 minutes Unit 1 Principles of 
working in business 
administration
LO7 Know workplace 
legislation and common 
business policies that 
affect employees in 
business administration

English extension activity
After discussing the hazard in the above task, learners could produce an information leaflet aimed at 
new administrative staff in a business. This would provide details of potential hazards and clear ways to 
minimise/avoid them. The layout should be appropriate for new staff, be visually accessible, with clear 
links between images and text. 

This involves selecting relevant information for a given purpose, adapting language and style to meet 
the needs of a specific audience, conveying information concisely but clearly, and using images and text 
to enhance meaning.

30 minutes
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LO2 Be able to order, maintain and issue stationery and supplies
Title of suggested activity Suggested activities Suggested timings Also related to

Obtaining best value Learners could pretend that they work as an administrator in the finance office of ABC Distribution 
which is a fictitious haulage company. 

Their supervisor has asked them to research three suppliers for the following items that they require 
for the office. The learner should design a table using a word processing package or spreadsheet to 
document: 
• Name of the supplier
• Quantity that the item is purchased
• Overall price
• Unit price
• Delivery time 
• Method to order, e.g. telephone, online order form 
• Method of payment, e.g. card, customer account.

The items could include – a blue biro pen, A4 paper for a printer, A4 lever arch file etc. The tutor should 
give each learner two different items to research. 

The learner should consider the various suppliers and recommend which one offers ‘best value’ for the 
business. At the end of the activity the learners could discuss their findings.

1 hour Unit 1 Principles of 
working in business 
administration
LO6 Know about using 
business documents and 
stationery

Unit 7 Supporting the 
organisation of an event
LO2 Be able to source 
event resources

English extension activity
Having researched various stationery suppliers in the task above, learners work in pairs to do two 
activities. Firstly, they role-play placing an order by telephone to one of the companies. Secondly, they 
write the order and the supplier’s response by email.

The pairs then discuss the content and style needed for each one and then compare the effectiveness, 
advantages and disadvantages of each one e.g. immediacy, keeping a record of the transaction, 
personal communication, clarifying details etc.

This involves comparing the style, format and efficiency of two methods of communication.  

30 minutes
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LO2 Be able to order, maintain and issue stationery and supplies
Title of suggested activity Suggested activities Suggested timings Also related to

Supplier solutions Learners could work in pairs to discuss and note the various issues that may occur when ordering office 
supplies, e.g. supplier deliver late, supplier deliver the wrong item etc. 

Learners should then discuss how each challenge might affect the operation of the office, and then 
formulate solutions/contingencies to minimise the impact. 

30 minutes Unit 1 Principles of 
working in business 
administration
LO1 Know about 
organisational structures 
and functional areas of 
businesses
LO6 Know about using 
business documents and 
stationery

Unit 2 Understand the 
role of an administrator
LO4 Understand the 
appropriate uses of 
different business 
documents and how to 
complete them

Unit 7 Supporting the 
organisation of an event
LO2 Be able to source 
event resources
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LO3 Be able to organise business travel and accommodation for colleagues
Title of suggested activity Suggested activities Suggested timings Also related to

Book business travel Learners could pretend that they work as an administrator in the finance office of ABC Distribution 
which is a fictitious haulage company. 

Their supervisor has to attend a meeting in London next Tuesday and asked them to research train times 
and the price of tickets. They need to arrive at Paddington station before 9am and plan to return to 
Paddington station for their return journey at 5.30pm. 

Each learner must research the latest train to get their supervisor to Paddington station before 9am and 
the earliest train that they can depart from the train station. 

Learners should consider if their supervisor will have to change trains during their journey and/or require 
overnight accommodation. 

20 minutes Unit 1 Principles of 
working in business 
administration
LO2 Know 
about arranging 
meetings, travel and 
accommodation

Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

Unit 5 Follow 
administrative practices 
and create procedures
LO3 Be able to support 
business meetings

Unit 7 Support the 
organisation of an event
LO5 Be able to plan to 
prevent problems with a 
business event

Maths extension activity
Learners could, in pairs, be asked to book a hotel room in a foreign city through various websites. The 
learners will have to research currency conversions and could be given certain criteria such as distance 
from airport, cost boundaries and minimum room requirements. Results could be shared and discussed, 
and the most suitable chosen.

20 minutes
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LO3 Be able to organise business travel and accommodation for colleagues
Title of suggested activity Suggested activities Suggested timings Also related to

The best time to travel? Learners could research the price of a rail fare to a major city, e.g. London from their local area at different 
times of the day. The tutor could set a challenge whereby learners compete to find the largest difference 
in fares. 

The National Rail Enquiry website could support this activity:  
http://www.nationalrail.co.uk/times_fares/ticket_types.aspx. 

15 minutes Unit 1 Principles of 
working in business 
administration
LO2 Know 
about arranging 
meetings, travel and 
accommodation

Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

Unit 5 Follow 
administrative practices 
and create procedures
LO3 Be able to support 
business meetings

http://www.nationalrail.co.uk/times_fares/ticket_types.aspx
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LO4 Be able to manage diaries and diary systems
Title of suggested activity Suggested activities Suggested timings Also related to

Different diary systems Learners to research the different types of diary systems that a business may use, e.g. electronic, online, 
paper based etc. 

They should think about the advantages and drawbacks of each diary system. 

Which method do they feel is best – why? 

15 minutes Unit 1 Principles of 
working in business 
administration
LO2 Know 
about arranging 
meetings, travel and 
accommodation 
LO3 Know about 
communication, 
teamwork and deadlines
LO5 Know about 
technology used in 
business administration

Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation

It’s a date! Learners should use an electronic/online diary system to invite three other members of their group to a 
meeting at 10am next Wednesday morning at their centre. 

They should use the diary system to send an invite to the attendees, ensuring that it offers an electronic 
‘reminder’ to the attendee 10-15 minutes before the meeting start at 10am. Upon receipt of the invite 
the attendees should accept/decline the invite to enable the organising learner to track attendance. 

The tutor should monitor this activity and encourage learners to work collaborate so that everyone has 
the opportunity to accept/decline the meeting invitation.

10 minutes Unit 1 Principles of 
working in business 
administration
LO2 Know 
about arranging 
meetings, travel and 
accommodation 
LO3 Know about 
communication, 
teamwork and deadlines
LO5 Know about 
technology used in 
business administration

Unit 2 Understand the 
role of an administrator
LO1 Understand key 
factors when arranging 
meetings, travel and 
accommodation
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LO4 Be able to manage diaries and diary systems
Title of suggested activity Suggested activities Suggested timings Also related to

Maths extension activity
Learners could be given a paper or electronic/online diary, and be asked to populate it with a list of 
events such as interviews, meetings and training sessions. Each event could have conditions such as 
“Interview; must be between 2pm and 4pm, last 50 minutes, not Monday”
The task would be to fit all the events in whilst meeting all the criteria.

20 minutes
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LO5 Be able to manage incoming and outgoing mail
Title of suggested activity Suggested activities Suggested timings Also related to

Types of mail Learners to work in pairs to consider the different types of mail that may be used in a business, e.g. email, 
letters, parcels, fax, internal etc. 

Learners to consider the benefits and drawbacks of each type of mail and examples of situations that 
each one may be used. 

15 minutes Unit 1 Principles of 
working in business 
administration
LO4 Know about 
handling mail and 
payments
LO5 Know about 
technology used in 
business administration

Sorting mail Learners to oversee an administrator in their centre/local business when sending their mail. They should 
view: 
• Use of a franking machine
• Use of scales/equipment to calculate the postage required
• Different types of postal services and their cost, e.g. recorded, signed for, Parcelforce etc. 

A rota could be organised by the tutor so that each learner has the opportunity to shadow/support the 
administrator over a period of time if appropriate. 

30 minutes Unit 1 Principles of 
working in business 
administration
LO4 Know about 
handling mail and 
payments
LO5 Know about 
technology used in 
business administration
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