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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 essential skills and understanding relating to well-defined and 
routine administrative duties completed by those in an administrative role in business. 

You will learn how to effectively create, locate, store, search and retrieve data for a 
given purpose in a timely manner. In addition, using a variety of different administrative 
technologies, you will have the opportunity to create, develop and distribute a range of 
business documents using appropriate distribution channels, ensuring that they are fit 
for the required purpose.
 
You will also develop the essential skills to be able to effectively support the 
organisation of both face-to-face and virtual business meetings. You will prepare for, 
and set up, business meetings and complete follow-up tasks. In addition, you will have 
the opportunity to create administrative procedures for yourself, and others within the 
organisation, to follow.

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

LO1 Be able to produce and distribute business documents

LO2 Be able to locate, store, search and retrieve data for routine administrative 
tasks

LO3 Be able to support business meetings

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


C
A

M
BRID

G
E TEC

H
N

IC
A

LS IN
 BU

SIN
ESS

LEVEL 2 U
N

IT 5

5© OCR 2018

KEY TERMS
Explanations of the key terms used within this unit, in the context of this unit

Key term Explanation

Agenda A document that lists the topics to be covered in a meeting. It is typically circulated to all attendees in advance of the meeting so they can plan as 
required. 

BCC BCC stands for Blind Carbon Copy. The recipient will receive a copy of the email; however, the other recipients will be unaware that they have seen a 
copy of the message. 

CC CC stands for Carbon Copy. The recipient will receive a copy of the email for ‘information only’. You will not require any action or a response from the 
recipient. All other recipients of the email will be aware that the individual has seen a copy of the message. 

Chair The chairperson ensures that a meeting operates efficiently, e.g. runs to time, encourages everyone to participate and ensures that all matters are 
the agenda are covered/discussions do not go off-course. 

House style A writing style, or writing conventions, followed by a particular organisation. 

Logo A graphical mark, emblem, badge or symbol used by a business, product or service to distinguish it from others.

Minutes The minutes of a meeting is an official record of the contents of the meeting. Someone will be responsible for writing the minutes and will attend 
the meeting and usually take notes as the meeting progresses. They will then write the minutes after the meeting which will summarise the key 
points covered, action points, voting decisions, motions taken/rejected, items to be covered in a future meeting and dates of future meetings. They 
will then share the minutes with all attendees who will be asked to check the accuracy. 

PDF A Portable Document Format (PDF) document is an electronic file format that takes all of the elements of a printed document which the reader can 
then navigate and print as required. 

Pivot tables A pivot table is a tool that allows the user to sort and review selected columns and rows of data in a spreadsheet or database table. The pivot table 
can then be used in a report.  

Read only A document that can only be viewed and cannot be edited by the user. 

Template A document that includes pre-formatted information/design elements which the user can complete/add/remove. A template ensures that the 
document follows a consistent style. 

Typographical errors Typographical errors are commonly referred to as ‘typos’ and are mistakes within a document, e.g. a spelling error, incorrectly used word, missing 
word in a sentence etc. 

Wizards An electronic/automatic ‘assistant’ which provides step-by-step guidance to the user, e.g. to install a software program, carry out a task/function etc. 



C
A

M
BRID

G
E TEC

H
N

IC
A

LS IN
 BU

SIN
ESS

LEVEL 2 U
N

IT 5

6© OCR 2018

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

Difference between cc and bcc 
when composing an email

The use of a practical activity where learners are asked to compose a series of different 
email messages for specific scenarios which involves them making a decision as to 
whether cc or bcc should be used. 

Use of email software program, e.g. Microsoft Outlook, or an 
online cloud based account. 

Difference between use of 
‘yours sincerely’ and ‘yours 
faithfully’

Many learners confuse when to use each of the ‘sign offs’ correctly. The use of a practical 
activity whereby learners are given samples of the salutation of a business letter and they 
have to decide how to close the letter. 

Confusing the contents and 
use of meeting invitations, 
agendas, minutes etc.

The use of kinaesthetic/practical activities can help learners to appreciate the differences 
in the contents and use of the various documentation used to support the delivery of 
a meeting, e.g. learners could produce the documentation to support a meeting for all 
learners. 

Not appreciating the 
importance of adopting 
appropriate naming 
conventions to support 
electronic storage systems.

An activity whereby students can see two different electronic storage systems (one where 
the files are named in an easily recognisable format/name; and a second where the files 
are named in a haphazard fashion without the use of folders to group similar documents). 

Some students may also have experienced problems first-hand from not naming files in an 
unrecognisable fashion, e.g. leading to wasting time whilst finding documents or even the 
loss of work if unable to find a document. The teacher could lead a short class discussion 
to explore personal experiences which could lead to a discussion about good practice to 
adopt. 

Some learners perceive that all 
meetings are face-to-face in 
business. 

The tutor must use a variety of examples when teaching this unit to illustrate virtual 
communication/meetings in addition to face-to-face communication/meetings in 
business. The taught content must include the use of digital resources to support virtual 
communication/meetings and how their use is continually growing.
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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 produce and distribute business documents
Title of suggested activity Suggested activities Suggested timings Also related to

Prepare for a meeting The learners could take part in a meeting simulation which should involve all members of the group 
undertaking a specific role. In preparation for this meeting, the learners could be tasked to produce the 
following documentation: 
• Email to invite all members to the meeting (invite could be linked to an online  diary system such as 

Outlook if appropriate)
• Agenda
• Any visual aids that will be used during the meeting, e.g. presentation slides
• Minute template that will be used during the meeting.

The topic for this meeting should be selected so that it is relevant for the students, e.g. a course review 
meeting, planning for a trip/event later in the year; or alternatively the tutor could base the meeting on 
a business case study example. 

1 hour Unit 1 Principles of 
working in business 
administration
LO3 Know about 
communication, 
teamwork and deadlines

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

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

Maths extension activity
Learners, in pairs, could be tasked with scheduling a meeting for a group of people who have other 
commitments. A list of people could be supplied, each having conditions as to when they could attend. 
E.G. “Paul, can do any afternoon except Wednesdays”, “Emma, can’t do Mondays or Tuesdays but any 
other lunchtime is fine” There is a task on the OCR website that is similar (SMP Problem solving tasks 
for functional skills maths) and it requires each person’s availability to be recorded (probably using 
a tally chart) and the time/date with the greatest availability chosen, although this can be open to 
interpretation as certain people may have to be present whereas for others it may be less important. 
http://www.ocr.org.uk/qualifications/functional-skills-maths-level-1-09865/

10 minutes

http://www.ocr.org.uk/qualifications/functional-skills-maths-level-1-09865/
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LO1 Be able to produce and distribute business documents
Title of suggested activity Suggested activities Suggested timings Also related to

Design Doctor The learners could be given an example of a poorly designed/presented customer newsletter based on 
a fictitious business. 

The learners should be asked to evaluate the document in pairs and discuss any positive aspects and 
areas for development/improvement, e.g. typographical errors, grammatical errors, inappropriate 
language, poor design etc. 

After a whole group discussion, the learners could be asked to re-design the newsletter to make it 
professional and suitable for distribution by the business to its customers.  

At the end of the activity, learners could share their work with their peers and explain why they made 
the changes. 

The learners could also reflect on how distributing the poorly designed/presented customer newsletter 
may affect the business’s reputation/image. 

1 hour Unit 1 Principles of 
working in business 
administration
LO5 Know about 
technology used in 
business administration

Unit 2 Understand the 
role of an administrator
LO2 Understand 
the characteristics 
of business 
communications and 
their appropriate uses
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LO2 Be able to locate, store, search and retrieve data for routine administrative tasks
Title of suggested activity Suggested activities Suggested timings Also related to

Staff induction 
presentation

Learners could be asked to design four to six slides to be viewed by new administrative staff as part of 
their induction to the centre/local business. 

The slides should cover the following information: 
• Working securely, e.g. use of usernames and good practice for selecting passwords
• Creating file/folder structures to support the easy retrieval of electronic files and documents
• Good practice for naming files/naming conventions 
• The different types of file, e.g. read-only, PDF.

Learners could show their work at the end of the activity to share any elements of good practice. 

1 hour Unit 1 Principles of 
working in business 
administration
LO1 Know about 
organisational structures 
and functional areas of 
businesses

Unit 2 Understand the 
role of an administrator
LO2 Understand 
the characteristics 
of business 
communications and 
their appropriate uses

Unit 6 Communicate in a 
business environment
LO1 Be able to 
communicate in writing, 
following business 
etiquette
LO3 Be able to 
communicate 
appropriately in 
meetings when face-to-
face with internal and 
external colleagues
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LO2 Be able to locate, store, search and retrieve data for routine administrative tasks
Title of suggested activity Suggested activities Suggested timings Also related to

ICT issue poster Learners could be asked to design a poster to be displayed in their centre to communicate how 
technological problems should be reported. The poster could include: 
• Examples of the types of technological problems that may arise
• Contact details for the relevant department
• Timescales involved in resolving issues.

The tutor should supply any information that learners may need to carry out this task. In addition to the 
content, the learners should consider professional design of the slides. 

45 minutes Unit 1 Principles of 
working in business 
administration
LO5 Know about 
technology used in 
business administration

Unit 2 Understand the 
role of an administrator
LO2 Understand 
the characteristics 
of business 
communications and 
their appropriate uses
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LO3 Be able to support business meetings
Title of suggested activity Suggested activities Suggested timings Also related to

Participate in a business 
meeting

The learners could take part in a meeting simulation which should involve all members of the group 
undertaking a specific role. If the group is large, the tutor could divide learners into small groups to 
ensure that all learners can take an ‘active’ role in this activity. 

One of the previous activities for LO1 involved learners producing documentation to support the 
operation of the meeting, e.g. agenda, minute template etc. which can be used during this activity. 

The topic for this meeting should be selected so that it is relevant for the students, e.g. a course review 
meeting, planning for a trip/event later in the year; or alternatively the tutor could base the meeting on 
a business case study example. Learners should book any resources/equipment required to support the 
meeting, e.g. laptop, specific room etc. as they would in a real-life business. 

Each learner should be given a specific role for the meeting, e.g. chair, minute taker, participant with 
a particular aim. The tutor should then observe the meeting and offer feedback as appropriate. If 
appropriate permissions have been obtained, the tutor may wish to record the meeting and invite 
students to review their performance afterwards to support their personal development. 

A set of minutes should be produced at the end of the meeting.

1 hour administration
LO3 Know about 
communication, 
teamwork and deadlines

Unit 6 Communicate in a 
business environment
LO3 Be able to 
communicate 
appropriately in 
meetings when face-to-
face with internal and 
external colleagues
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LO3 Be able to support business meetings
Title of suggested activity Suggested activities Suggested timings Also related to

English extension activities
1. Before the meeting, each member of the group could prepare three open questions and three 

closed questions and aim to use them during the meeting. 

 During the meeting, the tutor, or members of the whole group who have not been assigned a role 
in the meeting, could be observers and could use a tick chart to monitor who asks questions, what 
type of questions (open or closed) are asked, use of turn-taking, language used to gain attention and 
how participants respond to the questions and comments of others. 

 At the end of the meeting, the observers report back on their findings. 

 This will include evaluating how effective closed and open questions are in developing discussion, 
whether some participants dominated the meeting and how this could be dealt with, successful 
ways of involving all participants in the meeting, how to use body language effectively, how to keep 
to the agenda and how to move the meeting on.

 Finally, key points about conducting meetings effectively could be drawn up by the whole group. 
This could be reinforced by watching YouTube videos of successful and unsuccessful meetings. 

2. At the end of the meeting, all members of the group could write, individually, the minutes of the 
meeting. Then, in small groups, learners could compare their versions, looking at content, level of 
detail, layout and form, as well as accuracy of both the reporting and style. After discussion about 
what makes a successful record of a meeting, learners could write a final version, and a template with 
notes to give guidance for others.

 This involves evaluating different documents, effective discussion to produce the required outcome 
and communicating clearly, accurately and precisely in a formal written text.  

Length of the 
meeting plus 25 
minutes

1 hour
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LO3 Be able to support business meetings
Title of suggested activity Suggested activities Suggested timings Also related to

Virtual meetings versus 
physical meetings

Learners could work in small groups to identify the different administrative considerations when 
setting up a face-to-face meeting compared with a virtual meeting, e.g. for a face-to-face meeting the 
administrator may need to arrange travel or overnight accommodation for attendees, whereas they may 
need to consider potential time differences when planning the start time for a virtual meeting with an 
international supplier and also arrange a laptop with Wi-Fi access to run the virtual meeting. 

Learners should write their points on a flip-chart paper and then share their answers with other 
members of their group at the end. 

30 minutes Unit 1 Principles of 
working in business 
administration
LO3 Know about 
communication, 
teamwork and deadlines

Unit 6 Communicate in a 
business environment
LO2 Be able to 
communicate by 
telephone
LO3 Be able to 
communicate 
appropriately in 
meetings when face-to-
face with internal and 
external colleagues

Unit 7 Support the 
organisation of an event
LO1 Be able to identify 
resources needed to 
support the organisation 
of a business event
LO5 Be able to plan to 
prevent problems with a 
business event

Maths extension activity
Learners could, in the same pairs as above, use some of the same people as above and cost a face-to-
face meeting in, for example, a meeting room in a hotel. They would have to research the cost of hiring 
the room, the travel costs, maybe hotel costs for some. This could be compared to the cost of a virtual 
meeting and the saving identified.
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