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1) Introduction 

The OCR Level 2 Certificate (NVQ) in Business & Administration

NVQs are qualifications which demonstrate ability at work. The training is mainly on the job and NVQ assessment recognises an individual's performance at work with a nationally recognised qualification. 

The OCR NVQ in Business and Administration suite of qualifications provides candidates with high quality, nationally recognised qualifications. They are vocationally-related, credit-based qualifications that provide valuable opportunities for individuals to develop skills, gain underpinning knowledge and understanding and demonstrate competence in the workplace or provide progression within the OCR NVQ in Business and Administration suite of qualifications and/or in to employment. They support achievement of Functional Skills and relate to national occupational standards (NOS). 

These qualifications are employer led and do require input from both the candidate and employers. This Induction Booklet will be a learning plan so that the development journey remains focussed on the desired outcomes of all parties, including:
· The candidates aim

· The line managers aims

· Candidates strengths/weaknesses

· Suitable units

· Career paths

· Development areas

Material from this booklet can be used as evidence, where suitable, for units.

2) Candidate Aims (Unit 202 – 1.1, 1.3, 1.5)
This section should be used to record information on what the candidate hopes to achieve from completing the qualification. Candidates can discuss how to improve their own performance and why the improvements are required.
Candidate Name:                                  Candidate Signature:                       

Assessor Name:                                    Assessor Signature: 

Date
3) Employer Aims (Unit 202 – 2.1, 2.2, 2.3)
This section should be used to record information on what the employer hopes the candidate will achieve from completing the qualification.

Employer Name:                                    Employer Signature:                       

Assessor Name:                                    Assessor Signature: 

Date

4) Candidate strengths/weaknesses (Unit 202 – 1.2, 2.1, 2.2) 
In this section, both the candidate and employer can record the areas in which they think the candidate excels and areas in which they could use development. This will help to identify units that will be most useful for both the candidate and the employer.
a) Candidate
	Strengths
	Weaknesses

	
	

	Opportunities
	Threats

	
	


b) Employer

	Strengths
	Weaknesses

	
	

	Opportunities
	Threats

	
	


5) Career Paths (Unit 202 – 1.4, 1.5)
This can be used as an opportunity to discuss where the candidate sees his/her career heading towards in the future. An organisational chart of the company could show the candidate the possible opportunities and careers available.

6) Development Areas (Unit 202 – 1.2, 3.1)
Before making the final decision on the units, the candidates and employers should record areas of development that the both think will help to improve performance. 
Area for development:

Reason for development:

Area for development:

Reason for development:

7) Unit Selection (Unit 202 – 3.3)
OCR Level 2 Certificate in Business and Administration 
To achieve a Level 2 Certificate in Business and Administration, you must complete a minimum of 21 credits, of which 14 credits must be selected from level 2 units: 

1. 9 credits must be completed from GROUP A MANDATORY UNITS; and, 

2. A minimum of 7 credits must come from GROUP B OPTIONAL UNITS 

3. A minimum of 5 further credits must from GROUP B OPTIONAL UNITS or GROUP C OPTIONAL UNITS. 

	OCR Unit No 
	Unit title 
	Credit value 
	Level 
	GLH 

	201 
	Manage own performance in a business environment 
	2 
	2 
	9 

	202 
	Improve own performance in a business environment 
	2 
	2 
	6 

	203 
	Work in a business environment 
	2 
	2 
	18 

	206 
	Communicate in a business environment 
	3 
	2 
	18 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	







       Level 2 Credits =




                      Total Credits = 
8) Review (Unit 202 – 3.2, 3.4)
Half year review
Is the plan achieving the set aims?

Are there any further development needs?

Final review
Have you achieved your goals?

Are there any further development needs?

 Appendix A

Group A – Mandatory units 
	OCR Unit No 
	Unit title 
	Credit value 
	Level 
	GLH 

	201 
	Manage own performance in a business environment 
	2 
	2 
	9 

	202 
	Improve own performance in a business environment 
	2 
	2 
	6 

	203 
	Work in a business environment 
	2 
	2 
	18 

	206 
	Communicate in a business environment 
	3 
	2 
	18 


Group B 

	OCR Unit No 
	Unit title 
	Credit value 
	Level 
	GLH 

	107 
	Make and receive telephone calls 
	3 
	1 
	10 

	204 
	Solve business problems 
	4 
	2 
	12 

	205 
	Work with other people in a business environment 
	3 
	2 
	10 

	207 
	Use electronic message systems 
	1 
	2 
	6 

	208 
	Use diary systems 
	3 
	2 
	9 

	209 
	Take minutes 
	4 
	2 
	15 

	210 
	Handle mail 
	3 
	2 
	17 

	211 
	Provide reception services 
	3 
	2 
	15 

	212 
	Produce documents in a business environment 
	4 
	2 
	15 

	213 
	Prepare text from notes 
	3 
	2 
	15 

	214 
	Prepare text from notes using touch typing (40 wpm) 
	3 
	2 
	15 

	215 
	Prepare text from shorthand (60 wpm) 
	8 
	2 
	55 

	216 
	Prepare text from recorded audio instruction (40 wpm) 
	4 
	2 
	35 

	217 
	Organise and report data 
	3 
	2 
	12 

	218 
	Research information 
	4 
	2 
	17 

	219 
	Store and retrieve information 
	3 
	2 
	17 

	BA 220 
	Archive information 
	2 
	2 
	13 

	221 
	Use office equipment 
	4 
	2 
	18 

	222 
	Maintain and issue stationery stock items 
	3 
	2 
	14 

	223 
	Support the organisation of an event 
	2 
	2 
	15 

	224 
	Support the co-ordination of an event 
	3 
	2 
	20 

	225 
	Support the organisation of business travel or accommodation 
	3 
	2 
	18 

	226 
	Support the organisation of meetings 
	4 
	2 
	18 

	227 
	Respond to change in a business environment 
	3 
	2 
	16 

	228 
	Support the management and development of an information system 
	7 
	2 
	40 

	229 
	Administer human resource records 
	3 
	2 
	20 

	230 
	Administer the recruitment and selection process 
	4 
	2 
	30 

	256 
	Meet and welcome visitors 
	3 
	2 
	23 

	257 
	Administer parking dispensations 
	4 
	2 
	14 

	310 
	Develop a presentation 
	3 
	3 
	15 

	311 
	Deliver a presentation 
	3 
	3 
	15 

	312 
	Design and produce documents in a business environment 
	4 
	3 
	25 

	313 
	Prepare text from notes using touch typing (60 wpm) 
	4 
	3 
	10 

	314 
	Prepare text from shorthand (80 wpm)
	8 
	3 
	45 

	315 
	Prepare text from recorded audio instruction (60 wpm) 
	4 
	3 
	25 

	316 
	Support the design and development of an information system 
	7 
	3 
	35 

	317 
	Monitor information systems 
	7 
	3 
	30 

	318 
	Analyse and report data 
	6 
	3 
	30 

	319 
	Order products and services 
	5 
	3 
	35 

	320 
	Plan and organise an event 
	4 
	3 
	28 

	321 
	Co-ordinate an event 
	4 
	3 
	30 

	322 
	Plan and organise meetings 
	5 
	3 
	25 

	326 
	Contribute to innovation in a business environment 
	4 
	3 
	30 

	327 
	Contribute to running a project 
	5 
	3 
	30 

	328 
	Deliver, monitor and evaluate customer service to internal customers 
	3 
	3 
	12 

	329 
	Deliver, monitor and evaluate customer service to internal customers 
	3 
	3 
	12 

	330 
	Agree a budget 
	4 
	3 
	25 


Group C 

	OCR Unit No 
	Unit title 
	Credit value 
	Level 
	GLH 

	113 
	Use occupational and safety guidelines when using keyboards 
	2 
	1 
	20 

	115 
	Bespoke software 
	2 
	1 
	15 

	116 
	Data management software 
	2 
	1 
	15 

	117 
	Database software 
	3 
	1 
	20 

	118 
	Improving productivity using IT 
	3 
	1 
	20 

	119 
	IT security for users 
	1 
	1 
	10 

	120 
	Presentation software 
	3 
	1 
	20 

	121 
	Set up an IT system 
	3 
	1 
	20 

	122 
	Spreadsheet software 
	3 
	1 
	20 

	123 
	Using collaborative technologies 
	3 
	1 
	20 

	124 
	Website software 
	3 
	1 
	20 

	125 
	Word processing software 
	3 
	1 
	20 

	238 
	Bespoke software 
	3 
	2 
	20 

	239 
	Data management software 
	3 
	2 
	20 

	240 
	Database software 
	4 
	2 
	30 

	241 
	Improving productivity using IT 
	4 
	2 
	30 

	242 
	IT security for users 
	2 
	2 
	15 

	243 
	Presentation software 
	4 
	2 
	30 

	244 
	Set up an IT system 
	4 
	2 
	30 

	245 
	Spreadsheet software 
	4 
	2 
	30 

	246 
	Using collaborative technologies 
	4 
	2 
	30 

	247 
	Website software 
	4 
	2 
	30 

	248 
	Word processing software 
	4 
	2 
	30 


The following barred combinations apply to this qualification: 
	Only one from units 213, 214 or 313 

Only one from units 212 or 312 

Only one from units 215 or 314 

Only one from units 216 or 315 

Only one from units 223 or 320 

Only one from units 224 or 321 

Only one from units 226 or 322 

Only one from units 211 or 256 

Only one from units 115 or 238 
	Only one from units 116 or 239 

Only one from units 117 or 240 

Only one from units 118 or 241 

Only one from units 119 or 242 

Only one from units 120 or 243 

Only one from units 121 or 244 

Only one from units 122 or 245 

Only one from units 123 or 246 

Only one from units 124 or 247 

Only one from units 125 or 248 


Appendix B – Employer Release Form (Unit 202 – 2.3)
I agree that candidate _____________________ can use material collected from the workplace _____________________________ as evidence towards their OCR Level 2 Certificate in Business & Administration.
Candidate Name:                                  Candidate Signature:     

Employer Name:     


        Employer Signature:              

Assessor Name:                                    Assessor Signature: 

Date

