BUSINESS ADMINISTRATION AT CALDEW SCHOOL
Name:  ____________________________________
What is Administration?  

What admin tasks are carried at Caldew school?

Notes from Speaker  Mr D Faulkes, Business Manager

Example questions to ask:

1. What are the key skills needed to be an effective Administrator?

2. Why is it important for a business to have effective administrative support?

3. What is the difference between a routine and non-routine task?
4. Why is effective communication important in administration?

5. Why is consistency important when dealing with business information?

6. What ICT systems are used to support Administration?

