
 

 

National 5 Administration and IT 

Assignment 

Assessment task — Circus in the Sky 
 

 

 

 

 

 
This document provides information for teachers and lecturers about the coursework 
component of this course in terms of the skills, knowledge and understanding that are 
assessed. It must be read in conjunction with the course specification. 
 
Valid for session 2019–20 only. 
 

 
 
 
 
The information in this publication may be reproduced in support of SQA qualifications only 
on a non-commercial basis. If it is reproduced, SQA must be clearly acknowledged as the 
source. If it is to be reproduced for any other purpose, written permission must be 
obtained from permissions@sqa.org.uk. 
 
Where this publication includes material for which SQA does not own the copyright, this 
material must only be reproduced on a non-commercial basis for the purposes of 
instruction in an educational establishment. If it is to be reproduced for any other purpose, 
it is the user’s responsibility to obtain the necessary copyright clearance from the 
copyright owner. The acknowledgements page lists the owners of copyright items that are 
not owned by SQA. 
 

This edition: February 2020 (version 1.0) 

 

© Scottish Qualifications Authority 2020

mailto:permissions@sqa.org.uk


 

 1 

Instructions for candidates  
This assessment applies to the assignment for National 5 Administration and IT. 

 
This assignment has 70 marks out of a total of 120 marks available for the course 
assessment. 
 
It assesses the following skills, knowledge and understanding: 

 

 using IT functions in word-processing/desktop publishing and presentations to produce 

and process information  

 using technology for investigation 

 using technology for electronic communication  

 problem-solving 

 administration theory 

 

Your teacher or lecturer will let you know how the assessment will be carried out and any 

required conditions for doing it.  

 

In this assessment, you have to work through a series of tasks: 
 

 which assess the skills, knowledge and understanding listed above 

 within 3 hours (excluding printing time) 

 in a maximum of two sittings — where additional printing time is required, this should 

be completed immediately after each sitting  

 
This is a closed book assessment. However, you can use the Internet when specifically 
instructed to do so. 
 

Your teacher or lecturer will provide the following electronic files for you to use during the 

assignment: 
 

 Circus in the Sky — a word-processing file 

 Flyer — a word-processing file 

 Letter — a word-processing file 

 Logo — a jpeg file 

 Presentation — a PowerPoint file 

 Primary Schools — a database file 

 Programme — a word-processing file 

 To-do List — a word-processing file 

 
A folder, Performers, with the following files: 

 Laney — a jpeg file 

 Mabel — a jpeg file 

 Phillipe — a jpeg file 
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Assessment task 
You work as the Admin Assistant for Circus in the Sky, who produce shows that tour major 
towns and cities throughout Scotland.  

The 2020 Circus in the Sky tour will include acrobats, aerialists, jugglers, dancers, 
drummers and daredevil acts. 

The first stage of the tour will be held at Lews Castle, Stornoway. The shows will take 
place on 2–4 June 2020 from 7-9 pm each night. You will be working for Ms Rosa Fedigan, 
Tour Manager and Mr Michael Trodowski, Show Producer. 

Head office address: 
 
Circus in the Sky 
16 Robertson Street 
Glasgow 
G2 8DU 
 
E-mail:  circus.sky@yoho.co.uk 
Web:  www.circusinthesky.co.uk 
Social media:  @cits 
 
Slogan: 
 
Quest for Adrenaline! 
 
 
Your teacher or lecturer will provide you with e-mail addresses. 
 
 
You must: 
 

 complete each task in order 

 action and then delete all comments within files 

 display your name and task number on each printout 

 key-in or write your Scottish Candidate Number on all printouts 

 ensure that e-mail printouts show evidence of sending 
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TO-DO LIST 

You should use the following table to make sure that you have all the printouts required. 

Task  Printouts 
Marks  

available 

Completed 

(✓) 

1 Headed Paper 6  

2 Theory — Circus in the Sky 9  

3 

E-diary printouts: 

 

 weekly view  

 task 

 evidence of reminder 

6  

4 Flyer 5  

5 

Mail merge: 

 

 showing merge fields 

 showing merged letter 

10  

6 E-mail — evidence of sending 6  

7 Poster 4  

8 Programme 7  

9 Presentation 12  

10 

Internet printouts: 

 

 driving directions  

 flight times 

 newspaper information 

5  

  



 

 4 

Task 1 
 
 

 

 

 

 

Task 2 
 
 

 
  

You have received the following message from Rosa. Save the file using the file name 

Headed Paper and print a copy. 

 

Complete and print the file Circus in the Sky. 
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Task 3 
 
 

 

 
 

 
 

 
 

 

 

Using the information below, update the e-diary for the show week in Stornoway.  

 

Print a copy of the diary in weekly view, details of the task and evidence of the 

reminder. 
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Task 4 
 

 

 

 

 

 

  

Rosa wants to promote the Primary School Acrobatic Skills Workshop by sending a 

flyer. Complete the file Flyer by following all instructions and using the information 

below.  

 

Print a copy on one page.  
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Task 5 
 
 

 

 

 

 

 

 
  

Complete the 2-page letter using the information below and the file Headed Paper 

from Task 1.  

 

Print one copy of the letter showing merge fields and one copy of the merged letter 

for Marystone Primary School. 
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Task 6 
 
  

 

Task 7 
 

 

 

 

 

               

Open and reply to the e-mail you have received. 

 

Create a poster to advertise the Circus in the Sky tour in Stornoway. Include the logo, 

a variety of fonts and text formats.  

 

Print a copy of the poster on one page. 
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Task 8 
 

 

 

 

 

 

  

Michael has finalised the running order and asked you to update the Stornoway 

programme for Circus in the Sky. Open the file Programme, follow all instructions and 

update as indicated.  

 

Print a copy of the completed file as a 4-page booklet on one A4 page. 
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Task 9 
 

 

 

 
 

 

Rosa has asked you to update the audience presentation that will be displayed before 

each Stornoway show. Update the file Presentation using the information below.  

 

Print one copy of the presentation as a handout, showing 6 slides per page. 
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Task 10 
 

 

 

 

 
  

Access the internet to find the following information. Print evidence from websites 

showing driving directions, flight details and newspaper information. 
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