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43a Describe what to do when problems arise when storing or retrieving information. (1.5)

Type your answer

‘The main problem when storing o retrieving paper based information is when the HR office is locked and no staff are present, to solve this, | usually

call the duty manager, who has the keys to access all areas of the business.

A common problem | have vith electronic information s ifhe system crashes or my passiword has expired, say when | retum from leave. For thi, |

mustconactour company's IT depariment, iho uicky give my support o get back on-ine. y
Please tick the box ifyou are happy with your answer (]

43b(i) Describe the advantages and disadvantages of two different filing systems. (1.5) Filing system 1 -

description:

Type your answer

Paper based fling cabinet system whers information or files can be stored within the business.

P
Please tick the box if you are happy with your answer [

43b(ii) Filing system 1 - advantages:

Type your answer

Files can be retrieved faiy quickly i neaded. | may need fo access fles o enable me to manage my department efeciively whether this i relaing to
staf disciplinary)or customers (Feedback or Sales support. Files and informaion can be stored safely and access restricted vith the data vithin
protectad

4
Please tick the box if you are happy with your answer [
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43b(ii) Filing system 1 - disadvantages:

Type your answer

‘The disadvantages can be that the files, unless managed, can become cumbersome, thus too much time can be taken to retrieve information. | also
find that some of my less meticulous colleagues don't retum the files or retum the fles to the wrong section which results in me wasting time
searching for these.

P
Please tick the box if you are happy with your answer [

43b(iv) Filing system 2 - description:

Type your answer

On-line electronic system, sither on the actual computer or on our company's “Inranet” system

P
Please tick the box if you are happy with your answer [

43b(v) Filing system 2 - advantages:

Type your answer

With my specifc company password, most information is ony accessible by myself herefore | am responsible for the management of the
information o e, his reduces th risk of other colleagues corruptng or misusing the information. | can also organise the fles t suitmy system so
can quickly work it these of retrieve then quickly and | can encrypt the more sensitve fles f protect them from and coruption or pofect against
hackers|

4
Please tick the box if you are happy with your answer [
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Type your answer

I have to remember to keep backing up my fles, if| don't and the computer crashes, | may lose vitalinformation. There is also the chance that iles
could become infected by viruses or be accessed by hackers, this could resultin 10ss or theftof data. This could resultin expensive measures to
restore the system but not necsssary retrieve the fles or information.

P

Please tick the box if you are happy with your answer [

44 Explain how to deal with junk mail. (2.1)
Type your answer

In my personal lfs | usually throw aviay paper junk mail butin my workplace, the store has signed up to a mail preference service, this takes them of
the direct mailing lst of companies. The few we get, we usually ust dispose of, our post bo does have a no junk sign, but some sl gets posted.
On my computer, the junk mail s fitered to go into the spam section in which | regularly review and block the sender, | have found that as | do this.
the number of junk mail has drastically been reduced. | often receive "Phishing Scams.” which | block and report fo my service provider. y

Please tick the box if you are happy with your answer [

45 Describe what to do in the event of problems arising when dealing with incoming or outgoing mail. (2.2)

Type your answer

| dont deal with post very ofen buthen | do, | make sure thatt save any delay’ | puthe correct address on, and the Correctvalue stamp, | also
make sure Hfollow he company's procedure when posting these, hes could be inferal as wel as exteral. Wit sensive or mportant mai, il
use the recorded delvery system or use a courier,hs will ensure thatthe mail s delivered. 150 have fo bs aware when receiving mail,  have
been trained to recognise suspicious mail and whatto do i iscover hi|

4

Please tick the box if you are happy with your answer [

46 Describe how to operate a franking machine. (2.3)
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45 Describe what to do in the event of problems arising when dealing with incoming or outgoing mail. (2.2)

46 Describe how to operate a franking machine. (2.3)

Type your answer

To use the franking machine | ill ned to have  supply of envelopes available, Ifthe items | am sending are of a particularly heavy nature, then
they will need to be placed on the weighing scale prior to franking.

Ifthe scales are digital, they will automatically enter the weight and ifthey are manual | will have to enter his information myself Likewise, i the
items are more bulky than usual, then the machine may have to be altered using the thickness adjustment knob. Then | select the class of postage |
wantto use and any special requirements such as airmail on the conrol panel.

Once this s done, the lefter is placed face upwards on to the feed deck, and depending on the machine | have chosen, the letters wil be fed in
automatically,or | may have to do it manually. The letiers will then appear atthe other end of the machine in the stacker until | am ready to post them._

Please tick the box if you are happy with your answe:

47 Explain how to prepare packages for distribution. (2.4)

Type your answer

P
Please tick the box if you are happy with your answer [

48 State your organisations policies and procedures on mail handling, security and the use of courier
services. (2.5)
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47 Explain how to prepare packages for distribution. (2.4)

Type your answer

Depending of the package, it a leter | select the correct size envelope, put on the correct address and postage. Of a larger package is required,
would select this depending on the item being sent, box o wrapping paper,iffagile, mark as such, is padding is needed (to protect the item), Tape
or seal the package. | would then make sure the correct address is on the front and ensure a retur address is marked on the back | would also

select the correct postage method and cost depending on the size of the package. y

Please tick the box if you are happy with your answer [

48 State your organisations policies and procedures on mail handling, security and the use of courier
services. (2.5)

Type your answer

Fostis handled by a designated manager in the KR depariment Depariment manager take all mail to KR, who in retum, record and post the items
atthe end of the day. This ensures only authorised personnel have access to these and helps avoid security breeches and maintain confidentiality,
With couriers, the company uses a designated, trusted. contracted company. They have setout the procedure | have to use when sending items
Some items | send are of a food sampling nature, which requires samples to be delivered within a short period of ime, tis company has been
vetted to maintain a secure and safe delivery. This is done by phoning the company, they will give me a delivery account numbers, | add this to the
package along with the other relevant information, addresses efc and sign for tis when the courier arrives. These items can be tracked on-fine.

Please tick the box if you are happy with your answer [

49 Explain the process for reporting suspicious or damaged items in accordance with your organisations
procedures. (2.6)

Type your answer

With suspicious items, | report these directly to the store manager. who will then instigate the appropriate company procedure to deal with this. This
will mean that no one touches that package and that the area will be cleared of al stafl members or customers if ieeded. AS with the suspicious
mail, damaged mail would be reported the to store manager,record the damage and tellthe carrier. | would also letthe sender know that there has
been damage incase a delivery problem has been highiightto prevent further problems,

o
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Important note: You are advised to regularly click the ‘save and continue later’button at the bottom of the page o save your work. This will return the
assessment o your TO DO page where you can resume working on the assessment

35a Define the main responsibilities for health and safety in the workplace for the following: (1.1)
Employers:

Type your answer

An employer has a duty of care for the employees, contractors and customers who work in or enter their business. This is done by the company
camying outa risk assessment of the business to help minimise any fisk. The fisk assessment should be carried out by the nominated competent

person an monitored on a regular basis or if any new practices or machinery is brought into the business, notto use machinery if not trained or itis
notworking to specification. Ifthe business has more than 5 staf then they must keep a record of the risk assessment,

‘The risk assessment may cover such actions as: whatthe fisk is,take action to minimise the risk, what protective clothing or equipmentis required,
whattraining is required, recommend emergency procedures and where to report any dangerous diseases or OCCUTEnces.

Please tick the box ifyou are happy with your answer|
35b Employees:

Type your answer

Each employes is first and foremost responsible for their own health and safety, they must follow all company procedures as trained, use all

equipment properly and not tamper with itin any way that could compromise theirs or others safety. Ensure that they wear the correct PPE. for
example loves to be worn if working vith chemicals and report any Issues of fisks that could cause harm.

Employess are also responsible for the health and safety of others who may enter their work space, this could include, managers, colleagues and
customers. They mustnot actin a way that could cause harm of injury.

Please tick the box if you are happy with your answer

36a Describe TWO health and safety laws affecting the workplace. (1.2) Law 1:
Type your answer
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36a Describe TWO health and safety laws affecting the workplace. (1.2) Law 1:
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Type your answer

Personal Protection Equipment at Work Regulations 1992

‘This regulation ensures that employers must supply protective clothing and equipmentto protect its employees fom harm when working with for
example, chemicals, handiing food, working on building sites, working at heights et Equipment may include, gloves, hard hats, safety boos, hi-iz,
ear defenders eic

)

Please tick the box if you are happy with your answer
36b Law 2:

Type your answer

COSHH Control of Substances Hazardous to Health Regs 2002.

‘These regulation cover the use of chemicals in the workplace. | regularly use chemicals in my departmentto maintain levels of hygiene and as such
Iuse chemicals. | have been trained to use these, | am aware of the harm these chemicals can cause, | have read the product advice sheet and use
all products s per the manufacturers instruction. By following these Instructions, 1 use the products safely, help prevent hamms to myselfand others

and maintain any contact surfaces properly. | confinually monitor the use of these products and || am aware of what fo do in an emergency.

)
Please tick the box if you are happy with your answer

37 Define the importance of following health and safety procedures in the workplace. (1.3)

Type your answer

Itis important to ollow all Health and Safety procedures in the workplace to enable me to contribute to reducing the risk of harm or injury to myself,
my colleagues and my customers in the workplace. Any. compromises in the Health and Safety must be reported to help prevent any future risk to
myselfand others

Itis important to be able to work in an aesthetically pleasant working environment this gives customers a good impression of the business,
promotes well-being within the staf and therefore could have a positive effect on productivity thersfore increase sales and possibly proits

In my work place, | am trained to follow due diligence when dealing with food products, this s to ensure | comply with all current legislation, e.g.
ensure products Sold are within their “sell byluse by” dates.
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38 Define the general and industry-specific information, training and support that are essential for health
and safety in your chosen organisation or industry. (1.4)

Type your answer

‘As | work mainly with meat and food products, | must be aware of various health and safety aspects of my role. Manual handling is important as
myself and my staf are responsible for ifing heavy products. For ths we mainly use mechanical devices like pallet truck, but where we have to it
manually, we lft as trained. or we buddy up to minimise the risk of harm

Handiing 1000 stuf requires that my staff and | are trained up in carrying outthe highest of hygiene standards. As we work with raw and cooked
foods, we are rained to ensure we don' cross-contaminate products to ensure the safety of our customers

Also in my department | have a designatedirained first aider,this is important s we use knives and other dangerous equipment on a daily basis
We are also trained on how to react in an emergency, fire, bomb threat, efc.

P
Please tick the box if you are happy with your answer [

39 Describe manual and electronic systems and procedures for storing and retrieving information. (1.1)
Type your answer

In my workplace, we use various types of manual systems for storing information the main one being staf personnel fles stored in our KR offce, |
often have 10 view these when carrying out staf appraisals for example but | have o be authorised for this as the information can only be accessed

by managers and the cabinets are kept locked. | also use a daily diary, wall calendar to show staf schedules and | have a staff board whers my
colleague can look at our daily progress reports to see how the deparimentis doing

1 2lso use various electronic systems in my role, | mainly have sole access to these (Other manager may access) to communicate with head ofice,
order consumables, create staf schedules, etc. | efrieve this information by inputing the appropriate password codes.

P
Please tick the box if you are happy with your answer [

40 Outline legal and organisational requirements for information security and retention. (1.2)
Type your answer
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40 Outline legal and organisational requirements for information security and retention. (1.2)

Type your answer

1 am fully aware | must comply with the Data Protection Act of 1998 in that | must keep allinformation confidential and not share it with other or a 3rd
party without the express permission of the individual involved. Information must be current, relevant, specific, discarded if ot relevant, kept secure
and processed and use in accordance to the individuals rights

Within my work, | maintain my documents in a good conditon, | regularly update my manual and slectronic files, destroying any irrelevantiles, | also

ensure thatsecutty is mainained by regulary changing password o keeping a log ofho is accessing paper fles| y

Please tick the box if you are happy with your answer [

41 Explain how to create filing systems to facilitate information identification and retrieval. (1.3)

Type your answer

P

Please tick the box if you are happy with your answer [

42a Explain how to use different search techniques to locate and retrieve information from manual and
electronic systems. (1.4) Manual systems:

Type your answer

P

Please tick the box if you are happy with your answer []
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Type your answer

‘The fling system | use was created by using a strong, sturdy and lockable fiing cabinet, his is stored with the HR department. The
flesiinformation with inis stored in alphabefical order with the *A's”starting at the front of the top drawer and the ‘Zs" finishing at the back of the
bottom drawer.This ensures, whoever retrieves the information of fle can go directly to the section they require by following the Ato Z lsting.
Anyone access these fles, must record the requestin the supplied log book.

Please tick the box if you are happy with your answer

42a Explain how to use different search techniques to locate and retrieve information from manual and
electronic systems. (1.4) Manual systems:

Type your answer

With paper bases flles, as the last question, these are stored alphabetically and by following the A to Z. information o files can be quickly
identified or retrieved. With some (trading) fles, these have to be kept by law for a specific period, these are archived in boxes and stored by
monthiyear and are usually retrisved ifthe store is undergoing an external audit My diary is searched by date/day depending on the information
needed, my diary also doubles as a communications book which all staf members have access to

Please tick the box if you are happy with your answer

42b Electronic systems:

Type your answer

| dontuse the internetin my daily role but have access to my companies “Intranet,” this is where | can access various topics related to mu company. |
can access this by using my company specific password. | can find out he latest company information, vacancies, rends, department specific.
information or even access my on-line HR section where | can book holidays, record CPD efc

Forthis, | use the company's desktop computer where | also store ofher information, schedules, consumables ordering, et | access these when
needed by inputing my password, | must always remember to log-of when | am finished

Please tick the box if you are happy with your answer

qx
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