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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:


1. I) Keeping records up to date and having accurate data is a crucial aspect of any admin or PA role. The individual must follow certain procedures and ensure it is updated accurately on a daily if not weekly basis. Most companies would store their data or any information on a system to keep it in one place and so its is easily accessible. Despite having assistance from computers and automatic systems, you do receive a lot of paperwork via post or other means which always mounts up. 
Large companies may have a central file cabinet where all confidential paperwork is kept. Other may have a specific division. You must maintain the documents and information given to you as an admin assistant or PA as that would be one of your main responsibilities. 

The systems you may use could be assorted with an alphabetical system, date of birth etc to make it easier to find records or documents for a certain individual. Usually this is naturally a system that is assorted by the individuals surname. 


ii) Most of the work that you will complete as a PA would be done electronically such as emails, presentations etc, therefore updating your files will be a must. You will also need a good filing system online so find the relevant documents however it is also very handy to back up your computer with these files to ensure that the latest version of your documents are safely stored. 
If you use the documents library on your computer you can easily back up your files either on icloud, a server or another drive etc. You can schedule these backups automatically by going to START>CONTROL PANEL> SYSTEM AND SECURITY>BACK UP YIUR COMPUTER. 
Most companies would have this set up automatically especially if they handle a lot of data or documents to ensure it is all stored safely and to be able to keep track of what has been updated. This might be done with the help of an online server that backs up usually daily. 

iii) If you work on different computers it is best to keep a track of what you do in terms of documentation. Keep a folder that can be copied back and forth using a USB that has all your current work there. Or a drive which can be shared between computers.
Another way is to keep a date after each document so you know which is the most recent document that you have updated and you do not erase the documents you need.
Another way is using a shared drive across the company which is accessible from any computer. When using this having a personal folder to keep your work up to date on there is a good way to store your documents and up to date work load.

2) The decimal system on the Dewey Decimal classification system is used in libraries. The whole system is organised under 10 or fewer headings numbered from 000 to 900. Each heading would be divided into subheadings numbered 10 to 90. 

This is a good way to keep up to date with the system as if there are a lot of names involved that sound alike but spelled differently are grouped together according to how you pronounce rather than spell the name which is an advantage. The books in a library who use this system can easily locate the books they need.

The Dewey Decimal System is a universal system in that it uses numerical notation opposed to words or letters. This makes it much easier to use for areas across the word that may have a different alphabet/language.

This system makes shelving books and locating books within a library very simple. You simply locate the number of the book you are looking for and you find it within the library.


3) Both formats of digital files and printed documents have their pros and cons. 
Electronic documents have an ease of retrieval of information and access. Unlike paper files that have to be searched through manually or by memory, digital files can be retrieved by searching through their details on the system in either their name or content. With cloud storage documents can be accessed on a mobile phone or office computers wherever you are which provides the user with flexibility. For this reason digital is a lot more preferred. 

Paper takes up a lot of space which could be an issue especially if you share desks with colleagues. With space being limited, electronic storage is cheaper and using a scanner to turn paper into digital files is a great solution. 

Confidentiality and security are particularly important issues when it comes to legal and financial documents. Storing sensitive information electronically does open up the possibility that documents could be hacked and compromised by others. In turn, when emailing sensitive data or documents, you may want to secure the file with a password so that your files or information don’t reach another person which can be a security issue. 

If you need to see original documents with their verification of signatures etc they will need to be stored for official use. Some documents could be stored or would need to be stored for a certain period of time for a lawful reason. This would mean that company needs to invest into a secure area to keep these files in store with restricted access. 

Sometimes when you scan documents it loses the image quality and can be hard to read. When on the go travelling to and from places, paper copies of documents are always handy when your internet is limited. 

Both digital and hard copies have their place. The key is implementing a system that ensures you have the right document in hand when you need it, and also knowing your information is secure.
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