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- = e Controlling and dealing with
e Have an understanding of the various confidential information and
administrative systems required by an documents
organisation e Controlling and evaluating ordering
« Be able to develop and update and distribution of office stationery
administrative systems in a specific * Implementing control measures with
business environment individuals.
e Beable to develop systems to keep
administrative information at the . PRESENT INFORMATION IN
required level of confidentiality IRl [ LA

e Be able to develop policies and
procedures on administrative systems
and write them into a manual.

e Controlling and dealing with confidential
information and documents

e Controlling and evaluating ordering and
distribution of office stationery

e Implementing control measures with
individuals.
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