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Introduction 

This module may be delivered as a stand-alone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a QQI major or special purpose award.

The educator[footnoteRef:2] should familiarise themselves with the information contained in Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme prior to delivering this module.  [2:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


The module is structured as follows: 
	1. Title of Module 

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	7. Aim of the Module 

	8. Objectives of the Module 

	9. Minimum Intended Module Learning Outcomes (MIMLOs)

	10. Content
a. Indicative Content
b. Suggested Methodologies for Delivery
c. Suggested Resources

	11. Assessment 
a. Assessment Techniques 
b. Mapping of MIMLOs to Assessment Techniques 
c. Guidelines for Assessment Activities 
d. Eligibility for certification

	12. Grading 

	13. Learner Marking Sheet(s) 
Assessment Criteria

	Appendices
a. Suggested Content for Delivery
b. Sample Assessment 
c. Assessment Rubric 




Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified. 

 Likewise, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module. 
1.       Title of Module
Business Administration Skills
2.       Component Name and Code 
Business Administration 5N1610
3.       Credit Value
15 Credits	
4.       Duration in Hours
150 hours (typical learner effort includes both directed and self-directed learning)
5.       Status
This module can be delivered as a stand-alone minor award or as part of a relevant full CAS major or special purpose award. 

In some major and special purpose awards this module is mandatory and in others it offered as an elective. Educators should check Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.      Specific Validation Requirements
None
7.      Aim of the Module
The aim of this award is to equip the learner with the knowledge, skill and competence in the administration requirements of a range of organisations to enable the learner to operate effectively under supervision in a variety of administration contexts.
8.       Objectives of the Module 
1. To enable the learner to develop an understanding of organisation types and structures 
2. To facilitate the learner to appreciate the impact of the internal and external factors which affect a business organisation. 
3. To enable the learner to appreciate the functions of management including human resources within a business organisation 
4. To facilitate the learner to learn about meetings and relate to associated documentation. 
5. To enable the learner to process business documents (in relation to sales, purchases, stock control, insurance and human resources) 
6. To enable the learner to understand the financial aspects of a business 
7. To facilitate the learner to use a range of hardware and software associated with business administration. 
8. To assist the learner in developing the academic and vocational language, literacy and numeracy skills related to business administration through the medium of the indicative content.
9. To enable the learner to take responsibility for their own learning
9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLOs) of Business Administration Skills 
	Mapped to QQI component specification for the minor award

	1. Examine various types of businesses and their core functions. 
	LO 1, LO 2, LO 3 & LO 5 

	2. Identify and assess internal and external factors that impact businesses.
	LO 3 & LO 4 

	3. Explain key human resource management functions and relevant legislative requirements. 
	LO 5, LO 6, LO 13 & LO 16

	4. Describe and evaluate quality management systems across different types of organisations 
	LO 7, LO 9, LO 11, LO 12, LO 14 & LO 16 

	5. Examine various financing and insurance options available to businesses. 
	LO 8, LO 10, LO 11, LO 14 & LO 16 

	6. Develop business documents. 
	LO 12, LO 13, LO 14, LO 15 & LO 16 



10a.	Indicative Content  
 
The indicative content in Section 10 does not cover all teaching/instructing possibilities and is not intended to be prescriptive. The educator is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The educator is free to use other examples, as appropriate. The indicative content ensures all MIMLOs are addressed but it may not follow the same sequence as that in which the MIMLOs are listed in Section 9. It is the educator's responsibility to ensure that all MIMLOs are included in the delivery of this module. 

Educators delivering this module as part of a CAS Major or special purpose award should ensure that the content is focused on the specific vocational field of learning of the target award.  
MIMLO 1: Examine various types of businesses and their core functions. 
· Business may include and not limited to sole traders, private limited companies, public limited companies, charities, co-operatives, government bodies, semi-state bodies. 
· Core functions may include and not limited to – Operations, Governance and Compliance, Finance and Accounting, HRM, Marketing & Sales, R&D (if applicable), Risk Management. 
MIMLO 2: Identify and assess external factors that impact businesses.
· How businesses are influenced by internal and external factors pertaining to a PESTLE analysis – Internal Factors may include
· Human Resource Dept: Skilled motivated employees improve productivity, while poor staff management leads to inefficiency. 
· Finance & Budgeting: The availability of capital affects growth, investment and day-to-day operations. 
· Company Culture & Leadership – Strong leadership and positive workplace culture enhance performance. 
· Technology & Infrastructure – Outdated systems hinder efficiency, while innovation improves competitiveness. Marketing & Brand Reputation – A strong brand attracts customers, while poor marketing weakens sales. 
· External Factors (Outside the Business) – These are uncontrollable but significantly impact business operations. 
·  Economic Factors – Inflation, interest rates, and economic growth affect consumer spending and business costs. Currency exchange rates influence international trade and profitability. 
· Political & Legal Factors – Government regulations (tax policies, labour laws) can create opportunities or restrictions. Political change, aging and lifestyle changes impact workforce availability. 
· Technological Factors – Advances in technology drive innovation but may require costly upgrade. Automation and digital transformation affect job roles and productivity.
· Environmental & Ethical Factors – Climate change, sustainability, ethical sourcing and corporate social responsibility (CSR) impact brand perception. 
· Competitive Factors – Market competition, new entrants into the market all can affect company’s market share. 
MIMLO 3: Explain key human resource management functions and relevant legislative requirements.
· Introduction to Human Resource Management (HRM). Definition and importance of HRM in business operations. The role of HRM in achieving organisational goals and compliance with employment laws. Key HRM Functions - Recruitment & Selection, Workforce planning and job analysis. Recruitment methods (internal vs. external). Selection process: CV screening, interviews, assessments. Employee well-being & Work-Life Balance, Industrial Relations & Employees Rights [Trade Unions, Handling workplace disputes]. Dismissals, Redundancy & Employee Exits [Disciplinary procedures and termination processes, redundancy procedures and severance pay. 

· Legislative Requirements:
· Employment Equality Acts 1998–2015 – Prohibits discrimination in hiring.
· General Data Protection Regulation (GDPR) – Protects candidate data.
· Employee Contracts & Terms of Employment. Types of contracts: Permanent, fixed-term, zero-hour. Essential contract elements (pay, hours, duties).
· Terms of Employment (Information) Act 1994–2014 – Employers must provide a written statement of terms within 5 days.
· Protection of Employees (Fixed-Term Work) Act 2003 – Prevents abuse of temporary contracts. Industrial Relations Act 1990, Employment (Miscellaneous Provisions) Act 2018, Unfair Dismissals Acts 1977 – 2015. EU HRM Policies & Directives impacting Ireland – EU Working Time Directive (2003/88/EC), GDPR (2016/679), EU Whistleblower Protection Directive (2019/1937), Terms of Employment (Information) Act 1994 -2014, EU (Transparent and Predictable Working Conditions) Regulations 2022.  Or equivalent legislation as applicable [updated or new applicable legislation].
MIMLO 4: Describe and evaluate quality management systems across different types of organisations. 
· Introduction to Quality Management Systems (QMS)
· Definition of QMS and its importance in ensuring consistency, efficiency, and customer satisfaction. Overview of internationally recognized standards (e.g., ISO 9001, EFQM Excellence Model). Role of quality management in different organisational structures (e.g., SMEs, corporations, public sector, non-profits).

· Core Principles of Quality Management
· Customer focus and satisfaction. Leadership and strategic direction. Process-based approach. Continuous improvement (Kaizen, Six Sigma, Lean Management). Evidence-based decision-making.

· Evaluating QMS in Different Types of Organisations
· Manufacturing Sector
Use of Total Quality Management (TQM) and Six Sigma. Importance of defect prevention and supply chain quality. Regulatory compliance (ISO 9001, HACCP for food production).
· Service Industry
Importance of customer service standards (e.g., ISO 9001 for service organisations). Managing quality in hospitality, healthcare, and financial services. Role of feedback systems and service audits.
· Public Sector Organisations
Compliance with national and EU regulations. Performance management and public accountability. Citizen satisfaction and efficiency improvements.
Non-Profit Organisations 
Balancing service quality with cost constraints. Importance of donor and stakeholder transparency. Impact measurement frameworks.

Role of Meetings in Quality Management and associated meeting documents
Quality Review Meetings: Regular assessment of performance metrics and KPIs. Stakeholder Meetings: Engaging employees, customers, and suppliers for continuous improvement. Audit & Compliance Meetings: Ensuring adherence to quality standards and legal requirements. Corrective & Preventive Action (CAPA) Meetings: Addressing quality issues and implementing solutions.

Tools & Techniques for Evaluating QMS
Key Performance Indicators (KPIs): Measuring success in different organisational settings. Benchmarking: Comparing with industry best practices. Internal & External Audits: Ensuring compliance and identifying areas for improvement. Customer Feedback & Surveys: Assessing satisfaction and areas needing enhancement.
MIMLO 5: Examine various financing and insurance options available to businesses. 
Introduction to Business Financing and Insurance 
Importance of financial management in business sustainability. Overview of financing and insurance as risk management tools.
Financing Options for Businesses
Internal Financing
Retained earnings: Using company profits for reinvestment. Owner’s capital: Personal investment in the business.
B.  External Financing
Debt Financing: Bank loans: Short-term and long-term options. Business credit lines: Flexible access to funds. Government-backed loans: Enterprise Ireland, Microfinance Ireland support. Trade credit: Supplier financing arrangements. Equity Financing: Angel investors: Individual investors providing capital. Venture capital: Investment from professional funds. Crowdfunding: Raising funds from multiple investors. Grants and Subsidies: Local, national, and EU funding for startups and SMEs. Research and development grants.
Insurance Options for Businesses
Property & Asset Insurance
Coverage for business premises, equipment, and inventory. Fire, theft, and natural disaster protection.
Liability Insurance
Public liability insurance: Protection against third-party claims. Product liability insurance: Coverage for product-related damages. Employer’s liability insurance: Legal requirement to protect employees.
Business Interruption Insurance
Compensation for loss of income due to unforeseen disruptions. Helps businesses recover from operational downtime.
Professional Indemnity Insurance
Protection against claims of professional negligence or errors. Essential for consultants, accountants, and service providers.
Cyber Insurance
Covers financial losses due to cyberattacks and data breaches. Increasingly important for online and tech-based businesses.
Key Person & Life Insurance
Protects businesses from financial impact due to loss of key personnel. Provides stability in leadership transitions.
Evaluating Financing and Insurance Needs
Assessing business risks and financial goals. Choosing appropriate financing based on business stage and growth plans. Identifying insurance needs to mitigate potential risks.
MIMLO 6: Develop business documents.
· At the end of the course learners should be able to identify, interpret and analyse key business administration documents, including but not limited to – meeting agendas, meeting notices, meeting minutes, and memorandums. 
· They will demonstrate an understanding of their purpose, structure and role in effective business communication and operations. 
10b. Suggested Methodologies for Delivery 
To effectively deliver the content related to this module, teaching methodologies are listed below but this does not limit the educator in using different methods.
· Lectures and Presentations
· Workshops and Practical Sessions
· Case Studies
· Guest Speakers and Industry Experts
· Field Visits and Site Tours
· Group Discussions and Peer Learning
· Online Learning Modules and Resources
· Assessments


10c. Suggested Resources 
Suggested books. 
· Further Education Support Service and Education and Training Boards Ireland (2019) Referencing handbook for the FET sector. Available from
https://www.fess.ie/images/stories/ResourcesForTutors/Referencing_Handbook_files/Referencing_Handbook_February_2019.pdf 

· Further Education Support Service and Education and Training Boards Ireland (2019) Academic writing handbook for learners in the FET sector. Available from
https://fess.ie/images/stories/ResourcesForTutors/AcademicWritingHandbookForLearnersInTheFETSector.pdf

Suggested web resources. 

	Organisation / Author 
	Resource
	Web location  

	ETBI Library 
	Referencing guide
	https://library.etbi.ie/referencing 

	ETBI Library 
	Academic integrity guide 
	https://library.etbi.ie/ld.php?content_id=34423196 





11a. 	Assessment Techniques 
To demonstrate that learners have reached the standards of knowledge, skill and competence identified in all the MIMLOs, the following assessment techniques are used to assess learners:

1. Assignment 100%

The rationale for the selection of the assessment techniques is:
· Showing their knowledge of the MIMLOs.
· Encourages deeper learning and critical thinking. 
· Basic research skills which encourage continuous learning and reflection. This also reduces test anxiety and enhances motivation. Assignments develop practical and transferable skills including time management, independent learning and analytical reasoning skills are reinforced. 
· The use of a Word Processing application is integral to their learning including creating table of contents, cover pages and references. 
· The use of a referencing style within all assignments shows the learner has reached QQI Level 5 requirements. 
· Supports the UDL Principles with assignments being tailored to accommodate various abilities, backgrounds and experiences. 
· Unlike exams, assignments can be revisited, revised and improved based on feedback during check-ins in class. 
Learners need to be provided with the opportunity to complete the assessments, and it is the assessor's responsibility to devise assessment instruments (e.g. project and assignment briefs, examination papers, etc.), and marking schemes, consistent with the assessment techniques and assessment criteria identified below.

Where this module is being delivered as part of a CAS major or special purpose award, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module.
11b. 	Mapping of MIMLOs to Assessment Techniques 
To ensure that the learner is facilitated to demonstrate the achievement of all MIMLOs, each minimum intended learning outcome is mapped to one or more assessment technique(s). This mapping should not restrict an educator from taking an integrated approach to assessment. 

	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	1. Examine various types of businesses and their core functions. 
	Assignment

	2. Identify and assess internal and external factors that impact businesses.
	Assignment

	3. Explain key human resource management functions and relevant legislative requirements. 
	Assignment

	4. Describe and evaluate quality management systems across different types of organisations 
	Assignment

	5. Examine various financing and insurance options available to businesses. 
	Assignment

	6. Develop business documents. 
	Assignment



The original learning outcomes, outlined in the component specification have been mapped to the Minimum Learning Outcomes (MIMLOs) listed above. Therefore, learners will be assessed on, and must achieve these MIMLOs, rather than the original learning outcomes.
11c.  	Guidelines for Assessment Activities 
	Assessment Technique 1.
Assignment 100%

Guidelines for assessors: 
The rationale for this method of assessment is to allow learners to display their knowledge, skill and competencies in a format that would be suitable for a business administration role in industry or in continuing education. 
Assessment briefs should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. UDL principles applied. For example, a learner could present (through video, audio, a presentation etc) elements of the assessment (this could also be supported by the learner’s research and notes from during the process of creating their submission). 

The assessor is required to devise assessment briefs and marking schemes for the Assignment. In devising the assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the MIMLOs. 



11d.  	Eligibility for Certification

	The learner is eligible for certification because they have demonstrated achievement of all MIMLOs.


12. Grading 

Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 
 
At levels 4, 5 and 6 CAS major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.



13. Assessment Criteria - Learner Marking Sheet(s)

	Individual Learner Marking Sheet 
Business Administration Skills 5N1610
	Learner Name: 



	Assessment Technique: 
Assignment 

	Assessment Criteria
	Maximum Mark 
	Learner Mark 

	1. Examine various types of businesses and their core functions. Identify and assess internal and external factors that impact businesses.

2. Explain key human resource management functions and relevant legislative requirements. 

3. Describe and evaluate quality management systems across different types of organisations

4. Examine various financing and insurance options available to businesses. Develop business documents.

	25




25


25



25
	

	Total Mark 
	100
	         

	

	External Authenticator’s Signature: 

 
	 
	Date: 
	 












	
	
	




Effective Date: 1st September 2025
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