Unit 8 Electronic Communications
You will need

the prepared e-mail message shown below
the text files Fenland.txt, Resources.gif and Staffing.csv.

The e-mail message can be received by visiting http://claitplus.prient.co.uk

The required files will be received as attachments to the e-mail message.
	Subject
	Casual Staff

	Message
	Please arrange a meeting with the Managers at the Avon centre to discuss how we can encourage applicants to come forward for the vacancies that will become available in the near future.

	Signature
	Personnel Director

SGC

	Attachments
	Fenland, Resources, Staffing


This e-mail will be accessed at Step 9 of the assignment. The attached files will be used in Step 9 and 10.
Scenario

You are an assistant to the Personnel Director in the Surprise Gardens Company. You have to use Personal Information Management software to assist you in your work. Your role is to keep a list of contacts, send and receive e-mail and organise appointments, meetings and the department diary.

Company policy for the use of e-mail states that:

· all incoming e-mail messages must be stored in a dedicated archive folder and then deleted from the Inbox

· All outgoing messages must be saved and printed showing header details including sender, recipient(s), date and subject

· All outgoing messages must be sent with the default priority set to normal

· all outgoing messages must close with your company approved e-mail signature, in the form:

Your full name

Centre number 

Assistant to the Personnel Director, SGC

· Your PIM software must be personalised to ensure that all printouts of calendar, notes pages and to-do task lists include your personal details, i.e. name and centre number

· printouts from PIM software must be economical with paper and use the following formats:

	Printout
	Print Style

	Calendar/schedule
	One week to a page

	Notes
	Memo style

	To-do task lists
	Memo style

	Contacts list
	Small card style with multiple contact on the page


1.  The company is expanding and has appointed several new staff. You must add their details to your contact list.

	Name
	Ms Sally Wilson

	Job title
	Customer Services Manager

	Company
	SGC

	Address
	London Road

	Town
	Avon

	Post Code
	BS45 2YY

	Telephone
	01234 455667

	Email
	sw_sgc@prient.co.uk


	Name
	Mr Peter Jones

	Job title
	Centre Manager

	Company
	SGC

	Address
	London Road

	Town
	Avon

	Post Code
	BS45 2YY

	Telephone
	01234 4556677

	Email
	pj_sgc@prient.co.uk


	Name
	Mr Raymond Biggles

	Job title
	Promotions manager

	Company
	SGC

	Address
	The Avenue

	Town
	Swindon

	Post Code
	SW12 3PP

	Telephone
	01458 525252

	Email
	rb_sgc@prient.co.uk


	Name
	Ms Sue Stephens

	Job title
	Health and Safety Manager

	Company
	SGC

	Address
	London Road

	Town
	Avon

	Post Code
	BS45 2YY

	Telephone
	01234 4556677

	Email
	ss_sgc@prient.co.uk


2.  Create an e-mail distribution list named managers containing the e-mail addresses of these new appointees.
3.  Configure your e-mail system to ensure that a dedicated archive folder is created to hold messages from the Personnel Director. Call this folder Director.

4.  Create and store your company approved e-mail signature.

5.  Using your PIM software, configure your calendar so that the working day starts at 8.30 and ends at 5.30. using 15 minute intervals, and that the working week is 5 days long.

6.  Schedule the following meetings and appointments for next week.  

	Day
	Start Time
	Duration
	Memo/Description
	Repeating/
Recurring

	Monday
	8.30
	1 hour
	Security staff briefing. Board room
	Yes, weekly

	Tuesday
	9.00
	45 minutes
	Health and Safety planning session. Staff room, Avon centre
	No

	Tuesday
	12.00
	2 hours
	Lunch Board meeting.
Board room
	Yes, weekly

	Wednesday
	9.00
	All day
	Visit to bulb supplier, Fenland farms, Ely, Cambs.
	No

	Thursday
	1.45
	15 minutes
	Contact Happy Bunnies Day Care about problem with crèche facilities
	No

	Thursday
	2.00
	1 hour
	Managers meeting. Staff room, Avon centre.
	No

	Friday
	9.00
	45 minutes
	Casual staff training session. Staff room Avon Centre.
	Yes, Monthly

	Friday
	10.00
	1 hour
	Visit Heronsbrook GC to check on overall facilities and appearance
	No

	Friday
	2.00
	2 hours
	Interviews. Board room.
	No

	Friday
	5.00
	1 hour
	Security check. Avon Centre.
	No


7.  Create the following tasks/ to-do list.

	Start
	Memo/description
	Due by

	Monday
	Contact all interviewees re attending on Friday
	Tuesday

	Tuesday
	Prepare questions for interviews
	Thursday

	Tuesday
	Prepare agenda for managers meeting
	Thursday

	Friday
	Create list of items to include in security check
	Friday


8.  The Director wishes to track the progress of your projects. You should print one copy of your schedule for his reference.

9.  Your Director has sent you an e-mail message concerning the number of casual staff required for the coming peak season.
Read the message entitled Casual Staff, and store the attached files Fenland, Resources and Staffing outside the mailbox structure. 

10.  Add the Director’s e-mail address to the application’s address storage facility.
Archive the message following company policy.

11.  The file Fenland will be useful for reference. Copy the file to the Notes pages of your PIM software.

12.  Prepare a message to the list named managers, using the following information.  

Subject:

Urgent staff meeting

Message text:

It is essential that we start recruiting more casual staff as we are approaching our peak sales season. Please attend the Managers’ meeting on Thursday at 2.00 pm.
Attach a copy of the files Fenland, Resources and Staffing that you received with the Casual Staff message.

Ensure that a copy of your message is delivered to your Director for information.

Mark the message as High Priority, and ensuring that your system saves copies of outgoing messages, sent the e-mail.

13.  You have read the invitation to visit Fenland Farms bulb centre, but realise that it is at the subsidiary centre in Kings Lynn, not at the main centre in Ely. Amend the entry to show the change of location.
14. You plan to hold an additional meeting with the managers. Add the following appointment.

	Day
	Start Time
	Duration
	Memo/Description
	Repeating

/recurring

	Tuesday
	3.00
	90 minutes
	Managers meeting.  Staff room, Avon centre.
	No


15.  Your manager has changed the designation of  Mr Raymond Biggles to be Promotions Co-ordinator of the Centres. Applications are to be invited for the Health and Safety Co-ordinator of the centres. 
Prepare a message to the Personnel department, using the following details:
Recipient:

personnel_sgc@prient.co.uk 

Subject:

Health and Safety Co-ordinator

Message text:

Applications are invited for the position of Health and Safety Co-ordinator. Applicants should reply with their CVs by the end of the month.
Copy your message to Sally Wilson, Peter Jones and Sue Stephens, ensuring confidentiality of address. 

Print one copy of the e-mail from the compose mode , and send the e-mail.

16. Add a to-do task to be completed on Friday using the following details:

	Start
	Memo/description
	Due by

	Friday
	Review applications for the position of Health and Safety Co-ordinator.
	Friday


17.  Your director has advised you that he will have to rearrange the regularly scheduled meeting on Friday at 9.00 to Thursday at 8.30, for the same duration and using the same description.

18.  You have previously visited the bulb centre at Kings Lynn. Using the Notes section of the PIM software, create the following note:

The Kings Lynn bulb centre is located north east of the city just off the main dual carriageway heading north.  Take the third turning off, just by the BP petrol station.

19.  Since you have made changes to your schedule, you should print a copy of the revised calendar.

20.  Print a copy of your Notes pages for reference.

21.  Print a copy of the to-do task list.

22.  Print a copy of the contact list showing Name, Job Title, Company, Street, Town, Post Code, Telephone Number, full e-mail address, for each contact.

23.  Print a copy of each of the two e-mail messages you have sent.

24.  Print a list of the contents of the e-mail folder director.

25.  Print a list of the contents of the e-mail folder sent.

26.  Close the application.
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