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	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	1. Understand how to deal with mail
	Explain how to deal with ‘junk’ mail
	

	
	Describe what to do in the event of problems arising when dealing with incoming or outgoing mail
	Problems
· Deadlines missed
· Appointments missed
· Banking of cheques delayed
· Security issues, damage

	
	Describe how to operate a franking machine

	Franking Machine
· Correct amount of postage used
· Sufficient credit
· Returning machine to minimum amount

	
	Explain how to prepare packages for distribution
	

	
	State organisational policies and procedures on:
· Mail handling
· Security 
· The use of courier services
	

	
	Explain the process for reporting suspicious or damaged items in accordance with organisational procedures.
	Suspicious or damaged items
· Record date and time of receipt
· Report to appropriate authority


	Evidence may be supplied by
· Report, questions and professional discussion

	2. Be able to deal with incoming mail 
	2.1 Sort incoming mail in line with organisational procedures
	

	
	2.2 Distribute incoming mail and packages to the right people according to the agreed schedule 
	

	
	2.3 Deal with incorrectly addressed and ‘junk’ mail in accordance with organisational procedures.
	Junk mail:
· Throw away mail
· Widely distributed mail
· Unwanted

	Evidence may be supplied by
· Observation, case study/reflective account and witness testimony

	3. Be able to deal with outgoing mail
	3.1 Organise the collection of outgoing mail and packages on time
	

	4. 
	3.2 Identify the best option for dispatching mail according to the:
· Required degree of urgency
· Size
· Value of the item
	

	
	3.3 dispatch outgoing mail on time
	

	Evidence may be supplied by
· Observation, case study/reflective account and witness testimony
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