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	You must be able to: 

	1. Understand the management of diary systems.

	1.1 Explain the importance of keeping diary systems up to date.
	
	
	

	1.2 Describe the basis on which bookings and changes are prioritised.
	
	
	

	1.3 Explain any constraints relating to making bookings for people or facilities.
	
	
	

	1.4 Describe the types of problems that can occur when managing diaries.
	
	
	

	2. Be able to manage diary systems.

	2.1 Obtain the information needed to make diary entries.
	
	
	

	2.2 Make accurate and timely diary entries.
	
	
	

	2.3 Respond to changes in a way that balances and meets the needs of those involved.
	
	
	

	2.4 Communicate up-to-date information to everyone involved.
	
	
	

	2.5 Keep diaries up-to-date.
	
	
	

	2.6 Maintain the requirements of confidentiality.
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