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Unit Title: Handle Mail and Book External Services

	URN: M/601/5123
	
	

	Credit Value: 3
	
	

	Level: 2
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Page number, Method
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Sign and Date

	You must be able to: 



	1. Be able to handle mail and messages


	1.1 Collect mail and messages

	
	
	

	1.2 Sort and distribute mail and messages to the correct person or place

	
	
	

	1.3 Deal with mail and messages which have not been collected and distributed in line with workplace procedures

	
	
	

	1.4 Make sure that mail and messages are kept secure

	
	
	

	2. Know how to handle mail and messages


	2.1 State why it is important to communicate politely and helpfully

	
	
	

	2.2 State the legal requirements for handling mail and messages

	
	
	

	2.3 Describe safe and hygienic working practices when handling mail, messages and written communications

	
	
	

	2.4 Describe organisation’s procedures for handling and distributing mail and why these are important

	
	
	

	2.5 State why suspicious items should be reported immediately
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	2.6 Explain why written communications should be secured against unauthorised access

	
	
	

	2.7 State what the procedures are for recoding delivery and registered mail

	
	
	

	2.8 Outline the types of unexpected situations and problems that may occur and how to deal with these

	
	
	

	3. Be able to book external services


	3.1 Identify customer needs and requirements

	
	
	

	3.2 Identify organisations correctly and contact them as requested

	
	
	

	3.3 Book services which meet customer needs

	
	
	

	3.4 Provide customers with accurate details of the booking and of any alternatives

	
	
	

	3.5 Follow organisation’s procedures for booking services

	
	
	

	4. Know how to book external services


	4.1 State the types of services that might be asked to be booked and the procedures that should be followed

	
	
	

	4.2 State why it is important to give accurate verbal and written information to customers

	
	
	

	4.3 State why confirmation and deposits are required from customers
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	4.4 Outline the types of unexpected situations and problems that may occur and how to deal with these
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