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300 Management and Administration Core
5. Policies and procedures 
Worksheet 2: The purpose of policies and procedures (learner)
Task brief:

You work as a business administrator in a local recruitment agency. 

You have been asked to formalise and document a procedure that the agency is using in its day-to-day work. 

Your procedure must include a process map to show the step-by-step actions staff should take when following the procedure. 

Your procedure should also include all other relevant information that would be included in a standard business procedure. 
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