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About LCCI International
Qualifications from EDI

LCCI International Qualifications from EDI are offered through a growing network of over
4,000 centres, supported by extensive learning resources and easy online administration. The
qualifications are taken in over 80 countries and each year over 500,000 are awarded across
the globe.

LCCI International Qualifications offers qualifications and diplomas in a range of subject areas,
covering all the key functions of business:

B Languages

B Financial and Quantitative

B Marketing and Customer Service

B Business, Administration and IT

The examinations assess the professional knowledge of the subject and are tested in English.
For those candidates for whom English is not the first language, the required level of English
ability can be found in each syllabus.

LCCI International Qualifications enjoy widespread recognition from employers, universities and
professional bodies in the UK.

Benefits to you and your candidates?

Features Benefits

LCCI brand renowned for over 100 years in over Well established and internationally recognised

80 countries certificates to provide your students with global
marketability

Comprehensive range of qualifications and Can be used as either stand alone qualifications

subject areas or as preparation for higher learning

Available at a range of levels Suitable for students of all ages and experience.

Progression routes to higher education and
employment

Online registration Easy to administer

On Demand examinations availability Flexible - organise the examination whenever
best suits your needs

Responsive service Quick results turnaround

Supported by extensive learning resources Confidently prepare students for LCCI

including textbooks, practice tests and examinations

comprehensive downloadable materials

International recognitions

m Universities m Chambers of Commerce
m Employers B Professional bodies

m Governments B Employment offices

B Schools B Trade unions

m Civil Service

For more information on the international recognitions of LCCI International Qualifications, visit
www.lcci.org.uk.
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Secretarial
qualifications

Secretarial functions, including production of communications (both for internal and external use)
are essential functions for the smooth running of any business. LCCI International Qualifications in
Audio Transcription and Text Production are internationally recognised benchmarks which provide
evidence of competency in key areas within this field.

Audio Transcription (levels 1, 2, 3 and 4)
Product codes: ASE1004, ASE2004, ASE3004, ASE4004

Audio Transcription qualifications are intended for those whose position requires definable
standards of document production, presentation and audio transcription skill. This includes
secretaries, Personal Assistants and anyone involved in general administration roles which include
producing communications. LCCI Audio Transcription qualifications provide evidence of standards
in these competencies rising from basic to advanced, and the topics and tasks covered in the
syllabuses help to focus study in order to hone skills.

Assessment Objectives Syllabus Topics Assessment

Candidates will be required to
produce between one and six
documents (depending on level) as
follows:

B Business letter or fax message
H Memo

B Informative document

B Other business documents

B Composition document

The total word count will be
between 600 and 1250 words
depending on level.
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Text Production (levels 1, 2, and 3)
Product codes: ASE20077, ASE20078, ASE20079

This qualification is intended for candidates who are working in a position that requires a
demonstrable standard of the ability to transcribe documents from printed or handwritten copy.
This also covers the correct ways of producing and presenting communications in a business
context. LCCI Text Production qualifications provide evidence of standards in these competencies
rising from basic to advanced, and the topics and tasks covered in the syllabuses help to focus
practice and develop strengths in these crucial areas.

Assessment Objectives Syllabus Topics Assessment

Candidates will be required to
produce between three and six
documents (depending on level) as
follows:

B Business letter or fax message
H Memo

B Informative document

B Other business documents

The total word count will be
between 625 and 950 words
depending on level.

Any business-like format will

be accepted provided it is used
consistently, including use of
American spelling and presentation
conventions.
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General Business
qualifications

Demonstrable ability in various aspects of Business Administration are crucial to the efficiency and
thus long term future of any company. LCCI International Qualifications are relevant and practical
for the modern workplace and enable both companies and individuals to assess and hone their
abilities and efficiencies in these key fields.

Business Administration (levels 1, 2 and 3)

LCCI Qualifications in Business Administration demonstrate levels of understanding of routine
administration, procedures and standards as well as establishing levels of competence in the use of
office equipment, business services and supplies.

Business Administration (level 1)
Product code: ASE1027

The aims of this level of the qualification are to enable candidates to develop an understanding of
basic routine administration, procedures and standards as well as to gain a knowledge of standard
office equipment, services and supplies and the ability to apply this knowledge and understanding
in an office environment.

Syllabus Topics Assessment

The final assessment is 2 hours long
and candidates will be required to
answer five questions from a choice
of nine. The questions are in one of
three formats: short answers, lists and
diagrams or charts.

Assessment Objectives
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Business Administration (level 2)
Product code: ASE2407

The aims of this level of the qualification are to enable candidates to continue to develop their
understanding of routine administration, procedures and standards and standard office equipment.
This provides an excellent progression route from Level 1 Business Administration and ensures the
candidate has considerably improved their ability to understand Business Administration.

Assessment Objectives Syllabus Topics Assessment

The final assessment is 2 hours long
and candidates will be required to
complete four tasks from a choice
of five. The tasks set are one task
from each of the five syllabus areas.
The tasks are presented as five
separate ‘in tray’ exercises. Each
task simulates one which may well
be expected in a real life business
situation. Tasks are presented in
various forms with a clarification of
the requirements set out beneath the
task.

Candidates are requested to answer
in one or more of the following
formats:

B Lists - series of bullet points

B Notes, memos, faxes and emails -
any acceptable business style

B Letters - any acceptable style.
Letterheaded paper will not be
required

B Forms and notices - simple form
design or completion of a form
may be required
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Business Administration (level 3)
Product code; ASE3407

Level 3 Business Administration is an advanced qualification for those who need to develop a
thorough understanding of administration systems, business services and management support.
This provides an excellent progression route from Level 2 Business Administration and ensures the
candidate has reached a level of understanding which demonstrates the ability to use initiative and
business awareness.

Assessment Objectives

Syllabus Topics Assessment

The final assessment is 2.5 hours
long and candidates will be
requested to complete four tasks
from a choice of five. The tasks

set are one task from each of the
five syllabus areas. The tasks are
presented as five separate ‘in tray’
exercises. Each task simulates one
which may well be expected in a
real life business situation. Tasks are
presented in various forms with a
clarification of the requirements set
out beneath the task.

Candidates are requested to answer
in one or more of the following
formats:

m Short reports to include
appropriate headings

B Forms and notices and
lists. Simple form design or
completion of a form may be
required

B Letters, memos, faxes and emails.
Any acceptable business style
will be accepted. Letterheaded
paper will not be required
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Business and Industrial Administration (level 3)
Product code: ASE3008

Business and Industrial Administration is designed to benchmark candidates’ ability to understand
the core activities of administration in the business world, to identify and apply this knowledge to
various roles in organisations and to use their competence to illustrate their understanding through
the use of real or theoretical examples. It is also designed to demonstrate an awareness of the
nature and significance of innovation and change within business and industrial administration.

Assessment Objectives Syllabus Topics Assessment

The final assessment is 3 hours long
and candidates will be asked to
answer four questions from a choice
of eight. At least one question will
require an answer in the form of

a report. Candidates will need to
structure their report with headings
and sub-headings. The report should
have at least three sections: an
introduction, a main section and a
conclusion or recommendations.
The introduction should indicate the
purpose of the report and for whom
the report is intended. The main
section should use a concise essay
style or bullet points. The report
needs to finish with a conclusion
which should include candidate
recommendations.

Candidates are requested to answer
other questions in one or more of
the following formats:

Concise essay
Bullet points
Checklist

Briefing notes
Memorandum
Organisation chart
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Business Principles and Practice (levels 2 and 3)

Business Principles and Practice seeks to test candidates’ knowledge of the nature and context
of business activity and the environment in which it operates. Candidates will be aware of the

influences upon businesses and the importance of corporate image.

Business Principles and Practice (level 2)
Product code: ASE20073

Level 2 Business Principles and Practice ensures that candidates can demonstrate an understanding
of the nature and scope of business activity and the role it plays in society. This is an ideal
qualification for candidates who are preparing for entry level positions across the functional areas
of businesses.

Assessment Objectives Syllabus Topics

Assessment

The exam is 2 hours long
and candidates will be
asked to answer all four
questions.

Candidates are presented
with a business situation,
problem or issue with a
number of tasks to be
completed.

www.lcci.org.uk



Business Principles and Practice (level 3)
Product code: ASE20074

Level 3 Certificate in Business Principles and Practice develops candidates’ understanding of the
advanced principles and practices of business such as management and culture, operational and
financial management, strategy and business improvement. The qualification is suitable for people
who want to develop their understanding of modern business management practices in order to
improve their business career opportunities and/or academic progression. It is particularly suitable
for people who currently hold management positions within any of the functional business areas or

those aspiring to such positions.

Assessment Objectives Syllabus Topics

Assessment

The examination is 2.5
hours long and candidates
will be asked to answer all
five questions, covering all
five areas of the syllabus.

Candidates are presented
with a business situation,
problem or issue with a
number of tasks to be
completed.
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Certificate in International Retail Operations (level 2)
Product code: ASEINTRET2

Level 2 Certificate in International Retail Operations is a qualification developed for the retail sector.
The qualification is ideal for anyone wishing to gain essential knowledge and understanding of the
retail industry or enhance their background in customer service by expanding their knowledge and
understanding of the retail industry.

This qualification is relevant to all sectors within the retail industry. To be awarded the full
qualification candidates must complete the learning requirements and assessments for the two
units:

m Unit 1 Service, Product and Health and Safety (unit code: ASE0O607)

B Unit 2 Personal Effectiveness and Merchandise Handling (unit code: ASEO608)

A Unit certificate will be awarded to candidates who successfully complete one unit.

Assessment Objectives Syllabus Topics Assessment

Assessment for both units is

by multiple-choice tests. Each
multiple-choice test consists of 30
guestions and lasts for 1 hour.
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Meetings (levels 2 and 3)

Designed to provide candidates with a progressive understanding of every aspect of meetings.
Every modern business conducts meetings. However, their overall effectiveness can only be
improved by a thorough understanding of what is required from the meeting. An understanding
of best practice in relation to the conduct of meetings will ensure that specific outcomes can be
reached and acted upon.

Meetings (level 2)
Product code: ASE2304

Level 2 Meetings will be particularly suitable for those seeking employment in business who wish to
enhance their meetings skills. These include administrators, managers and secretaries.

Assessment Objectives Syllabus Topics Assessment

Assessment is by way of a 1 hour
written examination consisting of 4
compulsory questions.

Candidates are requested to answer in
one or more of the following formats:

m Bullet points

B Agenda

B Short answers - lists, explanations

www.lcci.org.uk
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Meetings (level 3)
Product code: ASE3401

Level 3 Meetings is designed to develop understanding of meetings to an advanced level and
to provide progression from Level 2 Meetings. It is an ideal qualification for those requiring a
demonstrable ability to get the most out of meetings, including those dealing with or working on

committees.

Syllabus Topics Assessment

Assessment is by way of a 1 hour
20 minutes written examination
consisting of 4 compulsory
questions.

Candidates are requested to answer
in one or more of the following
formats:

m Bullet points

B Agenda

B Short paragraphs

Assessment Objectives
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Principles and Practice of Management (level 3)

Product code: ASE3128

Level 3 Principles and Practice of Management is an ideal method of providing evidence of a broad
knowledge and understanding of the role of management within an overall business environment.
This qualification is ideal for anyone wishing to undertake a career in management.

Assessment Objectives Syllabus Topics

Assessment

The exam is 3 hours long and
candidates will be asked to answer
four questions. Some questions may
require the use of a communication
format appropriate to the practice
of management as detailed in the
syllabus.

Candidates are requested to answer
in one or more of the following
formats:

B Memorandum
Checklists
Summaries
Reports
Notes

www.lcci.org.uk
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Employability Skills (level 2)
Product code: ASE20010

This qualification is intended for those who are either seeking employment or are seeking to be
more effective in the workplace. This practical qualification covers generic workplace skills required
when seeking employment or when working in any vocational sector.

Assessment Objectives Syllabus Topics Assessment

The qualification is assessed by a
combination of practical assessment
and a multiple-choice test. The
practical assessment is internally
marked and externally moderated
by EDI. The multiple-choice test
consists of 25 questions and lasts
for 1 hour. More information on the
assessments can be found in the
Support Pack on the LCCI website.
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The Legal Environment (level 4)
Product code: ASE4503

The Legal Environment is a high level qualification developed to ensure candidates can display an
understanding of the law as it relates to industrial and commercial society as well as how it governs
professional practice. This qualification is intended for those people who plan to follow senior
executive careers in business fields.

Assessment Objectives Syllabus Topics Assessment

The final assessment for the legal
environment is 3 hours long, with
the paper split into two sections.
Section A contains three questions
on company law. Section B contains
six questions dealing with the
remainder of the syllabus.

Candidates are required to answer
four questions in total (one from
section A, two from section B and
one other question from either
section A or B). Unless otherwise
stated, candidates should use a
concise essay style. Candidates will
be expected to refer to case law as
indicated in the syllabus.

www.lcci.org.uk
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Award in Introduction to Business Strategy and Planning

(level 3)
Product code: ASE20057

This qualification is intended for those who wish to develop a general understanding of strategic
planning and the frameworks and models applied in the process in order to broaden their career
opportunities and progression. It is particularly suitable for people who currently hold management
positions or those aspiring to such positions.

Syllabus topics Assessment

Assessment is through a 60
minute paper-based examination.
The assessment consists of 30
compulsory multiple choice
questions covering all areas of the
syllabus.
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Award in measuring and improving business performance

(Level 3)
Product code: ASE20058

This qualification is suitable for people who wish to develop a general understanding of
performance measurement and business improvement techniques in order to broaden their career
opportunities and progression. It is particularly suitable for people who currently hold management
positions or those aspiring to such positions.

Syllabus topics Assessment

Assessment is through a 60-minute
paper-based examination consisting
of 30 multiple choice questions. The
assessment will cover all areas of the
syllabus.

www.lcci.org.uk
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|'T qualifications

In the modern business environment, ICT is a fundamental business skill. A comprehensive
understanding of modern uses of standard ICT functions to communicate as well as to display,
manipulate and store information is a pre-requisite for any organisation working in an international,
globalised world.

Practical ICT Skills (levels 1, 2 and 3)
Product codeS: ASEPICT1, ASEPICT2, ASEPICT3

The Practical ICT Skills qualifications have been designed to allow learners to develop their practical
ability and understanding of key software applications and apply these in a modern business
context. The suite of qualifications allows progression from basic skills at Level 1 through to
advanced skills at Level 3. All levels of Practical ICT Skills are endorsed by eskills UK Ltd, the Sector
Skills Council for IT interests in the UK. A minimum of 2 units from a choice of 5 are required to
achieve a Certificate in Practical ICT Skills.

Assessment Objectives Syllabus Topics
Unit 1 Word Processing

Unit 2 Spreadsheets

Unit 3 Databases

Unit 4 Presentation Software

Unit 5 Email, Internet and IT Security

www.lcci.org.uk



Assessment

The Email, Internet and IT
Security unit is assessed by an
online test consisting of between
2 and 5 tasks and between 8
and 15 multiple choice questions
depending on the level. The
duration of the test is between
30 minutes and one hour
depending on the level.

The units of Word Processing,
Spreadsheets, Database and
Presentation Software are
assessed via the completion of
a practical assignment. Each

Online Test

The test will be marked
automatically by the testing
system and results and
feedback are available within
24 hours of the test. Further
information is supplied in the
Practical ICT Skills Support
Pack.

Assignments

After completion, the
assignments are marked by
the centre and moderated
externally. The centre uploads
the completed assignments

to the Online Marking Portal,
and marks against the Marking
and Grading Scheme provided.
Tutor’s Marking Guides as well
as Worked Files are provided
for each assignment to support
marking and grading.

assignment consists of four tasks
requiring learners to demonstrate
their practical skills in the specific
application. The duration of each
assignment is from one to two
hours depending on level and
assignments must be completed
using the appropriate Microsoft
software.
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Examination availability

LCCI International Qualifications are available On Demand and the following are also available on
specific days throughout the year, known as Series dates.

Examination

Business Administration 2 and 3
Business Principles and Practice 2 and 3
Text Production 2 and 3

LCCI Annual Qualification Reviews

Centres are able to download Annual Qualification Reviews for the most popular LCCI International
Qualifications. The Annual Qualification Reviews provide support and guidance to centres, helping
teachers to prepare their candidates for taking the examinations.

For further information, please email the International enquiries team, internationalenquiries@ediplc.com.

Support materials

To enhance our General Business and IT qualifications, we offer a wide range of support materials
designed to help you deliver our qualifications and your candidates pass their examinations.

B Extended syllabuses cover the topics that should be included when delivering a course leading
to one of our qualifications. You will find them invaluable when designing courses and planning
lessons.

B Past papers are published to enable candidates to practise and to get a feel for what will be
expected of them in the examination.

B Model answers provide examples of ideal examination answers, as well as helpful hints and
advice on examination technique.

B Support Packs to guide centres and teachers in delivering the qualification.
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Support publications

All LCCI International Qualifications are supported by a comprehensive list of recommended
reading materials which support preparation for the qualification perfectly.

Also available are a range of ‘How to Pass’ books, which prepare students for the LCCI International
Qualifications examinations. The books are written by our Chief Examiners, and are invaluable

as both course texts and revision guides. They can be ordered directly from the International
Enquiries team or via www.lcci.org.uk.

How to Pass Audio Transcription (levels combined)
How to Pass Text Production (levels combined)
How to Pass Business Administration 1

How to Pass Business Administration 2

How to Pass Business Administration 3

How to Pass Business Practice 2

How to Pass Business Practice 3

Visit www.lcci.org.uk for a full list of our publications and to obtain an order form for your chosen
books. You can also use the site to download extended syllabuses, model answers and past papers.

www.lcci.org.uk
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