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1.
Field Specification

A.
Nature of the Award

Awarding Institution:
Kingston University

Programme Accredited by:

Final Award(s):
BA (Hons) in Business and Professional Administration

Intermediate Award(s):

Field Title:
Business and Professional Administration

FHEQ Level:
Honours

UCAS Code or Other Relevant Code:


See Kingston University Prospectus/UCAS Handbook

QAA Benchmark Statement(s): 
General Business and Management

Minimum/Maximum period of registration:
Minimum: 18 months



Maximum: 45 months

Faculty:
Faculty of Business

School :
Strategy

Location:
Kingston Hill

Date Specification Produced/Revised
June 2008
B.
Features of the Field

1.
Title:


Business and Professional Administration


The field is available in the following forms:


BA (Hons) Business and Professional Administration

2.
Modes of Delivery


This course is delivered on an open learning basis over 18 months.

3.
Features of the Field

The BA (Hons) Business and Professional Administration is offered as a level 6 honours top up course, completed within 18 months, by open learning. It is designed to meet the needs of people who are working or have worked in the area of professional administration.

Much of the learning on this course takes place in the students’ workplace and is assessed by work-based assignments, and as a result of independent study.

The field is designed to provide progression from a suitable entry qualification such as an appropriate sub-degree qualification, for example a Foundation Degree or Higher National Diploma.

C.
Educational Aims of the Field

The field aims to provide a programme, combining both academic and work-place learning, which enables students who already have a sub-degree academic qualification in professional or business administration to obtain an honours degree in that area of study. Students who successfully complete this field will, as a result of this programme combined with their previous programme of study, meet the General Business and Management subject benchmarks in relation to the knowledge and understanding of organisations, their external environment and effective management.

The main aims of the BA (Hons) in Business and Professional Administration itself are to:

· develop knowledge and a critical understanding of the intellectually established principles in the area of strategic management

· promote advanced methods of enquiry and different approaches to problem solving in the areas of marketing, human resource management and strategic management
· enable students to interpret and communicate information in a variety of forms 

· enable students to further develop the business administration and personal skills required for them to progress in their careers

D.
Learning Outcomes (Objectives of the Field)

1.
Knowledge and Understanding

On completion of the programme, students will be able to demonstrate a knowledge and understanding of:

· methods of integrating a range of activities within the main business functional areas

· major theories of strategic management and operations and how to apply them to an organisation

· the scope of each of the components of marketing

· how managerial performance can be enhanced through effective human resource management.

2.
Cognitive (Thinking) Skills

On completion of the programme, students will be able to demonstrate:

 
an ability to engage in complex abstract thought

 
an ability to provide evidence of their analytic and evaluative capabilities

 
an integrated understanding of the main business functions and contextual domains from a variety of perspectives through several analytical and evaluative frameworks (through completion of the Level Three Strategic Management module)

 
the ability to apply their knowledge and understanding in the context of the workplace 

 
an ability to deal critically with management problems and issues in order to produce a report containing recommendations for decision and subsequent action (through completion of the Level Three Dissertation module).

3.
Key Skills
 On completion of the field, students will have acquired transferable skills to:

a.
Communication Skills


Contribute effectively to group discussion


Make a presentation 


Read, select, extract and collate information from written, spoken or other appropriate sources


Produce written materials in a variety of formats


Incorporate images in documents including tables, charts, graphs and diagrams


Appropriate use of electronic communication.

b.
Numeracy

Collect data from primary and secondary sources selectively


Evaluate and present data in suitable formats


Record data in an appropriate format


Be aware of issues of selection, accuracy and uncertainty in the collection and analysis of data.

c.
Information, Communication and Technology


Use ICT to present text/numerical data and images


Produce a document that incorporates and combines different types of information


Search for, retrieve and store information using ICT resources


Use on-line communications systems, including the learning management system, to obtain and send information.

d.
Teamwork


Be an effective and communicative member of a team


Work as part of a team


Review and evaluate progress of groups and collective performance


Identify ways of improving the performance of groups and their own contribution to groups

e.
Independent Learning


Possess research and information handling skills in relation to academic and career development


Have self-awareness in relation to academic and personal development


Monitor and review own progress in relation to academic and personal development


Have the ability to manage time, work constructively independently as well as in groups, and address problems and rise to challenges with confidence

See Appendix 1 for Key Skills mapping.

E.
Field Structure

The field is part of the Kingston University Undergraduate Modular Scheme (UMS). Fields in the UMS are made up of modules, which are assigned to levels. Levels are more challenging as students' progress through the field. Typically, a student must complete 360 credits for an honours degree.

Students entering the field from the Kingston University Foundation Degree in Business and Professional Administration will already have 240 credits. Students entering from other courses will require the equivalent credits.
The BA (Hons) in Business and Professional Administration will consist of 120 Level 6 credits. 
Field Contents

	Module Code
	Module Title
	Credits

	BS3400
	Strategic Management
	30

	BH3402
	Managing Human Resources
	15

	BM3402
	Marketing Communications: Applications and Planning
	15

	BB3401
	Work based Research Project 
	30

	BH3401
	Employee Development
	15

	BM3401
	Services Marketing
	15


* Subject to sufficient numbers requiring the option

Apart from the dissertation, the modules will be delivered in turn, each as a discrete block of class contact, independent study and assessment. There is no progression between the modules and students may enter the programme at the start of any module (thus allowing for the different start and finish dates of the Foundation Degree programme at partner colleges). The Dissertation module will start at the same time as the student’s first taught modules and will run concurrently with the taught element of the programme. See the Appendix for an indication of timetabling. Consultation with current FDBPA students identified the offered options as the most popular choices. Consideration will be given to the addition of further options if a need is identified

F.
Field Reference Points

This field has been designed to take account of the QAA Business and Management Benchmark Statement.

The awards made to students who complete the field comply fully with the National Qualifications Framework.
All of the procedures associated with the field comply with the QAA Codes of Practice for Higher Education.

G.
Teaching and Learning Strategies

A number of teaching and learning strategies are used to achieve the course aims and the learning outcomes of the various modules. Specific strategies are provided in individual module descriptors.

The BA (Hons) in Business and Professional Administration will be delivered using face-to-face teaching, supportive texts, which have been customised for use on this programme, the Blackboard Learning Management System, and work-based learning. This combination will allow students to study at their own pace and in their own time. Students will also be supported by membership of study groups which will meet outside formal tuition periods, personal tutoring, workplace mentoring, access to academic tutors outside the formal tuition sessions, and access to learning resource centres at both Kingston University and in the Network Colleges.

Work-based learning is essentially a reflective process which develops out of analysis, experience and continuing thought about the relationship between the individual and the workplace. Students’ work-based learning will be derived from a conjunction of the students’ experience of formal tuition and associated learning, preparation for module assessment and research at the workplace and ‘informal learning’, ie the heightened perception, both of self and of the workplace, that is achieved by the student who is also an employee. 

H.
Assessment Strategies

A range of assessment strategies are employed in the Field. Assessment is designed to allow students to demonstrate that they have achieved the learning outcomes of the field and the individual modules within it. The learning outcomes to be assessed will include knowledge and understanding, cognitive skills, practical skills, and transferable key skills. This will include:

· Individual work-based assignments

· Group projects

· Case-study analysis

· Work based research project

All modules include assessments that test theoretical understanding; the majority of the modules also test the application of theory to real-life practice. The aim is to enhance the student’s understanding of her/his workplace environment both through the study of theory and a recognition of the constraints and opportunities that are available in the workplace.

There will be two combined Module and Programme Boards in each academic year (January and July), at which the results for all students in modules assessed since the previous Board will be considered. As each module is assessed, appropriate moderation processes and the involvement of the relevant External Examiner in sampling the scripts will take place. Provisional marks will be made available to students between exam boards. Where the provisional marks given to a student are such as to indicate that they have failed more than the 30 credit limit permitted by the UMS, the student will be warned about the decision which is likely to be taken by the next exam board. Any student who has an aggregate of more than 30 credits of failure (without any mitigating circumstances) after a Module Assessment Board will have their registration terminated by the Programme Assessment Board.
I.
Entry Qualifications

The minimum entry qualifications for the field are as follows.

The field has primarily been designed as a top up for students who have completed an appropriate foundation degree, or sub-degree, qualification plus relevant work experience. A minimum of 240 CAT credits with at least 120 at Level 5 will be required. Students will need to be in employment or able to demonstrate that they have access to a work environment, in order to complete work based assignments.

Students must be able to demonstrate that they possess the learning outcomes of the Kingston Foundation Degree in Business and Professional Administration (see Appendix 2) and, in particular, must possess:


a sound understanding of what are acknowledged to be important intellectual principles in the subject area of business and management and the way those principles may be applied in the workplace


the successful application of analytical techniques and problem-solving skills within a work context


an ability to assess critically a range of assignments and assumptions, to reach sound judgements, and to communicate those judgements effectively.

J.
Career Opportunities

It is anticipated that most graduates will be seeking a promotion on completion of the BA (Hons) in Business and Professional Administration. Successful graduates will therefore be in an advantageous position to obtain promotion to a more senior administrative role, or a managerial position. A proportion of students may choose to continue to study for a higher level qualification in a specialist area such as management or human resources

K.
Indicators of Quality

The Foundation Degree is supported by the Institute of Chartered Secretaries and Administrators.

Kingston Business School obtained Centre of Excellence status from the Chartered Institute of Personnel and Development (CIPD) and is accredited by the Association of MBAs.

Teaching at Kingston Business School was rated ‘excellent’ by HEFCE when last subject to a quality review.

Appendix 

BA (Hons) in Professional Administration Programme Schedule

	Module Code
	Date
	Module
	Teaching/

Learning
	Assignment Deadline



	*Entry Point

BS3400
	February 2005

25-26
	Strategic Management


	16 hours class contact
	May 2005

13

	
	March 2005

18-19
	Strategic Management


	16 hours class contact
	

	
	April 2005

15-16
	Strategic Management


	Independent study
	

	BA3400
	May 2005

13-14
	Business Management Accounting
	16 hours class contact
	

	
	June 2005

10-11
	Business Management Accounting
	Independent study
	July 2005

1

	BB3401
	June 2005

24-25
	Work based Project


	16 hours class contact
	December2005

	June MAB will consider BS3400 (for the first cohort this may be postponed to the board in Jan 2006). Any reassessment will be subject to a deadline at least 6 weeks before the next exam board.

	*Entry point

BH3402
	July 2005

1-2
	Managing Human Resources


	16 hours class contact
	October 2005

7

	
	September 2005

9-10
	Managing Human Resources


	Independent Study
	

	* Entry point

BM3402


	October 2005

7-8
	Marketing Communications
	16 hours class contact
	December 2005

2

	
	November 2005

4-5
	Marketing Communications


	Independent Study
	

	BB3401
	November2005

10-11
	Work based Project


	16 hours class contact
	May 2006



	January MAB will consider BA3400, BB3401, BH3402, BM3402 and any retake marks . Any reassessment will be subject to a deadline at least 6 weeks before the next exam board.Will also be a PAB to confirm progression of students.  

	Options

BH401

BM401
	January 2006

6-7
	Employee Development or Services Marketing
	16 hours class contact
	March 2006

3

	
	February 2006

3-4
	Employee Development or Services Marketing
	Independent Study
	

	*Entry point

BS3400
	February 2006
	Strategic Management
	
	

	The cycle will then run through again in the same order. The exam board in June 2006 will be a MAB considering the results of the option module and of BB3401, BS3400 (in relation to any student who entered in July or October 2005 or February 2006) and any retakes of modules considered in the previous exam board. It will also be a PAB considering progression and will expect to be making awards to members of the cohort which started in February 2005. 


· Three entry points per year allow students from different cohorts to join the programme. All students will have the opportunity to start the BA Programme within 4 months of completing the Foundation Degree. The order in which the modules are done will depend on the entry point. An exam board will be held in both January and June in each year and results for all modules assessed since the last exam board will be considered together with retakes from the previous exam board. The exam board will also confirm the progression status of each student at that stage. If students reach a point where they have failed more than 30 credits, their registration will be terminated at that exam board. 

· The first cohort of Kingston Foundation Degree Students are exempt from the Work based project module BB3401, as they have already studied it on the Foundation Degree

· Independent study includes self-study and group work. A classroom will be designated for students at these times. Students will be encouraged to attend and use all the learning and study facilities. An academic member of staff will be available for queries.

Appendix 2:

Learning Outcomes of the Kingston Foundation Degree in Business and Professional Administration.

LEARNING OUTCOMES (OBJECTIVES) OF THE FIELD

1. Knowledge and understanding

On completion of the Foundation degree all students will be able to demonstrate:

· an understanding of the general characteristics and traits of organizations

· a good critical knowledge and understanding of the intellectually established principles of  administration and professional practice

· a good critical knowledge and understanding of key business functional areas, including Organisational Behaviour, Human Resource Management, Financial Management, Operations Management, Marketing and Entrepreneurship.

· an understanding of the limits of knowledge and how this influences analysis and interpretations based on that knowledge

2. Cognitive (thinking) Skills

On completion of the Foundation degree all students will be able to demonstrate:

· the ability to recognize the particular needs of their own organization within its environment

· the ability to select an appropriate response to the problems of their own, and other similar, organizations

· the ability to apply underlying concepts outside the context in which they were first studied

· the ability to evaluate critically the appropriateness of different approaches to problem-solving in the field of study as applied to real-life contexts

3. Practical Skills

In addition to the key skills listed below, students will be able to demonstrate; 

· the ability to use planning tools in forecasting, budgeting and project management

· Financial literacy through reading and interpreting financial and managerial information and other data.

4. Key Skills

See Appendix 1 for diagram mapping key skills

On completion of the field students will have acquired transferable skills to:


a.
Communication Skills

· Contribute effectively to group discussion

· Make a presentation

· Read, select, extract and collate information from written, spoken or other appropriate sources

· Produce written materials in a variety of formats

· Incorporate images in documents including tables, charts, graphs and diagrams

· Appropriate use of electronic communication

b.

Numeracy

· Collect data from primary and secondary sources selectively

· Evaluate and present data in suitable formats

· Record data in an appropriate format

· Be aware of issues of selection, accuracy and uncertainty in the collection and analysis of data

c.

Information, Communication and Technology

· Use ICT to present text/numerical data and images

· Produce a document that incorporates and combines different types of information

· Search for, retrieve and store information using ICT resources

· Use on-line communications systems, including the learning management system, to obtain and send information

d.
Teamwork

· Be an effective and communicative member of a team
· Work as part of a team
· Review and evaluate progress of groups and collective performance
· Identify ways of improving the performance of groups and their own contribution to groups
e.

Independent Learning

· Possess research and information handling skills in relation to academic and career development
· Have self awareness in relation to academic and personal development
· Monitor and review own progress in relation to academic and personal development
· Have the ability to manage time, work constructively independently as well as in groups, and address problems and rise to challenges with confidence
