
Business Admin Cluster
cheat sheet

events: HRM, BLTDM
Top Performance 

Indicators:

Explain Types of Business Ownership 

Identify Sources that provide relevant,

valid written material

Analyze company resources to ascertain

policies and procedures

Employ communication styles

appropriate to target audience

Select and use appropriate graphic aids

Write informational messages

Explain the nature of staff

communication

Choose and use appropriate channels for

workplace communication

Handle Customer/Client complaints

Core skills the judges will be looking for:

1. Strategic Thinking
2. Organizational skills
3. Communication Skills
4. Problem Solving
5. Process Optimizing
6. Ethical Considerations

Quick Tips for role-play & presentations

Opening with Position, name and Reason why you are
there

Context for Business
Offer solutions (Focus on Efficiency)

Use Examples - refer to real world companies/policies
Use visuals to highlight methods of communication
Summarize solution and explain long term benefits

words to impress judges:
Efficiency - achieving maximum output with minimum waste

Scalability - ability to grow operations effectively
Benchmarking - comparing performance to industry standards

Stakeholders - individuals affected by business decisions
Compliance - following laws, policies, and regulations

Optimization - improving processes for better results

pro Tip:
Connect your

solutions to

efficiency and long

term success and

goals


