Study Space Tutoring
About Us 
Friendly, professional tutoring helps students build confidence and achieve their goals. 
Subjects We Teach 
· English 
· Maths 
· Science 
· Business Studies 
· Digital Skills 
Opening Hours 
· Monday–Friday: 09:00–18:00 
· Saturday: 10:00–14:00 
· Sunday: Closed 
Contact Details 
· Email: hello@studyspace.co.uk 
· Phone: 07400 123456 
· Location: 12 River Street, City Centre 
Prices 
· One-to-one tutoring: £18 per hour 
· Group sessions: £10 per hour 
· First session is free 
What Makes Us Different 
· Friendly tutors who explain things clearly 
· Small group sizes 
· Step-by-step teaching 
· Support for all confidence levels 
· Simple digital tools to help students stay organised 
 
 
 
 
 
Decision and Iteration Log 
Why I chose this Scenario 
I chose the Study Space tutoring service scenario because it was a simple and realistic task. The aim was to create an information sheet that new students could read to learn about the tutoring service. All the information, such as subjects, opening hours, prices, contact details, and key features, could fit clearly onto one page. This made it suitable for a one-page document that is easy to read and understand. 
The purpose of the sheet is to give new students important information quickly and help them decide if Study Space is the right tutoring service for them. 
· The aim was to create a document that: 
· Introduces the tutoring service. 
· Provides important information quickly. 
· Appeals to potential students. 
· Can be viewed digitally or printed. 
 
Why I chose Microsoft Word 
Word is also widely used in business environments, making it an appropriate choice for a small tutoring company. I chose Microsoft Word because it is well suited for creating a professional one-page information sheet. Using Microsoft Word allowed me to organise my content clearly by applying headings and bullet points, while also keeping the formatting consistent throughout the document. The software made it easy to create a polished layout quickly, ensuring the final version was suitable for printing and sharing digitally. 
Word also made the editing process straightforward, allowing me to make improvements as I refined the design. Since Word is widely used in business environments, it was an appropriate and practical choice for producing materials for a small tutoring company. 
How I Developed the Document 
I followed these steps: 
· Reviewed the manager's notes to identify the key information that needed to be included. 
· Subjects we Teach
· Opening Hours
· Contact Details
· Prices
· What makes Us Different
 




Grouped information into sections:  
· Created a clear title, so readers immediately know what the document is about. 
· Use bullet points to make information easy to scan and understand. 
· Applied consistent formatting using headings, font sizes, and colours. 
· Check the layout to ensure all content fits onto one page and remains easy to read. 
 
How I Improved the Work 
· After creating the first version, I reviewed the document and made improvements: 
· Added professional titles and subtitles. 
· Used a consistent colour scheme for headings to improve appearance. 
· Improved readability by using bullet points instead of long paragraphs. 
· Checked spacing between sections, so the page did not look crowded. 
· Ensured important information, such as prices and contact details, was easy to find. 
· Confirmed that the document looked suitable for both digital viewing and printing. 
· These changes helped make the final document more attractive, professional, and user friendly for new students. 
Evaluation 
· The final information sheet successfully meets the manager's requirements because it: 
· Presents all key information clearly. 
· Use simple headings. 
· Looks professional and welcoming. 
· Fits on one page. 
· Is easy to read both on screen and in print. 
 
 
