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Ten steps to success

Ten steps to success in your
BTEC Level 3 National

This Study Skills Guide has been written to help
you achreve the best result possible on your
BTEC Level 3 National course. At the start of a
new course you may feel both quite excited but
also a little apprehensive. Taking a BTEC Level 3
National qualification has many benefits and is a
major stepping stone towards your future career.
Using this Study Skills Guide will help you get the
most out of your course from the start.

Use this Study Skills Guide at your own
pace Dip in to find what you need Look
back at it whenever you have a problem

oF query

During induction sessions at the start of

your course, your tutor will explain important
information, but it can be difficult to remember
everything and that's when you'll find this Study
Skills Guide invaluable. Look at it whenever you
want to check anything related to your course. I
provides all the essential facts you need and has
a Useful terms section to explain specialist terms,
words and phrases, including some that you will
see highlighted in this book in bold type.

This Study Skills Guide covers the skills you'll
need to do well in your course — such as
managing your time, researching and analysing
information and preparing a presentation.

* Use the Top tips to make your life easier as
you go.

* Use the Key points to help you to stay focused
on the essentials.

* Use the Action points to check what you need
to know or do now.

» Use the Case studies to relate information 1o
your chosen sector and vocational area.

* Use the Activities to test your knowledge
and skills.

* Use the Useful terms section to check the
meaning of specialist terms.

This Study Skills Guide has been designed to
work alongside the Edexcel Student Book for
BTEC Level 3 National Business {(Edexcel, 2010).
This Student Book includes the main knowledge
you'll need, with tips from BTEC experts, Edexcel
assignment tips, assessment activities and up-
to-date case studies from industry experts, plus
handy references to your Study Skills Guide.

This Study Skills Guide is divided into ten steps,
each relating to a key aspect of your studies, from
understanding assessment to time management
to maximising opportunities. Concentrate

on getting things right one step at a time.
Thousands of learners have achieved BTEC
Level 3 National qualifications and are now
studying for a degree, or building a successful
career at work. Using this Study Skills Guide,
and believing in your own abilities, will help you
achieve your future goals, too.

Introduction to the
business sector

The business sector covers a large range of
occupations and professions and, through

your BTEC Level 3 National in Business, you

will become aware of the variety of interesting
opportunities that BTEC qualifications can lead to.

The course will give you the opportunity, not only
to learn about the world of business, but also

to apply your knowledge to real-life business
situations, Completing the course may enable
you to go on to higher education, or you may
choose to pursue employment straightaway.

www.btec.co.uk/business




Once you enter the world of work you will quickly
understand how important the business sector is
to the UK economy. Business in the profit-making
part of the sector is about the creation of wealth;
if businesses cannot achieve this goal, the UK
economy overall will suffer.

The UK business sector

The contribution that businesses make to the

UK economy is significant. Currently, over 75%

of the contribution made to the UK economy by
businesses comes from the Service Sector — any
business that provides a service, such as hotels,
retailers and financial institutions. Manufacturing
businesses make up about 13% of the business
contribution and the remainder comes from
other industries, such as agriculture. Your BTEC
National in Business will allow you to examine this
situation and consider questions about important
issues, such as our economic future.

The business sector relies heavily on innovation,
enterprise and the development of small
businesses. Napoleon supposedly remarked that
the British are ‘a nation of shopkeepers’ and he
was right, in as much as Britain is a nation of small
and medium-sized enterprises (SMEs). You could
say that these SMEs are the backbone of Britain -
the UK economy consists of 9% SMEs. Of the
4.8 million businesses operating in the UK, fewer
than 1% are large corporations, that is with over
250 employees.

Many believe that the British Government has a
tendency to overlook the SME Sector, as it tends
to be quite fragmented. Yet, it is precisely this
sector that provides the vital and fertile seedbed,
from where tomorrow’s large corporations will
emerge. If the UK is able to improve its SME
performance, this will have a substantially positive
effect on the entire UK economy.

The pace of change in the business world
continues to increase; what was satisfactory
yesterday is no longer wanted today or may be
superseded by something better tomorrow.
Globalisation, competition from developing
countries, the speed of communication, the
advance of technology and rapidly altering
consumer tastes are driving this change.

The role of business is to create wealth (or

add value). This added value is used to reward
stakeholders — employees, providers of capital,
and Government through corporation tax — and
then to sustain and develop the business through
investment for growth. The UK business sector has
to invest in new and better products and services,
requiring businesses and people to be innovative,
New and better products may be created by

new technology or design, a new application of
old technology, through a new delivery model

or just by improving business processes. The
ability to create new ideas, evaluate them, and
use knowledge and skill to develop them is
fundamental to a business’s innovative success.

As you start work in this sector, you will be
entering an environment which is truly dynamic
and has endless opportunities. A BTEC National
in Business will teach you about the different
aspects of running a business, allowing you to
make informed choices about your future,

What you will learn about

There are now four 'sizes’ of BTEC National

in Business! The Subsidiary Diploma has two
mandatory units, and the Certificate, Diploma
and Extended Diploma all have four mandatory
units. In these units you will:

¢ learn about the business environment by
examining the various types of business,
looking at how the external environment helps
to shape their activities

* |ock at how a business obtains resources —
physical, financial and human — and how they
are managed effectively

¢ |earn about customers and the drive to meet
customer needs through marketing methods

® examine how effective communication is vital for
organisational success, both within the business
and from the business to the outside world.

There are numerous optional units which your
centre may offer including:

¢ Finance — the ‘blood’ of the business which
allows all activities to take place; you will
examine how finance is raised and managed to
keep the business moving forward



® Marketing — which examines how building
long-term relationships with customers can
provide significant benefits

* People issues — how a business’s staff is
the most important resource; staff must be
recruited carefully, and then trained and
developed to perform well

* | egal aspects of running a business
* Impact of communications technology

* The world of retailing.

How you might use your BTEC

BTEC Nationals in Business are highly valued
by employers. Alternatively, you could progress
on to higher education programmes in general
business studies, as well as in more specialised
areas such as law, human resource management
and marketing.

If you decide to enter employment with your
BTEC National in Business, a variety of trainee
positions exists. Trainee positions may be found
in accountancy, retail management, sales, and
personnel management. Those who obtain
higher qualifications, such as foundation and
honours degrees, may move into any of the jobs
listed below. This is just a small sample of the
sorts of opportunities that could be available:

accountant; advertising account executive; retail,
investment or commercial banker; building
society manager; industrial or retail buyer;
company secretary; commodity or futures broker;
distribution or logistics manager; insurance
underwriter; management consultant; marketing
executive: market research executive; human
resources manager; public relations account
executive; recruitment consultant; retail manager;
sales executive; stockbroker: Business Studies
teacher; purchasing manager; owner of your own
business.

Skills you need for your sector

Here are some examples of the transferable skills

that you could develop on this course. Employers’
job vacancy details often refer to them when they
advertise for staff. You can mention these skills

Ten steps to success |

on your CV to demonstrate the broad range of
qualities you have to offer.

Analysing and selecting information

When researching evidence for your assignments,
you have to select relevant information to use and
make sense of what it is saying. Employers look
for these skills in potential employees.

Communicating effectively
Throughout your course, you will develop skills
in both written and non-written methods of
communication. Employers are always keen

to hire good communicators, cutting down on
mistakes caused by misunderstandings between
different parts of the business,

lTeamwork

Much of what goes on in business involves the
ability to work well in teams and for teams to work
together to solve problems. The BTEC National

in Business encourages learners to work together
to achieve group and individual goals.

Understanding and interpreting

numerical data

Whatever job you perform in a business, there
will be occasions when you have to understand
and interpret numerical data. This could mean
analysing a simple bar chart or line graph, or
performing calculations. Again, all employers
need people who can demonstrate these skills.

Praoblem solving

Employers want people who know how to solve
problems for themselves and within teams. If
employees always rely on their managers to
solve problems, the flow of work through the
business slows up as a result. Employers want
people who show initiative and who can make
recommendations for solving problems.

Computer literacy

Increasingly, employers want staff that can use
basic and, sometimes, more advanced computer
applications. The BTEC National course in
Business contains opportunities to practise your IT
skills using Word, Excel, the internet and email.

www.btec.co.uk/business
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Meeting deadlines

All businesses have objectives that have to be
met. In order to meet these objectives, deadlines
have to be set at every level of the business.

The BTEC National course, with its scheduled
programme of assignments, will teach you the
importance of meeting deadlines. If you miss
assignment deadlines, you run the risk of not
achieving the qualification.

Organising your time and

prioritisation

Being able to manage your time is critical in the
business sector. Sometimes it is difficult to work
out which of the many tasks that you have to

do is the most important. Sometimes, people
try to do too many things at once and are not
successful at any of them, causing stress and
confusion, Through tutorials, your tutor will help
you to manage your time and will assist you in
prioritising various tasks.

Writing reports

At some point in your working life, you will
probably have to produce a report. Businesses
rely on reports to inform people inside and
outside the crganisation. Your BTEC course will
teach you how to structure, write and produce
business reports.

Additional skills

In addition to the skills described above, there
are a number of other skills that you can develop
on the programme. Research has shown that
employers also require these additional skills
from their staff. Personal, learning and thinking
skills (PLTS), together with the functional skills
of English, mathematics and ICT, are essential to
success in learning, life and work.

Personal, learning and thinking skills encompass:
teamworking; independent enquiry; self-
management; reflective learning; effective
participation; creative thinking.

These skills enable young people to enter work
and engage in adult life as confident, capable
individuals. Other skills that good business
practitioners might demonstrate are discussed
below.

Working in business will probably require you
to manage resources (physical and human).
A manager in a business must be able to
demonstrate good people skills; being able
to communicate, guide and motivate others
is crucial.

You will also need to develop your planning
skills, to enable you to plan ahead and make
predictions about what may happen next.
Good business managers are able to develop a
vision of their business or area of the business
in the future. Then they devise strategies to
enable this vision to become a reality.

The world is changing at an accelerating pace
and business requires people who can adapt to
change. Good managers in business embrace
change and encourage others to see the
benefits to the business of constructive change.

The ability to be a successful team member
and team leader is something the BTEC
National programme strives to develop in
learners. As a manager, you will face problems
that require you to make decisions and work
out solutions. A growing concern is the need
for business managers to act ethically, adhering
to high personal standards.

Some of the most important attributes a manager
must possess include the ability to:

formulate and stay focused on goals
allocate resources according to priorities

make decisions, act upon them and take
responsibility.
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Step One: Understand your course
and how it works

22

Zaheer received his GCSE and BTEC First
results in the summer. He achieved two grade
Cs in English and mathematics, two grade Bs in
history and art, and a merit in his BTEC First in
Business. He has decided to return to school,
where he hopes to enrol on the BTEC National
Extended Diploma in Business

Zaheer has always had a keen interest in
business and believes that this qualification will
give him a good balance of practice and theory.
Zaheer wants to pursue a career in marketing
and is attracted by the practical activities and
assignments that the BTEC National offers.

‘| have discussed in detail with my tutor how the
BTEC National Extended Diplema in Business is
structured, Iin particular the units and pathways.
The pathways allow you to do more units in a
particular specialised area of Business Studies,
such as finance. Each unit of the BTEC Nattonal
in Business has 10 credits. The credit value of a
unit is based on the principle that one credit is
awarded for the learning outcomes that can be
achieved in 10 hours of study.

Over the two years of the programme | will
study 18 units, four of which will be mandatory
units. This means | have to study 180 credits in

total. One mandatory unit will be a marketing
unit. Fortunately, the school specialises in
marketing and | will be able to choose four
other optional marketing units. These four
optional units comprise a pathway, and mean
that | can get the endorsement ‘marketing’ in
the title of my qualification ~ BTEC National
Extended Diploma in Business (Marketing).

There are other optional units that | think |
will also find interesting; | will enjoy the units
dealing with finance and accountancy, as |

like to work with numbers. | also think the unit
on starting a business will be beneficial as it
combines all the parts of what | am studying,
and will give me a valuable insight into what it
takes to start my own business.’

Why do you think it is important for a
learner to understand how the BTEC Level 3
National in Business is structured?

Think about what you would do if you were
having difficulty understanding the structure
of your BTEC Level 3 National in Business.

All BTEC Level 3 National qualifications are vocational or work-related. This means that you gain
specific knowledge and understanding relevant to your chosen area. It gives you several advantages
when you start work.

For example, you will already know quite a lot about your chosen area, which will help you settle down
more quickly. If you are already employed, you become more valuable to your employer.

www.btec.co.uk/business
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There are four types of BTEC Level 3 National qualification:
Certificates, Subsidiary Diplomas, Diplomas and Extended Diplomas

Certificate Subsidiary Diploma Extended
Diploma Diploma

Credit 30 60 120 180

Equivalence 1 AS-level 1 A-level 2 A-levels 3 A-levels
These qualifications are often described as * Some BTEC Level 3 National qualifications
nested. This means that they fit inside each have specialist pathways, which may have
other (rather like Russian dolls) because the same additional mandatory units. These specialist
units are common to each qualification — so pathways allow you to follow your career
you can progress from one to another easily by aims more precisely. For example, if you are
completing more units. studying to become an IT practitioner, you can

choose pathways in Software Development,
Networking, Systems Support or IT and
Business.

The structure of BTEC Level 3 Nauonal .

guahfications means It's easy to prograss

trorn one type to another and gain more

credits, as well as specialise in particular

areas that interest you

On all BTEC courses you are expected to be
responsible for your own learning. Obviously
your tutor will give you help and guidance
when necessary but you also need to be ‘self-
starting’ and able to use your own initiative.
Ideally, you can also assess how well you

are doing and make improvements when
» Every BTEC Level 3 National qualification necessary.

has a set number of mandatory units that all

* BTEC Level 3 National grades convert to UCAS
learners must complete.

points, just like A-levels, but the way you are
¢ All BTEC Level 3 National qualifications include assessed and graded on a BTEC course is

optional units that enable you to study different, as you will see in the next section.
particular areas in more depth.
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Key points Action points
} 1 By discussing with your tutor and by exploring
the Edexcel website, find out the key

information about your course and use it to

¢ You can study part-time or full-time for your
BTEC Level 3 National.

* You can do a Certificate, Subsidiary complete the ‘Important Information’ form on
Diploma, Diploma, or Extended Diploma, the next page. You can refer to this form at any
and progress easily from one to the other. time to refresh your memory about any part of

* You will study both mandatory units and your studies.

optional units on your course. a) Check whether you are studying for a BTEC

Level 3 Certificate, Subsidiary Diploma,
Diploma, or Extended Diploma and the
number of units you will be studying.

» When you have completed your
BTEC course you can get a job {or
apprenticeship), use your qualification

to develop your career and/or continue . _
studying to degres lavel. b) Find out the titles of the mandatory units

ill be studying.
e On all BTEC Level 3 National courses, the youwilibe studying

majority of your learning is practical and ¢) Find out the titles of the optional units and
vocationally focused to develop the skills identify the ones offered at your centre.

you need for your chosen career. d) Check the length of your course, and when

you will be studying each unit.

e) Identify the optional units you will be taking.
On some National courses you will do this
at the start, while on others you may make
your final decision later.

Using the Edexcel website to find out

about your course

¢ You can check all the details about your
BTEC Level 3 National course on the
Edexcel website — go to
www.edexcel.com.

¢ Enter the title of your BTEC Level 3
National qualification in the qualifications
Fo g) Ask your tutor to help you to complete

point 10 on the form, Depending on your

course, you may be developing specific
additional or personal skills - such as
personal, learning and thinking skills (PLTS)
and functional skills — or spending time on
wark experience, going on visits or doing
other activities linked to your subject area.

f) Find out other relevant information about
your BTEC Level 3 National qualification.
Your centre may have already given you
details about the structure.

» Now find the specification in the list of
documents. This is a long document
so don't try to print it. Instead, look at
the information on the units you will
be studying to see the main topics you
will cover.

* Then save the document or bookmark the
page so that you can easily refer to it again h) Talk to your tutor about point 12 on the form
if you need to. as your sources of information will depend on

the careers guidance and information at your
centre. You may find it useful to exchange
ideas with other members of your class.

www btec.co.uk/business
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IMPORTANT INFORMATION ON MY BTEC LEVEL 3 NATIONAL COURSE
1 The title of the BTEC Level 3 National qualification | am studying is:

2 The length of my course is:
3 The total number of units | wili study is:

4 The number of mandatory units | have to study is:

5 The titles of these mandatory units and the dates (or terms} when | will study them are:

6 The main topics | will learn in each mandatory unit include:
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IMPORTANT INFORMATION ON MY BTEC LEVEL 3 NATIONAL COURSE

7 The number of optionéi units | have to study is:

8 The titles of the optional units | will study are:

9  The main topics | will learn in each optional unit include:

10 Other important aspects of my course are:

11 After | have achieved my BTEC Level 3 National my options include:

12 Useful sources of infarmation | can use to find out more about these options include:

www.btec.co.uk/business
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2 Many learners already have information, contacts or direct experiences that relate to their course.

For example, you may have a specific interest or hobby that links to a unit, such as being a
St John Amhbulance cadet if you are studying Public Services. Think about the relevant sources of
information you already have access to and complete the table below.

MY INFORMATION SOURCES
Experts | know (Who théy are, what they know)

My hobbies (What they are, what they involve)

and interests

My job(s) {Past and present work and work experience, and what | did)

Programmes | (What these are, how they relate to my course)

like to watch

Magazines (What these are, examples of relevant articles)
and/or books

| read

ICT sources (My centre’s intranet as well as useful websites)

Other (Other sources relevant for my particular course and the topics | will be studying)
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Activity: Your future options

At the beginning of a new course it is helpful to
think about what options may be available to you
for your career pathway in the business sector.

All assignments on the programme contribute to
your final grade and knowing what you are aiming
for will help to keep you motivated.

Using a mind map to explore different ideas is

a good way to consider the range of options
available to you. You will also be able to find out
the requirements for each career pathway. For
example, if you wish to work in finance, you could
explore the different routes to becoming an
accountant.

You will find the internet a useful source of
information. A good starting point is the Monster
Job Search website. Go to page 92 to find out
how to access the website.

Create a mind map on the next page to record
your ideas.

People usuaily perform betier f they
understand why they have choser, or been
asked, to d3 somethting.

www.btec.co.uk/business
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Assessment and grading

Step Two: Understand how you
are assessed and graded

A~

During Harris's course induction for the BTEC
National Extended Diploma in Business,

the tutor spends a lot of time ensuring that
the learners understand how they are to

be assessed and graded, how unit points
combine to give an overall grade, and how the
qualification grades convert irito UCAS points.

‘My induction week has been great as it has
allowed me to get to know other learners

on my course. We've also spent a lot of time
discussing how we are to be assessed for each
unit The tutor explained to us that assignments
take a variety of forms, including presentations,
written assignments and reports. There are no
examinations on the BTEC National Extended
Diploma in Business, but we found out how we
will be graded at pass, merit or distinction level.

The tutor clarified for us how the command
words used in the performance criteria

dictate whether a criterion is at pass, merit or
distinction level. Criteria at pass level usually
ask you to identify or describe, while those

at merit or distinction level require a more
in-depth answer and often use command words
such as analyse or evaluate. We have to achieve
at least all the pass criteria for an individual unit
to pass that unit.

Your assessment

This section looks at the importance of your
assignments, how they are graded and how this
converts into unit points and UCAS points. Unlike
A-levels, there are no externally-set final exams
on a BTEC course. Even if you know this because
you already have a BTEC First qualification, you
should still read this section as now you will be
working at a different level.

Your learning is assessed by assignments, set by
your tutors. You will complete these throughout

When | finish this qualification, | will have
attained the equivalent of three A-levels
and, hopefully, will be able to progress

onto a marketing degree at university. The
qualifications carry the same UCAS poirits
as A-levels and my overall grade for the
qualification will be calculated using a unit
point system — my score for each unit will be
added up to obtain an overall grade.

| am glad that | have had the chance to
understand the methods of assessment,
grading, and the unit points system; this will all
be a huge help to me once | get going on the
course | can't wait to get started now.’

How well do you think the BTEC National
Extended Diploma in Business will prepare
Harris for higher education?

A learner is aiming for a distinction grade

in the BTEC Level 3 National in Business.
Think about the key factors they will need to
consider in order to achieve this goal.

your course, using many different assessment
methods, such as real-life case studies, projects
and presentations. Some assignments may be
work-based or time-constrained - it depends
very much on the vocational area you are
studying.

Your assignments are based on learning
outcomes set by Edexcel. These are listed for
each unit in your course specification. You must
achieve all the learning outcomes to pass each
unit.

www.btec.co.uk/business
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Cherk the learning outcomes for each unit
by referring to the course specification - go
to www edexcel com

Important skills to help you achieve your grades

include:

* researching and analysing information (see
page 5%}

* using your time effectively (see page 25)

¢ working co-operatively as a member of a team
(see page 53).

Your grades,
unit points and
UCAS points

On a BTEC Level 3 National course, assessments
that meet the learning outcomes are graded as
pass, merit or distinction. The different grades
within each unit are set out by Edexcel as grading
criteria in a grading grid. These criteria identify
the higher-level skills you must demonstrate

vk

Chris and Shaheeda both want a university
place and have worked hard on their BTEC
Level 3 Extended Diploma course.

Chris’s final score is 226 unit points, which
converts to 280 UCAS Tariff points. Shaheeda
has a total score of 228 unit points — just two
points more — which converts to 320 UCAS
points! This is because a score of between 204

You start to earn points from your first
assessment, so you get many benefits from
settling in quickly and doing good work from the
start. Understanding how grade boundaries work
also helps you to focus your efforts to get the
best possible final grade.

You will be able to discuss your learning
experiences, your personal progress and the

to achieve a higher grade (see also Step Six -~
Understand your assessment, on page 35).

All your assessment grades earn unit points. The

total points you get for all your units determines

your final qualification grade(s) — pass, merit or

distinction. You get:

¢ one final grade if you are taking a Certificate or
Subsidiary Diploma

* two final grades if you are taking a Diploma

¢ three final grades if you are taking an Extended
Diploma.

Your points and overall grade(s) convert to
UCAS points, which you need to be accepted
onto a degree course. For example, if you
achieve three final pass grades for your BTEC
Level 3 Extended Diploma, you get 120 UCAS
Tariff points. If you achieve three final distinction
grades, this increases to 360 — equivalent to
three GCE A-levels.

Please note that all UCAS information was correct
at the time of going to print. However, we would
advise that you check their website for the most
up to date information. See page 92 for how to
access their website.

and 227 unit points gives 280 UCAS points,
whereas a score of 228 to 251 points gives 320
UCAS points.

Shaheeda is delighted because this increases
her chances of getting a place on the degree
course she wants. Chris is annoyed. He says if
he had realised he would have worked harder
on his last assignment to get two points more.

achievement of your learning objectives in
individual tutorials with your tutor. These enable
you to monitor your progress and overcome
temporary difficulties. You can also talk about any
worries you have. Your tutor is one of your most
important resources and a tutorial gives you their
undivided attention.
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Key points 3

* Your learning is assessed in a variety of
ways, such as by assignments, projects and
real-life case studies.

* You need to demonstrate specific
knowledge and skills to achieve the
learning outcomes set by Edexcel. You
must achieve all the grading criteria to pass
a unit.

* The grading criteria for pass, merit and
distinction are shown in a grading grid for
the unit. Higher-level skills are needed for
higher grades.

* The assessment grades of pass, merit
and distinction convert to unit points. The
total unit points you receive for the course

UCAS points.

[ determines your final overall grade(s) and

It's always tempung te spend longer o
waork you like doing and are good at, but
forcusing on improving your weak areas will
do moie to boost your overall gradets)

Action points

1 Find out more about your own course by
carrying out this activity.

a) Find the learning outcomes for the units you
are currently studying. Your tutor may have
given you these, or you can find them in your
course specification — go to www.edexcel.
com.

b) Look at the grading grid for the units and
identify the way the requirements change
for the higher grades. If there are some
unfamiliar words, check these in Step Six of
this guide (see page 35 onwards).

¢} If the unit points system still seems
complicated, ask your tutor to explain it.

d) Check the UCAS points you would need for
the course or university which interests you.

e) Design a form you can use to record the unit
points you earn throughout your course.
Keep this up-to-date. Regularly check how
your points relate to your overall grade(s),
based on the grade boundaries for your
qualification. Your tutor can give you this
information or you can check it yourself in
the course specification.

www.btec.co.uk/business
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Activity: Understanding how you are assessed and graded

To see how well you have grasped the main issues concerning assessment and grading on the BTEC
National in Business, try to answer the following questions about the qualification.

How many different types of assessment method can you think of?

What are the four learning outcomes for Unit 1: The Business Environment?

Why do you think it is important to understand fully how your BTEC course is structured, how you are
assessed and graded, and what the possible progression routes are?

Having read through this section on understanding how you are assessed and graded, list any areas
that you feel are not quite clear. Make a point of discussing these with your tutor to resolve any issues.




When Amber starts her BTEC National Diploma
in Business, she is lacking in confidence and
tends to have a negative attitude towards new
challenges. She discusses these feelings with
her tutor, who introduces her to an unfamiliar
term; Amber's tutor tells her that she needs to
become more ‘self-aware’.

Self-awareness is helpful to us throughout our
lives, and the ability to self-reflect is particularly
useful in an educational environment In
simple terms, self-awareness i1s about trying to
understand who we really are and why we do
the things we do, in the way we do them. By
becoming a bit more self-aware, we can gain a
greater degree of control over how we operate
in the present, instead of reacting in a way that
is conditioned by our past.

Amber thinks about this concept and about her
own personality, which she has already assessed
during her induction to the programme. She

Is a quiet, reserved person who likes working
independently. Amber realises that she needs
to take greater control of her life and where it

is heading, to be more positive and to become
more decisive She thinks this will help her get
more out of life. She also realises that there are
a number of skills she needs tc work on, such as
her teamworking and research skiils.

Amber works hard at becoming more self-
aware and takes a number of steps to help her
on this journey.

Self-awareness means understanding how you
‘tick’. For example, do you prefer practical
activities rather than theory? Do you prefer to
draw or sketch an idea, rather than write about it?

Self-awareness is important as it makes you less
reliant on other people’s opinions and gives you
confidence in your own judgement. You can
also reflect on your actions to learn from your
experiences.

Understanding yourself

* First, she decides to talk to friends and other
people whose opinions she values, asking
them about her strengths and weaknesses.

¢ Then she makes a list of her strengths and
weaknesses. She believes that the more she
knows about her weaknesses, the better
chance she has of tuming these into strengths.

¢ Another method she finds useful is to
imagine herself dealing with situations she
hasn't faced before, and she reflects on her
responses to real situations.

* Amber also thinks about her body language
and other subtle messages she sends out in
her everyday life. She 1s aware of how others
may view these cues, and is determined to
send out more positive signals.

Over time, Amber is becoming more self-aware
and many of the strategies described here have
helped her to achieve this goal. Becoming
more self-aware has allowed her to change her
behaviour for the better.

What do you think is meant by the term ‘self-
awareness’?

Why is there a link between Amber's
personality and becoming more self-aware?

Think about how Amber's skills set and
abilities might be improved by increased self-
awareness.

Self-awareness also means knowing your own
strengths and weaknesses. Knowing your
strengths enables you to feel positive and
confident about yourself and your abilities.
Knowing your weaknesses means you know the
areas you need to develop.

You can analyse yourself by looking at...

www.btec.co.uk/business




1:113% BTEC's own resources

ersonality
and preferences

You may have taken a personality test at your
centre. If not, your tutor may recommend one to
use, or there are many available online.

es yOUur

Many employers ask job candidates to complete
a personality test so that they can match the type
of work they are offering to the most suitable
candidates. Although these tests can only give a
broad indication of someone’s personality they
may help to avoid mismatches, such as hiring
someone who is introverted to work in sales.

... your skills and
abilities

To succeed in your assignments, and to progress
in a career, requires a number of skills. Some may
be vocationally specific, or professional, skills that
you can improve during your course — such as
sporting performance on a Sports course. Others
are broader skills that are invaluable no matter

what you are studying — such as communicating
clearly and co-operating with others.

You will work faster and more accurately, and
have greater confidence, if you are skilled and
proficient. A quick skills check will identify any
problem areas.

se the Skille Building section on page 81 to
identify the skills you need for your ccurse
You'll also find hints and tips for improving
any weak areas

Key points w

* You need certain skills and abilities to get
the most out of your BTEC Level 3 National
course and to develop your career potential.

¢ Knowing your strengths and weaknesses
is a sign of maturity. It gives you greater
confidence in your abilities and enables you

to focus on areas for improvement.
, — o

Yeu will find more help on developing
your skills and abilities in the sections on:
Working as a member of a group; Using
time wisely. Researching and analysing
information, and Making effective
presentations

Action points

1 Gain insight into your own personality by
answering each of the following statements
True or False with a tick. Be honest!

True False

a) If someone annoys me,
| can tell them about it
without causing offence.

b) If someone is talking, |
often interrupt them to
give them my opinion.

c) |getreallystressed if I'm
under pressure.

d) |can sometimes become
very emotional and upset
on cther people’s behalf.

e) |sometimes worry that |
can't cope and may make a
mess of something.

f) I am usually keen,
enthusiastic and motivated
to do well.

g) |enjoy planning and
organising my work.

h) 1find it easy to work and
co-operate with other
people and take account of
their opinions.

i) | am easily influenced by
other people.

i} 1 often jump to conclusions
and judge people
and situations on first
impressions.

k) | prefer to rely on facts and
experience rather than
following my instincts.
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Now identify which of the skills and qualities in Read the information about personal statement
the box below will be really important in your in the box. Then answer these questions:

chosen career. .
a) Explain why personal statements are so

important for higher education applicants.

tact truthfulness listening skills
o b)Why do you think it is important for your

staying calm under pressure personal statement to read well and be
empathy with others self-confidence error-free?

. . Copy a pre-written statement you have
working with others self-assurance found online

cbjective judgements d) Check the websites you can access from

the hotlink given in the box to see what

to include in the statement and how to set
Use your answers to identify areas you should it out.

work on to be successful in the future. o
e) Prepare a bullet point list of ten personal

2 As part of the UCAS process, all higher facts. Focus on your strengths and good
education applicants have to write a personal reasons why you should be given a place on
statement. This is different from a CV, which the higher education course of your choice.
is a summary of achievements that all job If possible, discuss your list with your tutor.
applicants prepare. You may have already Then keep it safely, as it will be useful if you
prepared a CV but not thought about a need to write a personal statement later,

personal statement. Now is your chance to!

Personal statements Most likely, clear explanations about:
* what the applicant can contribute to

This is the information that all higher education
the course

applicants have to put in the blank space on
their UCAS form. The aim is to sell yourself
to admissions tutors. It can be pretty scary,
especially if you haven’t written anything like * what the applicant has done to further
it before. his/her own interests in this area,

eg voluntary work

* why the applicant really wants a place on
your course

So, where do you start? .
* attributes that show this applicant would be

a definite bonus - such as innovative ideas,
with evidence eg 'l organised a newsletter
which we published every three months ...

First, never copy pre-written statements

you find online. These are just for guidance.
Even worse are websites that offer to write
your statement for a fee, and send you a few
generall pre-written paragraphs_ Forget them A personal statement should be well written,
all: you can do better! with no grammatical or spelling errors and

] o _ organised into clear paragraphs.
Imagine you are an admissions tutor with 9 paragrap

60 places to offer to 200 applicants. What will There are a number of helpful websites. Go to
you need to read in a personal statement to page 92 to find out how to access them.
persuade you to offer the applicant a place?

www.btec.co.uk/business
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Activity: UCAS personal statement

The box contains a UCAS personal statement from a learner who wants to apply for a Business course
at a higher education institute. Read the extract and answer the questions that follow.

| have always wanted to study at university and
get a job that will allow me to taste the highlife,
staying in posh hotels and travelling around

the world. My father runs a small business and
often talks about his business ventures; this has
rubbed off on me. | am excited by the ‘dog-eat-
dog’ ruthless world of business.

By the time | began my GCSE year, | knew that
| wanted to do a Business and Management
degree course. | felt a lot of it would come
naturally to me, remembering all the advice

| had heard from my father. It is satisfying to
know that | would use hardly anything | had
learnt in school when studying business. One
of the most interesting aspects of business for
me is international markets and economics. |
regularly go camping and recently hitchhiked
across Europe with a friend.

1 What is wrong with the first paragraph?

Over the course of the BTEC National, | have
done a lot of presenting and | am now very
skilled in this area. | have been appointed

to the role of prefect, | am a member of the
student council in my school, and | also lend a
hand in managing and working in our school
shop, which have all helped me in my studies.

| have a large number of hobbies, but my
main interest is in computers and, in particular,
computer games. | always assist my family

and friends with technical problems. | learnt
how to build a computer from scratch, and
have modified individual components, | find
computers extremely satisfying as there is
always going to be a problem, and therefore a
solution, which may not always be obvious

| play a lot of sport and play for the school
football team. | also like swimming and reading.

2 Do you think the learner has given enough information on how they have developed their

knowledge of business studies?

3 Do you think the learner has adequately described his ar her extracurricular activities and career

aspirations?

4 Overall, how would you evaluate this personal statement? Give reasons for your views.



Using your time wisely

Step Four: Use your time wisely

=2

When she first started the BTEC National
Diploma in Business, Leona was very
disorganised. Her loose notes were always
crammed into her bag and she never filed
anything, even though her parents had bought
her some ringbinders for this purpose. Starting
work on her first assignment, Leona began to
panic as she could not find any of the notes

or handouts that she needed Her electronic
organisation was no better, as she could never
remember where she had saved important
pieces of information on the computer. Leona
went to see her tutor about the problem.

| sat down with my tutor, one to one, and he
reminded me of what we had learnt in the
induction programme about how important it
is to be organised, to plan and to think ahead.
He advised me to devise a system for filing my
notes and handouts, and to plan using timelines
to ensure that my work is always completed on
time. Similarly, with stored information on the
computer, the tutor suggested that | try to save
things into clearly identified files, so that | can
retrieve the information easily later on.

It took a lot of practice to change my habits
but, with perseverance, | am now far more
organised. | even tidy up my bedroom regularly,
so | don't go into a mad panic when | need to
find something.’

Leona has just started a work placement at a
busy cffice that processes sales invoices. On
her first day, she attends a compulsory half-day
training course on time management. All new
starters at the company have to attend this

Most learners have to combine course
commitments with other responsibilities such
as a job (either full- or part-time) and family
responsibilities. You will also want to see your
friends and keep up your hobbies and interests.
Juggling these successfully means you need to
be able to use your time wisely.

course as the firm is deadline-driven; it is vital
that staff remain focused on achieving their
individual and department targets

The work experience time management course
teaches Leona how to prioritise tasks — how

to decide which tasks have to be completed
immediately and which ones can be left until
later. Leona enjoys the course and it reinforces
what she has learnt on the BTEC National
Diploma in Business about time management
and planning.

On returning to school after her work
experience, Leona now understands that good
organisation, planning and time management
aren’t just skills that she needs to use to meet
her deadlines for her Diploma assignments;
these are important skills for working in
business, and for life in general.

What do you think this case study reveals
about the benefits of planning and being
organised?

Think about the approach you currently take
to your studies. How good are you at:

* planning your time effectively

* setting yourself targets

® prioritising tasks

* monitoring your progress?

If you need to make improvements in sorme
or all of these areas, how would you go about
doing this?

This involves planning what to do and when to do
it to prevent panics about unexpected deadlines.
As your course progresses, this becomes even
more important as your workload may increase
towards the end of a term. In some cases there
could be two or more assignments to complete
simultaneously. Although tutors try to avoid
clashes of this sort, it is sometimes inevitable.

www.btec co.uk/business
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[ 2
To cope successfully, you need time-management ~ This should stop you from arranging a dental
skills, in particular: appointment on the same morning that you

are due to give an important presentation
— or planning a hectic social life when you
have lots of course work to do.

* how to organise your time to be more
productive

* how to prioritise tasks
' P » Decide your best times for doing course

L] i .
how to overcome time-wasters. work.

— Expect to do most of your course work in
. . time.
rganising your time you! o
E} g g Y — Work at the time of day when you feel at

* Use a diary or wall chart. your best.

Using a different colour pen for each, enter: — Work regularly, and in relatively short bursts,
rather than once or twice a week for very

— your course commitments, eg assignment
long stretches.

dates, tutorials, visits

- important personal commitments, eg sports — If you're a night owl, allow an hour to ‘switch
matches, family birthdays off’ before you go to bed.

~ your work commitments. * Decide where to work.

— Choose somewhere you can concentrate
without interruption.

- Make sure there is space for resources you

A dhary 1s usetul because you can update use, such as books or specialist equipment.
it as you go, but a wall chart gives you a ~ You also need good lighting and a good -
better overview of your commitments over but not too comfortable — chair,

several weeks Keep your diary or chart up-
to-date and check ahead regularly so that
you have prior warning of imporiant dates

— If you can’t find suitable space at home,
check out your local or college library.

¢ Assemble the items you need.
— Book ahead to get specific books, journals

¢ Identify how you currently use your time. or DVDs from the library.

— Work out how much time you spend at — Ensure you have your notes, handouts and

your centre, at work, at home and on social assignment brief with you.

activities. — Use sticky notes to mark important pages in

— ldentify which commitments are vital and textbooks or folders.

which are optional so you can find extra time
if necessary.

¢ Plan and schedule future commitments.
Set youtself a target when you start work,

~ Write down any appointments and tasks you so that you feel posttive and productive at

must do. the end Always try to end a session when a
- Enter assignment review dates and final task is going well, rather than when you ars
deadline dates in different colours. stuck Then you will be keener to go back

tc it the next day Note down outstanding
tasks you need to continue with next time
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* Plan ahead How to prioritise tasks
— If anything is unclear about an assignment,
ask your tutor for an explanation as socon as

you can.

Prioritising means doing the most important and
urgent task first. Normally this will be the task or
assignment with the closest deadline or the one

— Break down long tasks or assignments into that will most affect your overall course grades.

manageable chunks, eg find information,

decide what to use, create a plan for finished One way of prioritising is to group tasks into ABC

work, write rough draft of first section, etc. categories.
- Work back from deadline dates so that you Category A tasks  These must be done now
allow plenty of time to do the work. as they are very important
— Always allow more time than you need. It is and cannot be delayed,
better to finish early than to run out of time. eg completing an
assignment to be handed
in tomarrow.
Category B tasks  These are jobs you
if you are working on a task as a group, should do if you have
organise and agree times to work together time, because otherwise
Make sure you have somewhere t> meet they will rapidly become
whera you can work without disturbing Category A, eg getting
other courses or groups a book that you need for

your next assignment,
Category C tasks  These are tasks you
* Be self-disciplined. should do if you have the
time, eg rewriting notes
jotted down quickly in a
lesson.

- Don't put things off because you're not in
the mood. Make it easier by doing simple

tasks first to get a sense of achievement.
Then move on to something harder. Expect to be flexible. For example, if you need

— Plan regular breaks. If you're working hard to allow time for information to arrive, then send
you need a change of activity to recharge for this first. If you are working in a team, take into
your batteries. account other people’s schedules when you are

~ If you have a serious problem or personal making arrangements.

crisis, talk to your personal tutor promptly.

Make sure you know the consequences of
missing an assignment deadline, as well as
the dispensations and exemptions that can
be aiven if you have ar unavoidable and
serious problem, such as iliness (see also
pages 78-80)

www.btec.co.uk/business
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Avoiding time-wasters

Everyone has days when they don't know where
the time has gone. It may be because they were
constantly interrupted or because things just kept
going wrong. Whatever the reason, the end result
is that some jobs don’t get done.

If this happens to you regularly, you need to take
steps to keep on track.

Some useful tips are:

¢ Warn people in advance when you will be
working.
— Ask them to not interrupt you.

— If you are in a separate room, shut the door.
If someone comes in, make it clear you don't
want to talk.

— If that doesn’t work, find somewhere else (or
some other time) to work.

s Switch off your mobile, TV, radio and iPod/
MP3 player.

— Don't respond to, or make, calls or texts.

— If someone rings your home phone, let
voicemail answer or ask them to call back
later.

* Be strict with yourself when you are working
online.

— Don't check your email until you've finished
work.

— Don't get distracted when searching for
information.

- Keep away from social networking sites.
= Avoid displacement activities.

~ These are the normally tedious jobs, such
as cleaning your computer screen, that
suddenly seem far more attractive than
working!

Benefits to managing your cwn fime include
being less stressed (because you are not
reacting to problems cr cnses), producng
bettar work and having time for a sozial life

The first step in managing your own time is
learning to say 'no’ (nizely!) if someone asks
you to do something tempting when you
should be working.

Key points

* Being in control of your time allows you to
balance your commitments according to
their importance and means you won't let
anyone down.

* Organising yourself and your time involves
knowing how you spend your time now,
planning when and where it is best to
work, scheduling commitments and setting
sensible timescales to complete your work.

» Knowing how to prioritise means you will
schedule work effectively according to its
urgency and importance. You will need self-
discipline to follow the schedule you have
set for yourself.

* |dentifying ways in which you may waste
time means you can guard against these to
achieve your goals more easily.
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Action points
1 Start planning your time properly.

a) Find out how many assignmenits you will have this term, and when you will get them. Put this
information into your diary or planner.

b) Update this with your other commitments for the term — both work/course-related and social.
Identify possible clashes and decide how to resolve the problem.

c) Identify one major task or assignment you will do soon. Divide it into manageable chunks and
decide how long to allow for each chunk, plus some spare time for any problems. If possible,
check your ideas with your tutor before you put them into your planner.

2 How good are you at being responsible for your own learning?

a) Fill in the following table. Score yourself out of 5 for each area: where 0 is awful and 5 is excellent.
Ask a friend or relative to score you as well. See if you can explain any differences.

Other person’s

; If
Scoring yourse score for you

Being punctual
Organisational ability
Tidiness

Working accurately
Finding and correcting own mistakes
Solving problems
Accepting responsibility
Working with details
Planning how to do a job
Using own initiative
Thinking up new ideas
Meeting deadlines

b) Draw up your own action plan for areas where you need to improve. If possible, talk this through
at your next tutorial.

Don't waste time doing things that distract
you whan studying for this course In
business, time costs money.

www.btec.co.uk/business
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Activity: Prioritising tasks, eliminating time wasters

In the previous case study (see page 25}, Leona was taking part in a work placement after attending a
time management course. She was given a number of tasks to complete during the two-week period
of her work experience.

The tasks were as follows:

1 Send a thank you letter to a customer who has written to the company praising the standard of
service that she experienced.

2 Produce a report for the department manager on whether targets have been achieved over the
last month. The departmental manager has to present this report to senior managers the day after
tomorrow.

3 Send an email to other staff giving them details about the Christmas lunch that will take place in
December (four months away).

4 Phone a customer who gives the firm a lot of business but who is threatening to take her business
elsewhere unless she receives a satisfactory explanation as to why her invoices were three days late
last month.

Leona remembered what she had learnt about time management and decided to prioritise the tasks
and to plan her workload. Of the four key tasks that Leona was asked to complete, which do you think
were her first, second, third and fourth priority? Give reasons for your selections.

Explain why the key to successful time management is planning.

i you were Leona, what measures would you take to organise your time?



Utilising resources

Step Five: Utilise all your

resources

=2

David is a junior marketing executive with a
large frozen food company. His line manager
has asked David to investigate whether the
business should launch a new frozen pizza
aimed at customers who are under 25 years old.
David starts by listing all of the resources that
may assist him in this investigation.

* The company has its own team of
interviewers, who can be called on to
undertake any research.

¢ David has access to some recent market
research reports, containing information on
trends in the frozen pizza market.

¢ The company has a database containing the
names and addresses of over 2500 under-25
year olds who have previously taken part in
market research

¢ He also has at his disposal information from
the National Statistical Office about the
current state of the frozen pizza market.

¢ Another member of the marketing team has
recently conducted a similar research project
on frozen desserts.

Your resources are all the things that can help you
to be successful in your BTEC Level 3 National
qualification, from your favourite website to your
study buddy (see page 32) who collects handouts
for you if you miss a class.

Your centre will provide essential resources, such
as a library with appropriate books and electronic

What do you think is meant by the term
‘resource’?

The case study gives some examples

of resources that David could use in his
investigation. Can you think of any other
resources that he could use?

Why do you think it is important to identify
your resources before you embark on a
project?

Think about the materials and equipment
you will need when you start your BTEC
Level 3 National in Business. Make a list.

reference sources, the computer network and
internet access. You will have to provide basic
resources such as pens, pencils and file folders
yourself. If you have to buy your own textbooks,
look after them carefully so you can sell them on
at the end of your course.

www.btec.co.uk/business
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Here is a list of resources, with tips for getting the
best out of them.

= Course information. This includes your course

specification, this Study Skills Guide and all
information on the Edexcel website relating to
your BTEC Level 3 National course.

Course information from your centre will
include term dates, assignment dates and
your timetable. Keep everything safely so you
can refer to it whenever you need to clarify
something.

Course materials. These include course
handouts, printouts, your own notes and
textbooks. Put handouts into an A4 folder as
soon as you get them. Use a separate folder for
each unit you study.

Filing notes and handcuts promptly means
they don't get lost, will stav clean and
uncrumpled and you won’t waste tims
looking for them

Stationery. You need pens and pencils, a
notepad, a hole puncher, a stapler and sets of
dividers. Dividers should be clearly labelled to
help you store and quickly find notes, printouts
and handouts. Your notes should be headed
and dated, and those from your own research
must also include your source (see Step Eight -
page 59 onwards.)

People. Your tutors, specialist staff at

college, classmates, your employer and work
colleagues, your relatives and friends are all
valuable resources. Many will have particular
skills or work in the vocational area that you are
studying. Talking to other learners can help to
clarify issues that there may not have been time
to discuss fully in class.

A study buddy is another useful resource as
they can make notes and collect handouts if
you miss a session. (Remember to return the
favour when they are away.)

Always be polite when you are asking people
for information. Prepare the questions first
and remember that you are asking for help,
not trying to get them to do the work for
you! If you are interviewing someone for an
assignment or project, good preparations are
vital. (See Step Eight — page 59 onwards.)

If someone who did the course before you
offers help, be careful. It is likely the course
requirements will have changed. Never

be tempted to copy their assignments (or
someone else’s). This is plagiarism — a deadly
sin in the educational world (see also Step Six —
page 36).

A positive attitude, an enquiring mind and
the ability to focus on what 1s important walt
have a mzjor irnpact on your final result

Key points — —

* Resources help you to achieve your
qualification. Find out what resources you
have available to you and use them wisely.

* Have your own stationery items.

¢ Know how to use central facilities and
resources such as the library, learning
resource centres and your computer
network. Always keep to the policy on [T
use in your centre.

* People are a key resource — school or
college staff, work colleagues, members of
your class, friends, family and people who
are experts in their field.
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Utilising resources

Action points

1 a) List the resources you will need to complete your course successfully. Identify which ones
will be provided by your school or college, and which you need to supply yourself.
b) Go through your list again and identify the resources you already have (or know how to access)
and those you don't.

¢) Compare your list with a friend’s and decide how to obtain and access the resources you need.
Add any items to your list that you forgot.

d) List the items you still need to get and set a target date for doing this.

2 ‘Study buddy’ schemes operate in many centres. Find out if this applies to your own centre and how
you can make the best use of it.

In some you can choose your study buddy, in others people are paired up by their tutor.
* Being a study buddy might mean just collecting handouts when the other person is absent, and
giving them important news.

* |t may also mean studying together and meeting (or keeping contact by phone or email) to
exchange ideas and share resources.

www.btec.co.uk/business
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Activity: Using resources

You will use various resources as you study on the BTEC National in Business, and these will differ
depending on the activity or assignment you are working on.

Consider an assignment that asks you to investigate market research carried out by a company. You
have decided to approach a local toy manufacturer because a member of your family works there in the
administration department. Your contact has given you the names of the market research manager and
two other members of her staff. They have indicated that they are happy to give you information about
the market research undertaken by the company, as long as it does not breach confidentiality rules.

Before visiting these people, you read through your course notes on market research to ensure you
are familiar with the terms and processes involved. Some of your course notes were given to you by
your study buddy after you were off with flu. You also refer to the course specification to ensure that
you will be able to cover the learning outcomes for this assignment.

Name a people resource that will be important in this assignment.

What course material may be useful for this assignment?

Describe the key advantages of introducing a ‘study buddy’ scheme in your centre.
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Step Six: Understand your

assessment

=

Zara has just received her first assignment and
is pleased to see that it is about the ownership
of businesses, a topic she finds interesting. She
is keen and decides to start her assignment
that evening. She begins by researching
business ownership, making notes as she goes.
She is soon ready to start writing about the
various types of business ownership that exist.
However, she doesn't read the assignment
instructions or questions before commencing.

Zara describes every type of ownership and
finds that, by doing this, she fills up eight sides
of paper - this seems like enough for the entire
assignment She 1s really pleased with the way
the assignment is going and feels that it is
nearly finished, so she decides there is no rush
to get on with it. Zara doesn't return to the
assignment for two weeks.

A friend mentions that the assignment is due in
the next day, so Zara spends that evening tidying
up her wark. She thinks that the work she has
done will gain her a good grade. She submits
her work and, one week [ater, she has a tutorial

Being successful on any BTEC Level 3 National
course means first understanding what you must
do in your assignments — and then doing it.

Your assignments focus on topics you have
already covered in class. If you've attended
regularly, you should be able to complete them
confidently.

However, there are some common pitfalls it's
worth thinking about. Here are tips to avoid them:

¢ Read the instructions (the assignment brief}
properly and several times before you start.

= Make sure you understand what you are
supposed to do. Ask if anything is unclear.

with her tutor who tells her that she has not
produced the evidence to obtain even a pass
grade. This comes as complete shock to Zara.

Describe the key mistake that you think Zara
made.

Why do you think it is very important to read
the assignment brief a number of times and
to be clear about what is required?

If Zara had read the instructions but was still
unsure how to proceed, what should she
have done?

Zara completed her assignment by
describing different types of ownership.
Some of the questions in the assignment
(which she hadn't read properly) asked her
to explain and evaluate various aspects

of ownership. What do you think are the
differences between the command words
describe, explain and evaluate?

* Complete every part of a task. If you ignore a

question, you can't meet the grading criteria.

* Prepare properly. Do your research or reading
before you start. Don't guess the answers.

* Communicate your ideas clearly, You can check

this by asking someone who doesn’t know the
subject to look at your work.

* Only include relevant information. Padding out

answers makes it look as if you don't know your
subject.

¢ Do the work earlier rather than later to avoid

any last-minute panics.

* Pay attention to advice and feedback that your

tutor has given you.
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B3 BTEC's own resources

Maost learners don't do their best in
assessments because of silly rmistakes,
carelessness and rushed work, rather than
through major problems of understanding
Make sure vou take the time to plan and
understand your assignments

The assignment ‘brief”

This may be longer than its name implies! The
assignment brief includes all the instructions for
an assignment and several other details, as you
can see in the table below.

What will you find in a BTEC Level 3
National assignment brief?

Content
Title

Format/style

Preparation

Learning outcomes

Grading criterion/
criteria covered

Individual/group
work

Feedback
Interim review dates

Final deadline

Details

This will link to the unit
and learning outcomes
Written assignment,
presentation,
demonstration, etc
Read case study, do
research, etc

These state the
knowledge you must
demonstrate to obtain a
required grade

eg P1/M1/D1

Remember to identify
your own contribution in
any group work

Tutor, peer review
Dates to see your tutor
Last submission date

Reading and understanding each
assignment brief 1s vital Don't hesitate to
ask your tutor if there's anything you don'

understand

Your centre’s rules
and regulations

Your centre will have several policies and
guidelines about assignments, which you need to
check carefully. Many, such as those listed below,
relate to Edexcel policies and guidelines.

¢ The procedure to follow if you have a serious
problem and cant meet a deadline. An
extension may be granted.

* The penalty for missing a deadline without
good reason.

¢ The penalty for copying someone else’s work.
This is usually severe, so never share your work
(or CDs or USB flash drive) with anyone else,
and don't borrow theirs.

= Plagiarism is also serious misconduct. This
means copying someone’s work (see also page
32) or quoting from books and websites and
pretending it is your own work.

* The procedure to follow if you disagree with
the grade you are given.

Understanding the question
or task

There are two aspects to a question or task.

The first is the command words, which are
described below. The second is the presentation
instructions, which is what you are asked to

do — don't write a report when you should be
producing a chart!

Command words, such as ‘explain’, ‘"describe’,
‘analyse’ and ‘evaluate’ state how a question must
be answered. You may be asked to ‘describe’
something at pass level, but you will need to do
more, perhaps ‘analyse’ or ‘evaluate’, to achieve
merit or distinction.

Many learners fail to achieve higher grades
because they don't realise the difference between
these words. Instead of analysing or evaluating
they give an explanation instead. Adding more
details won't achieve a higher grade — you need
to change your whole approach to the answer.

The grading grid for each unit of your course
gives you the command words, so that you know
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what to do to achieve a pass, merit or distinction. grids may use different command words from
The tables that follow show you what is usually Applied Science, for example.

required when you see a particular command

word. These are just examples to guide you as

the exact response will depend on the question.

If you have any doubts, check with your tutor Look at this section again when you

before you start work. get your first assigninent and check the

There are two important points to note. command words against these explanations

* A command word, such as ‘create’ or ‘explain’
may be repeated in the grading criteria for To obtain a pass grade
different grades. In these cases the complexity
or range of the task itself increases at the
higher grades.

To achieve a pass you must usually demonstrate
that you understand the important facts relating

to a topic and can state these clearly and
* Command words vary depending on your concisely.

vocational area. So Art and Design grading

Command words Meaning
for a pass

Create (or produce}  Make, invent or construct an item.
Describe Give a clear, straightforward description that includes all the main points and
links these together logically.

Define Clearly explain what a particular term means and give an example, if
appropriate, to show what you mean.

Explain ... how/why  Set out in detail the meaning of something, with reasons, It is often helpful
to give an example of what you mean. Start with the topic then give the
'how’ or ‘why’.

Identify Distinguish and state the main features or basic facts relating to a topic.

Interpret Define or explain the meaning of something.

Nlustrate Give examples to show what you mean.

List Provide the information required in a list rather than in continuous writing.

Outline Write a clear description that includes all the main points but avoid going
into too much detail.

Plan {or devise) Work out and explain how you would carry out a task or activity.

Select (and present)  Identify relevant information to support the argument you are making and

information communicate this in an appropriate way.

State Write a clear and full account.

Undertake Carry out a specific activity.

Examples:

Identify the main features on a digital camera.

Outline the steps to take to carry out research for an assignment.

www.btec.co.uk/business
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To obtain a merit grade

To obtain a merit you must prove that you can
apply your knowledge in a specific way.

Command words

for a merit

Analyse
Classify
Compare and

contrasi

Demonstrate

Discuss

Explain (in detail)

implement

Interpret

Justify

Relate/report

Research

Specify

Examples:

Meaning

Identify separate factors, say how they relate to each other and how each one
relates to the topic.

Sort your information into appropriate categories before presenting or
explaining it.

Identify the main factors that apply in two or more situations and explain the
similarities and differences or advantages and disadvantages.

Provide several relevant examples or appropriate evidence which support

the arguments you are making. In some vocational areas this may also mean
giving a practical performance.

Provide a thoughtful and logical argument to support the case you are
making.

Provide details and give reasons and/or evidence to clearly support the
argument you are making.

Put into practice or operation. You may also have to interpret or justify the
effect or result.

Understand and explain an effect or result.

Give appropriate reasons to support your opinion or views and show how you
arrived at these conclusions.

Give a full account, with reasons.

Carry out a full investigation.

Provide full details and descriptions of selected items or activities.

Compare and contrast the performance of two different digital cameras.

Explain in detail the steps to take to research an assignment.
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To obtain a distinction grade

To obtain a distinction you must prove that you
can make a reasoned judgement based on
appropriate evidence.

Command words Meaning
for a distinction

Analyse Identify the key factors, show how they are linked and explain the

importance and relevance of each.

Assess Give careful consideration to all the factors or events that apply and
identify which are the most important and relevant, with reasons.

Comprehensively explain  Give a very detailed explanation that covers all the relevant points and
give reasons for your views or actions.

Critically comment Give your view after you have considered all the evidence, particularly
the importance of both the relevant positive and negative aspects.

Evaluate Review the information and then bring it together to form a conclusion.
Give evidence to support each of your views or statements.

Evaluate critically Review the information to decide the degree to which something is true,
important or valuable. Then assess possible alternatives, taking into
account their strengths and weaknesses if they were applied instead.
Then give a precise and detailed account to explain your opinion.

Summarise |dentify/review the main, relevant factors and/or arguments so that these
are explained in a clear and concise manner.

Examples:

Assess ten features commonly found on a digital camera.

Analyse your own ability to carry out effective research for an assignment.

Check that you undetrsiand exactly how you
need to demoristrate each of the learning
outcomes specified in the assignment

www.btec.co.uk/business
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Responding positively

Assignments enable you to demonstrate what
you know and how you can apply it. You should
respond positively to the challenge and give it
your best shot. Being well organised and having
confidence in your own abilities helps too, and
this is covered in the next section.

Key points

» Read instructions carefully so that you don't
make mistakes that can easily be avoided,
such as only doing part of the set task.

* Note the assignment deadline on your
planner and any interim review dates.
Schedule work around these dates to make
the most of reviews with your tutor.

s Check your centre’s policies relating to
assignments, such as how to obtain an
extension or query a final grade.

* Expect command words and/or the
complexity of a task to be different at
higher grades, because you have to
demaonstrate higher-level skills.

All your assignments vl relate to iopics
you have covered and work vou have cone
in class They're not meant to be a test to
calch ynu out

Action points

1 Check your ability to differentiate between

different types of command words by doing

this activity.

a) Prepare a brief description of your usual
lifestyle (pass level).

b) Describe and justify your current lifestyle
(merit level).

c) Critically evaluate your current lifestyle
(distinction level).

It would be a good idea to check that your
answer is accurate and appropriate by showing
it to your tutor at your next tutorial.

When presenting evidence for an
assessment, think about the person wha will
be looking through it Plan vour prich’ well
and make It easy for the assessor to match
your evidenca against the grading citeria
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Sample assignment

Note sbout assignments

All learners are different and will approach their assignments in different ways.
The sample assignment that follows shows how one learner answered a brief to achieve pass,

merit and distinction lavel criteria. The learner's work shows just one way in which these grading
criteria can be evidenced. There are no standard or set answers. If you produce the required
evidence for each task then you will achieve the grading criteria covered by the assignment.

Sample assignment front sheet

A comzletad fiont sheet must be Assignments rmust be submittad Your tiior will bz more then happy
subimatted Thus altows vour tutor by the completion date Please to gee you feedbuck or vour

to identfy clearly the work vou are refer to vour centia's sudnTssIoN assignment progress to date, befote
subritting and to see that it I1s your own peolicy on late work subimitting a version for assessmenti

This front siieet must bz completzd by ke learner where appropra2 and included with the work suk:nitted for assessriont.

Complstii I.||| Shlmiteeid on

BTEC Lavel 3 [ploma in Buriness I Unit T: The Buzinzss Environment

i

m wo contrasting business orgar.isations

In thit assezzment you wi have opporiunitie: to Erovide evidence acainst the Tallowing crite:ja.
Indicate the pega numibs: & wicee the evidence cen be found,

Ly tia
tefreenee
| p1 dascribe the type of businsss, purpose and owrarship of tweo 1 12
i contrasting busincss :s
P2 dascribe the diiierant stakehnlders who influznce the purpose of 2 i)
two cont-auting businesses -
M explain the puints of view of diff2rant stal-eholders seeking: tu 3 ar
influznce tha aims ind ohjectives of two contrastirg organisations -
o eveluate thz influer: e differant stakoholders exertin cne 4 56
organisation

| gcrify that thr wor submittcd for this assignment is my own and resesrch sources ure fully acnowle Jged.

i Learner signaturc:  Fafer Draku Dais: 7 pecambir 2010

1
This table s very fou must never take The @vidence that you provide can
irnportant as itindicates someone’s words or 1cdeas take many different forms, such as
the ascessinent and use thern as 1f thev were tenmal repoits, evaluciions, nates,
cirtenon that & your cwn, unless you indicate verbal tecordings, auesiicn and
veing covered 10 he cleaily In your work whete you answer sessions, logbooks, plans,
particular task oltamed this inforrmation ohseivations and presenizucns
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Sample assignment brief

Your assigniments will Abwavs keep focused on the ‘Describe’ ineans tc

usualy begm with 2 title, as thus will help you to provide nformatian that
scehario that grves the keeps to the teguirements of the inclucies ralevant features,
work a voczitonal settirng assigniment tasks chaiactenstics, facts, et

Unit %: The Business Environment

BTEC Leve 3 Diploma in Business

10 Novemt-ar 2010

10 Decemker 2010
MrJ Morri:

Two contrasting buginass organisations

The main purpose of this assignment is to:
enable you to describe the different types, purposss and ownership of businease s and to svaluate the influence exerted
by stakehalders.

Scenatio

You -vork as a junior researcher for a business magazine and ;'ou have been asked to prepare background material for a
reporter who ia planning a newv feature article. The reporter wants to focus on tso contrasting business organisations
with a presence in your local area, and has asked you for information on them, covering their purpose, ownership and
the roles of different stakeholders.

Task 1

You need to select f.vo kocal organisations for your reasarch, One should be a small organisation. Preferably, one should
be in the public sector and the other in the private sector. These two organisations must have a prasence in your locat
areq, although this could just be a branch {or shop or office} of a larger crganisation.

Describe each business according to its type, purposea and ownerchip. Does it belony ta the public, private or not-for
profit {voluntary) sector? s it local, national, or international? VWhat about its business activities: does it belong in the
primary, gecondary of tertiary sector? ¥ hat are its business purposes, in terms of products and services, and how
does the business interact with its customers? Describe the type and atructure of the business’s ownership, and the
implications of this for the way it does business.

This provides evidence for P1

Task 2

Every business has seeral stakeholders who influence its operationa in different ways and to varying dagrees. For both
your businesses, identify and describe the different stakeholder groups. Consider customers, employees, suppliers,
owners, trade unions, employer associations, local and national communities, and governments. You may present the
results of your regearch in the form of a table if this appropriate.

This provides evidence for P2

Task 3

Individual stakehclders {or stakeholder groups) have different points of view about the businesses in which they have an
interest and the way they conduct their activities. They will want to influence the aims and objective s of the organisation,
Explain the different points of view of the stakeholders in your two organisations.

This provides evidence for M1

Task4

News concentrate on just one of your chosen businesses. Carry out an evaluation of the nature and degree of the
influence exertad by different stakeholders in that organisation. You will need to use evidence from different sources. You
will have to make judgements about the relative importance of different atal-eholders in terms of the nature and degree
of the influence they eert.

This provides evidence for D1

‘Explain’ means to ‘Evaluate’ reans to assess
provida reasons for a value, quality or imporianca
cleriston, featurs, ste of sornething
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Thess rascurces will help
vl to understard the
informeuen and concepits
included i the assigoment

Sources of information

Journals
Business Raview Magazina (see wy.v.philipallan.co.uk)
Tha Econemist (see vww.economist.com)

Wabsites

Business education veebsite ifor learning materiale and quizzes) v» s £bized.ac.uk

BBC Business website v-ww.bbe.co.ukfbusiness

For usaful background wwwexamstutor.com/buziness Ivisit the Study Room, see Unit 8}
Official UK statistics -navetatistics.go2uk

Free materials and case studies www.thetimes100.c0.uk/home.asp

iy J Morris

I Morris N (otober 202
Mg A Cooke
ela Locie 1t Dedobar 2010
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Sample learner work

The introduciion describes
Tesco ple s busimeass

vpe and purpose, and
provides evidence foi P1

. page 1

Two contrasting business organisations
Task 1

How different can two business organisations be?

This iesearch examines two business organisations with a presence in the local area and discusses their very
different purposes and awnership. The two businesse . are Tesco plc and Ryder's Stores.

Tesco ple

|nformation extracted from Tesco's website shuws that Tesco plc is the largs st retailer in the UK and the
fourth largest in the world. It is an international business with ratail stores in over 20 countries. As a retailer,
it belongs to the tertiary sector. lts first purpose is to make a profit for its shareholders. Tesco describes its
business purpese as ‘to eraate value for customers 1o earn their lifetime loyalty', but in the process they need
to make a profit for the business and for their sharehatders. They belitve their succass depends on people:
the penple who shop with u= and the people who work with us'.

Tezco wants s cervice to customers to be shaped by two important values, which are given on the company'z
website (www.tesco.com):

* No ane tries harder for their custamers.

* Treat peaple as you like to b~ freated.

Tasco ple is a retailer and is thersfore part of the tortiary sector as it provides a service. It operate.3
internationally, but th2 UK is where its core husinzss is fecused. Globally it has more than 250,000
employees and ovar 2,100 ~teres. Around 75 per cent of graup sales and profits come from the UK business.
Growth in the UK business comes from opning nev. stores and extensions to existing stores. Sale of non-
food iters, which is another key part of the company's strat. v, alse contributes to avorall UK grawth. Tesco
has a well-e=tablished and consistent strate gy for growth, which has allowed it to strengthen its core UK
business and expand into new markets. The reason for the stratezy is to broaden the scope of the business
so that it can delivas sustainable long-term growdh. It has done this by offering the customer new goods and
servics3 in expanding UK markets, such as firancial services, telecoms and nen-food, and by finding, new
markats abroad, first in Central Europe and Asia, and nows also in the United States.

Tesca is a public limited company {plc), which is a business that iz owned by its shareholders, run by
directors and, most impartantly, whose liability is limited. Limited liability means that the investors can only
Lase the money they have invested and no more. This encouragss people to invest in the company. When
shares in a plc are first offered for sale to the public, or ‘floated’, the company is ghsen a 'listing’ on the

\ Londun Stock Exchange. This means it has sold all or part of its business 1o outside investors. This penerates
additional funds for the business and <an be an important form of fundrai=irg.

Ryder's Stores

Ryder's Stores is a *mall local business. It is owned by Malcolm Ryder. It is a refailer and like Te-co belongs
te the tertiary sectos. It provides a service. Malcolm Ryder states that the main purpase is to make a profit for
him, the owner. He describes the business purpose as 'providing basic groceries, newspapers, imaazines
and othsr goods to the local community'. Matcoim Ryder knows that his success is 1:liant upon stocking the
gonds that people want and attracting the local people through having lonz opening hourz and trying to have
competitive prices.

There are twe employees thaiveork in the store alengside Mr and Mrs Ryder to enahle the stere to be open
between 06.00 and 22.30. There ane :21so six young people who deliver the newspapers and magazines.

Tha learner has clearly describad A contrasting descniption of a small local
tha type of awnaiship that easts 2t retailer that s aitempiing *o answei the

Tesco ple. again contnbuting to 71 needs of locel shoprers contnbutes 10 P1
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The learnar has summansed the type
cf owneishin of Ryder’s stores, clearly
shosmangg how difiererd it s Trom Tesco
ple P1 has been fully achieved

Ryder's Store is a sole trader, which means that Malcetm Ryder is the scle owner of the businesc. He has
unlimited lability, which means that he could not only lese the money he has invested ih the business but
alse his private assets such as his house and savings. If ha wants additional funds for the business, he hac to
reinvest profits, use his savings or take outa business boan from his bank. ]

Task 2

Dascriptions of stakehokiers for the two buslnasses

Stakrhoabers ot Tesen phe Stakehaldars of Rydie's Sterss

Customers Customers

Tesco’s customers are the thousands of people ~/ho | Ryder's customers are the people from the local
do their shopping in Tesca stores. There are many cotnmunity who shop in the store. There are
different types of customer. the loy il ones, who different types of customer: the loyal cnes, whe
always shop at Tesco stores; occasional customers, | regularly shop at Ryder’s; occasional ones, who do
who shop at Teaco stores infrequently; adults and not shop fraquently at Ryder's; adults and young
young people; mals and female; disabled paople, pedpla; male and famale; disabled people; and
sthhic minotities and kourists. Thera are many ways | ethnic minorities. All customers are stakeholders in

of describing Tesco’s customers, all of whom are the business.

stakehelders in ite buginess,

Steff Staff

Tesca's employees are those who work for the The twe employees and the six young people who
business in retumn for & salary or wage. There daliver the newspapars are stakeholders of Ryder’s.
are nearly half a milion of these stakeholders

worldwide.

Suppliers Suppliers !
These are individuals or businesses who supply These are businesses and individuals 1who supply
goods and services to Tesco, There are large goods and services to Ryder’s. These include
suppliers, such as Cadbury's, and also very businesses like Hill Top Farm, which supplies free
small suppliers, such as single farms supplying range eggs to the shop, as waell as largar suppliers
vegetables. such as Booker Cash and Camry. Malcolm Ryder

states that he has a good relationship with his
suppliers and that he likes to stay with the game
ones sc that he can get to know them, they can get
to kmow the types of goods he sells, and then his
customers can benefit from the speciaf deals and
new products these suppliers offer.

Investors or shareholders The bank

These are the individuals and buginesses that have | The bank iz a stakeholder becauss it gave Malcolm

investad meney inte Tesco's and wish to geta Ryder a busine3s loan in 2009 to refit the shop.

decent return on their investment through company |

dividends.

The Government The Govemnment l

The UK Gevernment manages Britain's economy The UK Government has an interet in Ryder’s !

and therefore has an interest in how British because Malcolm is a taxpayer.

husinesses are performing.

Trade urdons The lucal community

The uniehs represent the intarests of different Byder’s Stores serves the local community.

workers involved inTesco’s business. They Malcolm Ryder provides bins cutside the store to

carnpaign on an ongoing basis for better terms for | reduce litter. He employs people from the local

their members. community. He is also a member of the local |

i HNeighbourhood Watch.

This conase summary of the custemars, The learne has provided descrintions af how
stztf and sippliars of the two contrasiing other stakcholdars imoact on each of the
kusinesses contributes evidenes for P2 wo businessey, apain contitbuting to P2
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[he lzarner's descaptions of prassure gioups and ithe ioral
cormmunity as stakeholders show geod understanding of
the important rele thase mey play in nfluencing business
activities P2 has now been fully achieved

Pressure groups

A pressure group is an interest group that tries to
influence public policy, and especially governmeni
legislation, in a particular direction that is consistent
with ita aitns. There are a number of pressure
groups that have an interest in Tesco’s activities. For
example, Friends of the Earth v ant to make sure
that the company is acting in the interests of the
environment.

The lacal community

The local community are important stakeholders.
They v.ant to ses the local community benefit frem
the presence of a Tesco store: some .vant jobs,
others are more interested in simply minimising
disruption. They will seek to ensure thatTesco's
aims and objectives address community issues.

Task 3
Points of view of Tesco stakeholders

Customers

Tezco' ~ustormcrs exort a strong influence o-2r the aims and objectives of the company's business. if Tesco
dous not satisfy this group then the busine s will suffer. The: want 2asy access to store premizes and 1o be
aule to bu; qualit,; producte at competitive prices. Thi ¢ are really important because they provide the cales
that enable to business to make a profit and be successful. Customers wart aims and obje otives that arz
focused on satisfyine their needs as customers. Tesco does have a number of objecti/es associated with
customer satisfaction, :vhich customers seek tn influcnce.

Staff

Staff and manaers are also stakeholders. They are intere sted primarily in their job security, prospects and
pa;. Members of staff want fair pay and working cond tions. They wilt seek to influgnc the company's aims
and objcetins to ensuis they are well booked after by the buciness, in terms of 200d rates of pay, pznsions,
and the terms and conditions of their empleyment. Tesi.o has a number of ebjectives associated with
ansuring the wellbeing of its staff, which includes training targets and promotion opportunities.

Suppliers
Tesco trig= to establizh and mainiain excellent relationships with it suppliers. Suppliers will try and influsnce
the company’s aims and objectives to ensure that they abtain recular bucine se, fair treatment and prompt
payment. Tesco has sct objetive - for how suppliers should be treated and also for the quality” standards the;
expect of their supplierc.

Investors

Tesco's imvestor= are primarily interested in dividends and the capital grovith of thelr shares. Shareholdare
want a geod retum on their investment and </l seek to influence the compary’s aims and objectives in favour
of the payment of dividends. Tesco has been a very profitable company over the last ten years and ha. pai.
good dividend= to shareholders.

| Banks and other financial organisations lending money to Tesc) arz also stakeholders. Their interests can
sometirmes come inte conflict with thooe of investors.

These are ciear explanations of how customers, A useful summary of the pciriis of
staff and supplers have imporiant points of viaw of cther iImporiant stakeholders
wiaw that caninfiuenca the aims and ohiectives alse contrifnies to M1

of Tesco ple This provides evidence for M1




Understand

A useful summary of the: points of view
of wther imnortant stakeholders alse

contnbities o pA1

ing assessment

The Government

The Govemment will seek te influence the company's aims and obje<tie3 to ensure that Tesco employs
as many people as possible, pays its taxes and delivers on environmental issues. Tesco has some of the
bek pelicies on ethical and environmental issues, which are helping the Govemment achieve their targets
on these izrues. The Government wants empk-sment for the lecal community too — not just emplo;ment of
qQverseas workers.

Trade unions
The unions represent the interests of their members who vwork for Tu sco and will seek to influence the
company's aims and objecti-2s in their fusour, for exarnple in lerms of better pay and conditions.

Prassure roups

These groups are interested in whether the buciness is acting appropriately in their areas of inferest, For
cxample, Greenpeace wants less pollution from Tesco, and will seek W influence the conmipany's aims and
objectives in this diction.

The [3cal commuumnity
Thz local communily genesally want jobs to go to local people and minimum distuption to the flocal economy
and community. The; will seck to ensur. that Tesco's aims and objetivies aro addressing commtinity issuc..

Poinis of view of Ryders Stores stakeholders

Customers

The customers of Ryder's Storcs have a strong influence on tho business. Without customers there would not
be a busir. ss. Custom.rs want to be ablu to access the store at times convenicnt to them. They also want

o be able tu buy a ranse of preducts and hav.: these products al competitive pricos. The customers are the
ones who buy the goods and enabie the business to make a profit and to be cuccessful.

Staff

Barbara Ryder, the two employees, and the cix young pecple who deliver newspapars are all paid a wage

by Maicolm Rydcr and as such they are stakeholders. They are all interested in job security and pay rates.
They alsu want ood working conditions. Their influence will be to ensure that they get good wage rales and
workinz condition=, The two employess and Mi: Ryde: do not have a pension scheme through the buriness
and undeistand that because they work in a small business they must take out a privake pencon scheme.
Malcolm Ryder has trained his staff himself. One of the employces, Michelie, staried ac a Young Apprenlice
and did an NVQ and another coure2 in Retail at the Chamber of Commerce.

Suppliars

The suppliers wanl to en<ure that they maintain Ry der's business and obtain prompt payment for the goods
thal they supply. The; do this by ensuring that Malcoim Ryder knows about their product range and ary
special deals they have. They set terms and conditions for conducting business with their customers and so
have influence on the busineeses they supply.

The: Bark

The bank is intere_ted in ensuring that they roc.ive vegular loan repayments from Malcolm Ryder according
to the tams they agrerd. Repayments will puy back both the busine: foan they gave him and the interest on
the loan. The bank want Ryder's to be profitable so that they receiva their payments.

Malcolm also uses the services of the bank to bank his takings. The bank also seeks to influcnce Malcolm to
maintain his custom,

The Governmoent
The Govermnment will seek to influence all small businesses such as Ryder's Stores to encourage them to
emplay people, to make profils, so that faxes are paid, and to be ethical and environmentally aware.

The learner shows an uriderstanding of the fact that,
aven though & business may be sraall, the pomnts of M1 is fully a-hieved

new of stafi, customers and suppliers ate still extremely
importani This provides avidenca tor M1

with a summary of the

points of vien that the bank and the local
community have on the local store
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[ . L] -
The leatnet's descriptions of prassure The leainet clearly indicaies
groups and the local community s that custome.s ara piobably
stakeholders show goodd dndersianding The tearner’s eveluzation of the cormpany's most influenisa!
ol the wapotant role these may play in the different influences that stakahelder group end that Tesco
influencirig business actvities P2 has stzleholders have on Tesen pic st hstan very carelully te whet they

now been fuily achievea comrbuies to 1 sav This provides evidence 1oi D1

The local cornmunity

The local community are stakeholders, They want Malc dm Ryder to employ lecal people. They also want
him te coniribute to minimising disruption and annoya e to the local community. The local community has
influenced the busin-ss in that Ryder's Stores provides ins to 1educe liter and Malcolm Ryder is also a
member of the local Neighbourhood Watch, The store i on a parade of shops and Ryder's and Sea Breeze
fish and chip shop stay open late. Beth shopa try to mir imise night time noise from their customers because
the: losal communily do not vvant neise disruption. The ame applies to Ryder's during their ¢ arly moming
apening hours.

Task 4
Evaluation of the influence different stakeholders exert on Tesco plc

Tezee ple has recently rec.ived a lot of criticism over its activitiez, which is of great interest to a number of
its key stakehoklers. Tesco is a maszize business, which now tkes £1 of every £8 spent in UK shopr. The
company has become increazingly dominant and has expanded into the convenience 3tore and hypermarket
sectors of retailing {s-e waw tezcople.comidpledir/corpzonv/relations/}. |

Pressunc groups such as Friends of the Earth (FOE) point to Tesco's policies of buying up large amounts of
land in order to build nexwv stores; its history of fighting battles with local authorities over planning; and hov!
it has brought the company’s brand into the high street throuizh its purchaze of 2mall convenience stores.
The opposition voiced by FUE is summarised in its report 'Calling the shots: How supermarkets get their
wav in planning decisions’, FOE is a stakeholder that is capahle of cierting con.iderable influence over
Tesco's busines:. iesco tries to defend itself azainst such criticisms by repeating that it is always acline in
it= cuctomers” interc.cts {(see Earth Archived Precs Releases: waw.foe.co.uk/fresource/press. releacasftesco_
profits_just_not_cri_19092005,html).

Hany local governments have expressed concern about the putential impact of major supermarkets on their
communities, but they are often unable te do anything about these concerns because the planning system
and the strenth of the supermarkets are against them.

Tesco also face opposition from srmaller pressure groups, A good example is an online zroup called
Teseapoly', which i aimed ct exposing and limiting whzt they see as the market-distorting poe v of the
company's business, Thi- campaign group point= to ¢.13es where Tesco has overstepped its permission to
build retail outlets, or .chere Tesco has admitted to having broken planning regulations (sec Tescopoly: How
One Shop Came Out on Top and Y/hy It Matters by Andrew Simme).

Tesco alea lictens vety carclully to its shareholdeds, who along with its customers are prubably the company's

most influential stakeholders. Tes=0 appe ars to Le committed to maintgining a geod diafogue with its

shareholders through organising meetings and presentations, as well as by responding to a wide range of ]

enquiries. They seek shareholder views on a rar e of issues, from strate 3y to corporats geremance and the ‘

environment. In addition to this, the Comgany $3cretan,’s office, Investor Relations ans: other teams within |

the business interact with shareholders on a regulay basi. — most recularly with their in titutional shareholders !

{see www.tescople.com/pleirfcorpgonv/relations ). ‘
I

Teero's customers are probably their most impo tant stakeholders and exert the ctrongest influene. Different
types of customers have different needs, sorne : ustomers wuorking all day and wanting to shop at night and
vice versa; consequently, Tesco has a major steie, Tesco Extra’, open 24 hours, all dax and night. There are
other formats that have been de. 2loped to meet customer need:, such as Tesco Online and Tescn Express.
All thewe deselopments, scys Tesco, are the res:ilt of rescaich among their customers. he company appears
| to respond to this stakeholder group's intarests - ery well. Without this group of stakeho ders, Tesco wouldn't

| have a Luniness, so thay respond very quickly tc customers concerns about pricing, pr «duct range and

Tris review of how aisroportam Another summary of how Ihis shows the: mapoitart
stakehulder s exerting this srnzllei pressure group influencs exartad by those wha
copsiderable influence on Tesco’s 15 eanrting mflusnca and own {he corpany and how
activiiias and how Tesco combats faizing Tesce to respond, Tusco teacts to such influence,

these ciricisms contriputas to L1 ggain Loninbutes 1o D providing avidence tor D1




Understanding assessment

This review of how Teson s responding 1o stakehalder
influence indicates gaod reseaich arcund the topic
This conthbutes to the achievermneant of D1

quality (see Suoring Poinis: Hew Tesco is Wining Cuslo. wer Loyalty by Terry Hunt, Clive Humby and Tim
Phillips).

Tescry has taken a number of initiatives az a result of customer influence recently. It has reduced the amount
of in-store v.aste going to landfilt by one-third in the cpace of a year. It has supported local community
campaigns. It has also begun educating consumers on the Larbon footprints of what they buy. Tescr has sct
rigorou= abjectives on reducing it~ carbon footprint. The company intends to lead the way on this issue by
dramatically reducing its own carbon footprint and making low-carban products accessible and affordable for
consumers {(sec w aw.tescople.com/plc/ir/corpgurvirelationss).

The British Govarmment v. holehearlcdly supports Tesca in this stratcgy. The long-running ‘Computers for
Schools' pre=rmme has been very suzcessfuf, New initiatives on feod content and labelling; promaoting
exercice, balanced [ifestyles and healthy eating; and extending efforts to reduce negative environmental
impacts and maximise positive one:. are further example: of their response. to stakeholder influence,

Sorme MPs have criticised Tesco for promoting binge drinking by heavily discounting alcohot in their stores.
Tesco have since responded to thiz by #reeing to work with the Government ta make people more aware of
the dangers of exces:ive drinking. The company i~ clearly influenced by Parliament and the Gavemment on a
number of i sue~ (see the artick by Joe Sinclair in the Independont, Tharsday, 21 Februzry 2008).

Tesco has recently been vrorking with the Government 1o heip those vithout jobs. The venture with Tecco ic

i part of the Department for Work and Pensions’ 'Pathway to “¥ork' programme, which hae alrsady found -vork
for some 4,000 people on incapacity benefit, The programme i3 among the Government's reform initiatives
aimed at ensiring that people who receive benefits do nat do s0 doing nothing in return. The schame allows
willing people o be put to work at Tesco for a week to prepare them for a job. This will be folfowed by fraining
<nd support te help them compete in the job market. Tesco will ks some of them on in permanent jobs;
others will v on to employment elsewhere. This i2 a 3006 example of Tezco responding to the Govemment's
influencn of wanting a British successful business to be seen to be helping those in need (see ww.y.

personn - ftoday.com — ‘In-training Employability c2lebrates launch of Pathways tr Work', 15th August 2008).

The influence of the Government on Teaco is massi-s in terms of environmental and ethical issues. Tesco
is committed to the principles of ‘reduce, re-use, recycle’ in tackling waste and too much packaging in their
aperations and for customers. They have tatgets to minimise the amount of waste sent to landfill, to reduce
the amount of packaging on their products and 1o give out fewer carrier tags. They are also involved in
initfatives and trials to deal with other important issues, such as helping customers to recycle more and to
reduce food waste in their operations and by customers {see www.tescople. com/plefir/corpgorv: relations/).

How the company sources its products can havz a significant environmental impact. Tesco has palicies in
place to encure that key supplie are sourced respanzibly. They aim to work with suppliers and others to
encure that their policies ar.. soury and rizerously implemented. Where appropriate, they play an active role
in cross-industry groups that have the power to deliver wider change, which is necessary for them fo deliver
their commitments (s2& www.tescoplc.com/ple/iticorpgorvirelationss),

tn conclucion, it appears that different stakeholders have corflicling interssts and views. Supermarket
suppliers want hisher profit margins, faster payment and more v.aming of changes in purchasing. Consumers
want |L:/er prices, a 'ider rance of products and easy acea.s. Employecs want betler terms and conditions

of emplayment, whereas shareholders want costs kept ta a minirmum to increase profits. There are various |
activities that show that Tesco respondz well to certain stakeholder influences and there are ather areas,
such 4s the huz reduction in small independent retail businesses due to the company's growth, and the
low prices paid for meat to some farmers, where perhaps they do not respond so well, It is a balancing act
for them in making sure that no particular stakeholder is upset too much by the company's dexisions, In

my opinion, it is understandable that Teso respends quickly to imporiant stakeholders, £uch as customers,
shaszholders, some prersure groups and the Govermment, but is less recponsive to the business community
and its employces.

The: leatner has also The wonclugion fo ihe learner’s

discuszed 1he imnortani eveluation of the nflugnce ot The leatner has earrectly 1dentified the
iniluence exarted different stekeholders on Tesco signnicant influence eneriad by tha LK
by supplers, again ple piovides further evidence Governmeni and has raised relevant
contributing to 1 and D1 s now tully schieved poinis, eftectively contributing to D1
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At this level 1 1s very impartant
that you clearly referance where
you have abtainzsd miormation
fror your assignmernt
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Understanding assessment

Sample assessor’s comments

Here you have the chance 19 say whether you This column indicates whether you
antee with the feechack gven by the assessor This have met the peroimance critene
15 an irnportant rari of the ussessrnent process Y mweens you bavee, ‘N ireans that

woul have nol

BTEC Level 3 Diploma in Business 200201

LEnE M b Unit 1:The Business Environment Peter Drake ]

ling criterip aeinoved #
P1 describe the type of buginess, purpose and ownership of two contrasting businesses Y
P2 describe the different stakeholders vrho influence the purpese of two contrasting businesses Y

M1explain the points of view of different stakeholdears sesking to influence the aims and objectives
of tweo contrasting organisations

Mevaluate the influence different stakeholders exert in one organisation

Lawrner madhedy

| found this assignment quia diffinill Faesce and Ryders Stotas 2o 5o difaren Thera seomed o 56 50 mud 1o 2ey
about Tasco, Bacause Rydars @ 2 smalst business | gui o meet and tal o the ovnes and found it sesee 1o indergtand,
but there didn't seem 1o ba an mudh i wriin

ForTask 1, you have successfully described the type of business, purpess and hip of twa ¢ ing businegaes.
You selected Tesco plc as a large multi-national, profitmaking organisation and Ryder’s Stores as a smail, local business.
You have explained v/ho the stakeholders are for each organisation. You have clearly explained the points of viev: of tha
different stakehalders for Yeeco and Ryder's Stores. For D1, you have successfully discussed Tesco's relationship with its
staksholder: and the axtent of influence that some have compared to athers. You have made good use of axamples in D1
to explain your paints. Yeu have therafora baen awarded PT, P2, M1 and 011" all done, a very good assignment.

You have covered the set tasks fully and achieved all the criteria for this unit in this assignment at pess, merit and
distinction level. What you have lsarned from this project will give you a remendous advantage in your ascignments for
the units te come,

Continue o re:d widely amund the ubject matter and keep abreast of how' both organeatiiz will continue to rezpond :
to stakeholder influences in the future. i

S S |

17 Tonwdry Zoi i

— —_——

Laatier sige At o Jarniary 794 I|
i il i

The actior planning process

15 essential as this plan clearly
indicates vhat you need te do to
imprcve your work in the tuivre

www.btec.co.uk/business




BTEC BTEC's own resources

Activity

If you were doing this assignment, which businesses would you use?

List four reasons why

1




Working in groups

Step Seven: Work productively as
a member of a group

=

Lee is a learner on the BTEC National Diploma
in Business and has a part-time weekend job
at a local distribution warehouse The manager
asks Lee and five other members of staff to
form a team. He asks the team to come up
with recommendations for how one part of the
warehouse could be reorganised to make it
easier to assemble goods for distribution.

The manager selects the six members based
on their individual skills. The team meet for

the first time and introduce themselves. Lee is
creative, Carla has good leadership skills, Leroy
is very practical and good at getting things
done, Zoe is good at planning and anticipating
problems, Bruno is skilled at design, and Paul

is hardworking and always sees things through
to the end. Carla is asked by the manager to be
the team leader

During their meetings, Carla always listens to
the opinions of other members of the team.
She praises and encourages team members
when they produce good work. She discusses
ideas and criticises constructively.

In the warehouse area under consideration,
currently products are positioned in
alphabetical order. When picking an order,

In your private life, you can choose your own
friends, whereas at work you are paid to work
alongside many people; whether you like them or
not.

This applies at school or college too. Hopefully,
by now, you've outgrown wanting to only work
with your best friends on every project.

You may not be keen on everyone in your team,
but you should still be pleasant and co-operative.
This may be harder if you are working with a
partner than in a large group.

assemblers simply start at the ‘A's and work
their way down the alphabet

The project team notice that some products

are ordered far more frequently than others.
Therefore, they recommend that the layout is
changed so that the fastest-selling lines are
positioned at the beginning of the flow, with
the slower lines at the end. As a result of this
reorganisation, the average time taken for order
assemblers to put together an order is reduced,
which significantly increases productivity The
manager is delighted with the team's work and
plans more project work based on the work of
effective teams

Why do you think it is important for a team to
have a clear goal before they start work?

Why is it important for team members to
possess different skills?

If Carla was not a good communicator and
did not allow anyone to express their point of
view, how do you think this would this affect
the overall success of the team?

Sometimes you may be the group leader. This
may inspire you, or fill you with dread. You won't
be expected to develop team-leader skills
overnight, but it helps if you know the basics.

First, you should understand how groups
and teams work and why good teamwork is
considered vital by employers.

www.btec.co.uk/business
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Working in groups and
teams

If you have a full- or part-time job, you already
belong to a working group, or team. At school
or college your class is an example of a working

group.

All working groups have some common
characteristics:

* doing the same type of work — though in the
workplace you probably have different roles or
responsibilities

* a group leader or supervisor

¢ areason for working together, such as studying
for the same qualification or tackling an area of
work too large for someone to do it alone

¢ group members are dependent on each other
in some way; at work you may have to cover
someone's workload if they are absent

* group members concentrate on their individual
achievements and success.

A team is different. As a team member you have
a specific objective to achieve together — and
this is more important than the goals of individual
team members.

Understanding how groups and tearns
tunction will help you be a better team
worker and a better team leader

These are the characteristics of a team.

* Team members have a team goal which is more
important than any personal goals.

¢ Team members have complementary skills
s0 that the team can achieve more than
individuals working alone could achieve.

= Work is allocated to play to each person’s
strengths and talents.

= The team members give each other
encouragement and support.

@ There is collective responsibility for achieving
the goal.

A good team leader acts as facilitator and
motivator, and gives practical support and
guidance.

Working in a team has many benefits. Team
members can learn from each other and
combine their skills to do a better job more
quickly. Working with other people is often
more enjoyable than working alone, too. Many
industries rely a lot on efficient group working,
from IT teams to health workers and the
emergency services.

Focusing cn the task rather than on
personalities I1s the first step in [earning to
work wath different people, whose views
may nct match your own



Being a good team member

Everyone wants team members who are talented,
positive, cheerful and full of energy. These are
the key areas to focus on if you wish to be a good
team member.

* Your social skills. This includes being
courteous, treating other people as you wish
to be treated, saying ‘please’ when you want
something and thanking people who do you
a favour,

¢ Your temperament. Expect people to have
different views and opinions from you and
don’t take offence if someone disagrees with
you. If you lose your temper easily, learn to
walk away before you say something you may
regret.

Working in groups (@11 3™

* Your communication skills. This includes
talking and listening!

Practise saying what you mean clearly,
accurately and succinctly. Be prepared to give
good reasons to justify your arguments and
ideas.

Allow people to finish what they're saying,
without interruption, before you talk. Never
shout people down. Think before you speak
so that you don't upset people with tactless
remarks. If you inadvertently do so, apologise.

Your commitment. Always keep your promises
and never let anyone down when they are
depending upon you. Always do your fair share
of the work, even if you don’t agree with all

the decisions made by your team. Tell people
promptly if you are having problems so there is
time to solve them. Be loyal to your team when
you're talking to other people.

www.btec.co.uk/business a
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Being the team leader

It can be difficult to strike a balance between
‘leading’ the team and working with friends. You
need to inspire and motivate your team without
being bossy or critical.

Important points to remember about

being a team leader

¢ Lead by example. Stay pleasant, consistent and
control your temper, even under pressure.

¢ Everyone is different. Your ways of working may
not always be the best.

* Be prepared to listen and contribute positively
to a discussion.

* Encourage quieter team members to join in
discussions by asking for their views.

* Be prepared to do whatever you ask other
people to do.

= Note down what you say you will do, so that
you don't forget.

» Discuss alternatives with people rather than
giving orders.

* Be sensitive to other people’s feelings. They
may have personal problems or issues that
affect their behaviour.

* Learn the art of persuasion,

* Act as peacemaker. Help people reach a
compromise when necessary.

¢ (Give team members the credit for their hard
work or good ideas.

= Admit your mistakes. Look for a positive
solution and think about what can be learned
for the future, rather than making excuses.

¢ Praise and encourage team members who are
working hard.

» Make criticisms constructively, and in private.

* Be assertive (put forward your point of view

firmly) rather than aggressive (attacking other
people to defend yourself).

L -
]
8 0% o
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Saome notes of caution about iweing a

team leader
* Try to look pleasant and don't glare at people
who interrupt you unexpectedly.

» Never talk about team members behind

their backs.

¢ Don't gossip, exaggerate to make a point,
spread rumours, speculate or tell lies.

¢ Don't expect to get your own way all the time —
all good leaders back down on occasion.

* Never criticise any colleagues in front of other
people. Speak to them in private and keep it
constructive.

Excellent ideas often come from quiet tearn
rnembets Encourage everyone to make
suggestions so that you dor't overlosk any
valuable contributions



Working in groups |

Key points —
* There are many benefits of working in a * |tisn't easy learning to be a team leader.
group or as a team. These include mutual Team leaders should be fair, consistent and
support, companionship and the exchange pleasant to work with, as well as loyal and
of ideas. sensitive to the needs of team members.

* You will be expected to work co-operatively
with other people at work, and during many
course assignments.

| —_— — o

Action points

1 Identify the role of teamwork in your area of study. Identify the team’s goal and any factors you think
will contribute towards its success.

2 Decide how you would handle each of the following difficult situations if you were the team leader.
If you can, discuss your ideas with a friend in your class.
a) The team needs to borrow a college video camera to record an event being held tonight. Your
tutor tells you that the one you reserved last week is not working and the rest are out on loan.

b) A member of your team has personal problems so you have given him less work to do. Now
you've been accused of having favourites.

¢) A team member is constantly letting everyone down because of poor work and non-attendance
at group meetings.

d} Two team members have disagreed about how to do a task. You're not bothered how they do it
as long as it gets done properly, and by the deadline.

e) A team member becomes very aggressive whenever she is challenged in any way — no matter
how mildly.

3 Identify sormeone who has inspired you because they've been an excellent leader. This could be
someone you've met, a fictional character or a famous person. Note down what it is about them
that impressed you.

Team working, and bouncing ideas around,
produces quicker and beiter results than
working n isolation Businesses actively
encoeurage team working
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Activity: Teamwork

1 The following are examples of situations you may face when working as part of a team (or when
leading a team). Indicate whether the following statements are “True’ or ‘False”:

a) An effective team usually has a team leader. True False
b) Every team member has different objectives. True False
c) The team objective is more important than any personal goals. True False
d) Team members should never give each other help and support. True False
e) Most people enjoy working as part of a team. True False
f) Team members will have different views and opinions. True False

Teamworking is a complex process and success depends on factors including:

¢ how the team is formed and how members bond
* how the team is led
» the complementary skill sets of team members

* how skills are developed within the team.

2 It is often said that the work output of an effective team is usually greater than the sum of the
individual contributions. What do you think this statement means?

3 You have been appointed team leader for a group of learners that has the task of surveying local
businesses to identify different types of ownership. As team leader, what are the key factors that you
need to consider to make sure your team works effectively to achieve its goal?

4 Think of your favourite sports team, or any other familiar team. Explain why your chosen team is
effective or ineffective.
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Step Eight: Understand how to
research and analyse information

=

Toby is the marketing research manager for a
publisher that produces a monthly magazine
called Fit for Life. This magazine is aimed

at young men and contains articles and
information about how young males can pursue
a healthy lifestyle.

Toby wants to analyse the marketplace to see

if there is an opportunity to publish a new
magazine aimed at middle-aged men, between
the ages of 35 and 65. He already has some
information to help him in his analysis: other
members of the marketing team have told him

their opinions about this opportunity; he has

a number of market research reports on the
middle-aged fitness and health market which he
produced two months ago; information in the
form of bar charts and line graphs on market
trends; and a number of relevant websites
where information about the marketplace can
be found. He also has access to a detailed
report carried out by researchers at a local
university on the state of the middle-aged male
health and fitness market.

Using the case study above, answer the following questions about Toby’s research:

1 When is Toby using:
a) verbal information
b} printed informaticn
c) graphical information

d) electronic information

2 Primary research is original data prepared by you, whereas secondary research is information
prepared by someone else. When is Toby using primary research?

3 When is Toby using secondary research?

4 Why do you think it is important to have relevant up-to-date information when making important

decisions?
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As a BTEC Level 3 National learner, you often
have to find information for yourself. This skill

will be invaluable in your working life, and if you
continue your studies at higher education (HE)
level. Sometimes the information will give you a
better understanding of a topic, at other times
you will research to obtain information for a
project or assignment. Sometimes you may be so
interested in something that you want to find out
more without being told to do so!

Whatever your reason, and no matter where your
information can be found, there is a good and not
so good way to go about the task. This section
will help if you can’t find what you want, or find
too much, or drift aimlessly around a library, or
watch a demonstration and don't know what to
ask afterwards.

Types of information

There are many types of information and many
different sources. Depending on the task, these
are the sources you may need to consult.

» Verbal information. This includes talking to
friends, colleagues at work, members of your
family, listening to experts explain what they
do, interviewing people, talking to sales reps at
an exhibition or customers about a product.

¢ Printed information. This includes information
printed in newspapers, journals, magazines,
books, posters, workshop manuals, leaflets
and catalogues. The type of magazine or
newspaper you read may have its own slant on
the information, which you may have to take
into account {see page 49).

¢ Written information. This includes course
notes and handouts, reports and other
documents in the workplace. If you want to
use written information from work, you must
check this is allowed, and that it doesn't
contain confidential material such as financial
information or staff names and addresses.

¢ Graphical information. This includes illustrations,
pictures, cartoons, line drawings, graphs and
photographs. Graphics can make something
clearer than words alone. For example, a satnav
instruction book might contain illustrations to
show different procedures.

» Electronic information. This includes
information from electronic sources such
as DVDs, CD-ROMs, searchable databases,
websites, podcasts, webinars (seminars online},
emails and text messages. The huge amount of
information available online is both a help and
a hindrance. You can find information quickly,
but the source may be unreliable, out-of-date,
inaccurate or inappropriate (see page 62.)

Too much information is as bad as too little,
because s overwhelming The trick is to
find gcod quality, relevant information and
know when to call a halt to your search

Finding what you need

Spend a few minutes planning what to do before
you start looking for information. This can save a
lot of time later on.

The following steps will help you to do this.

1 Make sure you understand exactly what it is
you need to know so that you don’t waste time
looking for the wrong thing.

2 Clarify your objectives to narrow down your
search. Think about why the information is
wanted and how much detail you need. For
example, learners studying BTEC Nationals in
Engineering and Performing Arts may both be
researching ‘'noise’ for their projects but they
are likely to need different types of information
and use it in different ways.

3 Identify your sources and check you know
how to use them. You need to choose sources
that are most likely to provide information
relevant to your objectives. For example, an
Engineering learner might find information
on noise emissions in industry journals and by
checking out specialist websites.

4 Plan and schedule your research. Theoretically,
you could research information forever.
Knowing when to call a halt takes skill. Write
a schedule that states when you must stop
looking and start sorting the information.



5 Store your information safely in a labelled
folder. This folder should include printouts or
photocopies of articles, notes about events
you have attended or observed, photographs
you've taken or sketches you've drawn. Divide
your information under topic headings to make
it easier to find. When you’re ready to start
work, re-read your assignment brief and select
the items that are most closely related to the
task you are doing.

Allocate time for research ag part of your
assigniment task Take into account any
interim deadlines as well 25 the final
deadline for corpleting the work

Primary and secondary
research, and the law of
copyright

There are two ways to research information.
One is known as primary research, the other is
secondary research.

Primary research

Primary research involves finding new information
about an issue or topic. This might include finding
out people’s views about a product or interviewing
an expert. When carrying out interviews, you will
need to design a survey or questionnaire. Your
primary research might also include observing

or experiencing something for yourself, and
recording your feelings and observations.

Secondary research involves accessing
information that already exists in books,

files, newspapers or on CD-ROMs, computer
databases or the internet, and assessing it against
your objectives.

This information has been prepared by other
people and is available to anyone. You can quote
from an original work provided you acknowledge

Researching and analysing information

the source of your information. You should put
this acknowledgement in your text or in the
bibliography to your text; do not claim it as your
own research. You must include the author’s
name, year of publication, the title and publisher,
or the web address if it is an online article. You
should practise listing the sources of articles so
that you feel confident writing a bibliography.
Use the guidance sheet issued by your centre to
help you. This will illustrate the style your centre
recommends. {See also page 65.)

The trick with research is to choose the best
technique to achieve your objectives and this may
mean using a mix of methods and resources. For
example, if you have to comment on an industry
event you might go to it, make notes, interview
people attending, observe the event (perhaps
take a video camera), and read any newspaper
reports or online comments.

Always make sure ycu make a note of where
ycu get inforrnation from {your source)
Keep it safely zs 1t can be very difficult later
on to werk out where 1t came from!

People as a source of
information

If you want to get the most out of interviewing

someone, or several people, you need to prepare
carefully in advance.

The following points give some general advice
about getting the most out of face-to-face
interviews.

* Make sure you know what questions to ask to
get the information you need.
e Explain why you want the information.

* Don't expect to be told confidential or
sensitive information.

¢ Write clear notes so that you remember who
told you what, and when. (See also page 64.)

www.btec.co.uk/business
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= Note the contact details of the person you * Decide how many people to survey so that the
are interviewing and ask whether they mind results mean something.
if you contact them again should you think of e Keep the survey relatively short.

anything later or need to clarify your notes.
» Thank them for their help.

Thank people who complete it.

Analyse the results, and write up your

If you want to ask a lot of people for their opinion conclusions promptly.

you may want to conduct a survey. You will need

to design a questionnaire and analyse the results.

This will be easier if you ask for quantitative

responses — for example yes/no, true/false or Test your questionnaire on volunteers
ratings on a five-point scale — rather than opinions. before you ‘go live’ 1o check that there are
no mistakes and the questions are easy to
understand Make anv amendments before
you canduct your ‘real’ sunvey

* Give careful thought to your representative
sample (people whose opinions are relevant to
the topic).

N\
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Avoiding pitfalls * Qut-of-date material. Check the date of
everything and keep only the latest version of
books, newspapers or magazines. Yesterday's
news may be of little use if you are researching
something topical.

Wikipedia is a good online source that covers
many topics, and often in some depth. It is
popular and free. However, it has an open-
content policy, which means that anyone can
contribute to and edit entries. People may

post information, whether it is correct or not.
Wikipedia is moving towards greater checks

on entries, but it is still sensible to check out
information you find on this site somewhere else.

¢ Irrelevant details. Often, only part of an article
will be relevant to your search. For example, if
you are forecasting future trends in an area of
work, you do not need information about its
history or related problems. When learners are

struggling, they sometimes ‘pad out’ answers
Apart from inaccuracy, you may find other with irrelevant information. If you've researched

problems with information you obtain through properly you can avoid this by having enough
research, especially material found online.




relevant information for your purposes.

¢ Invalid assumptions. This means someone has
jumped to the wrong conclusion and made
2 + 2 = 5. You might do this if you see two
friends chatting and think they are talking about
you —whether they are or not! You can aveid
problems in this area by double-checking your
ideas and getting evidence to support them.

e Bias. This is when people hold strong views
about a topic, or let their emotions or prejudices
affect their judgement. An obvious example
is asking a keen football fan for an objective
evaluation of their team’s performance!

* Vested interests. People may argue in a
certain way because it's in their own interests to
do so. For example, when the Government said
Home Information Packs must be prepared for
all properties being sold, the Association of
Home Information Pack Providers was in favour
because it trains the people who prepare the
packs. The National Association of Estate
Agents and Royal Institution of Chartered
Surveyors were not because they thought they
would lose business if people were put off
selling their houses.

Don't discard information that is affected

by bias or vested interests. Just make it
clear you know about the probleim and have
taken it into account.

Reading for a purpose

You may enjoy reading or you may find it tedious
or difficult. If so, it helps to know that there are
different ways to read, depending on what you're

Researching and analysing information

To skim a book chapter read the first and

last paragraphs, the headings, subheadings
and illustrations. It also helps to read the first
sentence of each paragraph.

News articles are written with the key points
at the beginning, so concentrate on the
first paragraph or two. Feature articles

have a general introduction and important
information is contained in the main text

Scanning is used to see whether an article
contains something you need - such as key
words, dates or technical terms.

Focus on capital or initial letters for a name,
and figures for a date. Technical terms may be
in bold or italics.

Light reading is usually done for pleasure
when you are relaxed, for example, reading a
magazine article. You may not remember many
facts afterwards, so this sort of reading isn’t
suitable for learning something or assessing

its value.

Word-by-word reading (proofreading) is
important so that you don't miss anything, such
as the dosage instructions for a strong medicine.
You should proofread assignments before you
submit them.

Reading for study (active reading) means
being actively involved so that you understand
the information. It is rare to be naturally good

at this, so you might have to work to develop
this skill.

“BTEC

doing. For example, you wouldn’t look for a DEVE'OPII‘Ig critical and
programme in a TV guide in the same way that ana'YtiCB' skills

you would check an assignment for mistakes. You
can save time and find information more easily if
you use the best method of reading to suit your
purpose. The following are some examples of
ways of reading.

Developing critical and analytical skills involves
looking at information for any flaws in the
arguments. These skills are important when you
progress to work or higher education (HE), so it's
useful to practise them now on your BTEC Level 3
= Skim reading is used to check new information  National course.

and get a general overview.
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A useful technique for understanding, analysing, evaluating and remembering what you

are reading is SQ4R.

SQA4R is an effective method. It consists of six
steps.

1 Survey first, to get a general impression.
Scan the information to see what 1t is about,
when it was written and by whom. The
source, and the reason it was written, may be
important Most newspapers, for example,
have their own ‘slant’ that affects how
information is presented.

2 Question your aims for reading this material
What are you hoping to find? What questions
are you expecting it to answer?

3 Read the information three or four times.
The first time, aim to get a general idea of
the content. Use a dictionary to look up any
new words. Then read more carefully to really
understand what the writer means.

4 Respond by thinking critically about the

SO4R is just one method of reading fer
study Research othets and adapt them to
swit your own style

Taking good notes

There are many occasions when you need to take
notes, such as when a visiting speaker is talking
to your class. There's no point taking notes unless
you write them in a way that will allow you to use
them later.

Note-taking is a personal activity. Some people
prefer to make diagrammeatical sketches with key
points in boxes linked by arrows; others prefer to
write a series of bullet points. You will develop
your own style, but the following hints and tips
might help you at the start.

information and how it relates to the topic
you are studying. Does it answer your queries
partially, fully or not at all? What information

is factual and what is based on opinion? Is
there evidence to support these opinions? Is
there a reason why the author has taken this
standpoint? Do you agree with it? How does it
link to other information you have read? What
is the opposite argument and is there any
evidence to support this? Overall, how useful is
this information?

5 Record the information by noting the key
points. Use this to refresh your memory, if
necessary, rather than re-reading the article.

6 Review your notes against the original to
check you have included all important points.

If you are also preparing a presentation,
reviewing your notes will help you to remember
key points more easily

* Use A4 lined paper, rather than a notebook, so
that you have more space and don't need to
turn over so often.

¢ When you're reading for study, make sure you
have a dictionary, pen, notepad and highlighter
to hand.

¢ Leave a wide margin to record your own
comments or queries.

* Put a heading at the top, such as the speaker’s
name and topic, as well as the date.

* |f you are making notes from a book or an
article, remember SQ4R and read it several
times first. Your notes will only be effective if
you understand the information.

* Don't write in complete sentences — it takes
too long.

* |eave spaces for later additions or corrections.

* Use headings to keep your notes clear and well
organised.

* Only write down relevant information, including
key words and phrases,



* Highlight, underline or use capitals for essential
points.

Never copy chunks of text — always use your
own words.

Clearly identify quotations, and record your
sources, so that you can cite them in your
work. (Note the author’s name, title, publisher,
date and place of publication and the page
number.)

Male sure vour information Is accurate, up-
te-date, relevant and vahd Be awszre of bias,
ard don’t confuse fact with opinion

Key points ’

» Useful information may be verbal, printed,
written, graphical or electronic.

» Effective research means knowing exactly
what you are trying to find and where to
look. Know how reference media are stored
in your library and how to search online.
Store important information carefully.

¢ Primary research is original data you obtain
yourself. Secondary research is information
prepared by someocne else. If you use
this, you must quote your sources in a
bibliography.

* You can search for information by skimming
and scanning, and read in different ways.
Reading for study means actively involving
yourself with the text, questioning what you
are reading and making notes to help your
own understanding.

= Read widely around a topic to get different
viewpoints. Don't accept everything you
read as correct. Think about how it fits with
other information you have obtained.

* Taking notes is a personal skill that takes
time to develop. Start by using Ad lined
pages with a margin, set out your notes
clearly and label them. Only record
essential information.

Action points

Working with a friend, look back at the sources
of information listed on page 60. For each
type, identify examples of information relevant
to your course that you could obtain from
each source. See how many you can list under
each type.

Check your ability to find the information you
need by answering each of the questions in
Activity: Finding information on the next
page. For any questions you get wrong, your
first research task is to find out the correct
answers as quickly as you can.

To check your ability to skim and scan
information, improve your ability to
differentiate fact from opinion, summarise text
and much more, go to page 92 for information
on how to access useful websites.

Check your ability to sort fact from opinion and
spot vested interests by completing Activity:
Let’s give you a tip... on page 68. Check your
ideas with the answers on page 91.

Make a note of any information that you are
struggling to understand so that you car
discuss it with your tutor
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Activity: Finding information
Answer the following questions about finding information.
a) Four types of information that are available from the library in your centre, besides books, are:

1

b)When | visit the library, the way to check if a book | want is available is:
c) The difference between borrowing a book on short-term loan and on long-term |oan is:

Short-term loan:

Long-term loan:

d) The journals that are stocked by the library that are relevant to my course include:

e) Useful information on the intranet at my centre includes:

f) Searchable databases and online magazines | can access include:
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g} The quickest way to check if a book or journal contains the type of information | need is to:

h) The difference between a search engine, a portal, a directory site and a forum is:

i) Bookmarking useful websites means:

) In addition to suggesting websites, Google can also provide the following types of information:

k) Specialist websites which provide useful information related to my course include:

I} Useful tips | would give to people starting on my course who need to find out information are:

www.btec.co.uk/business
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Activity: Let's give you a tip...

In 2009, many businesses were struggling
thanks to the credit crunch and falling consumer
demand. Some, like Woolworths, closed down
altogether. Others laid off staff, or announced
wage cuts. Despite this, the Government
approved recommendations by the Low Pay
Commission to increase the minimum wage
rate from October. Although the rise was only
small, many unions, including Unison and
Usdaw, agreed it was better than a freeze, which
had been wanted by the British Chambers of
Commerce and the British Retail Consortium.

The Government also announced new laws to
stop restaurants and bars using tips to top up
staff pay to the minimum level. The Independent
newspaper claimed its fair tips, fair pay’
campaign had won the day. It also reported that
the British Hospitality Association was claiming
this could result in up to 45,000 job losses. The
Unite union also carried out a campaign and its
General Secretary claimed the decision a triumph
for the poorly paid. Not everyone agreed. Some
thought there should be no tipping at all, as in
Australia. Others said the Canadian system was
best — wages are low but generous tips are left,
and this motivates staff to give excellent service.

a) Look at the table below. In your view, which of the statements are facts and which are opinions?

In each case, justify your view.

Statement

i) Having a national minimum
wage helps low-paid
workers.

i) Over one million people will
benefit from the minimum
wage increase.

iif) The new law on tips will
stop restaurants paying
below minimum wage rates.

iv) Using the Australian system
of no tips would be better.

v) The Canadian system
guarantees good service.

vi) 45,000 job losses will occur
in the hospitality industry.

Fact or opinion? Justification



" |
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b) All newspapers have their own way of putting forward the news. Go to page 92 to see how you
can access a website which will help you to compare the way that news is reported in different
newspapers.

Compare six different newspapers and make notes on:
i) the type of stories covered

ii) the way views are put forward.
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Activity: Conducting research

You will need to carry out research on Tesco plc, the retail business. Go to your learning resource
centre and find an example of printed information on the size, financial position and marketplace of
Tesco ple. This information may be found in business journals, newspapers or in textbooks.

Explain what the information is saying.

Now try to find some graphical information, either about the marketplace of Tesco plc or its current
financial situation, and explain what the graph is showing.

Go to the Tesco plc website and obtain general electronic information about Tesco ple.

Explain briefly what the electronic information is saying.

You should now have three separate pieces of information about Tesco plc. Is this primary or
secondary research?

If you had designed a questionnaire and surveyed customers at your local Tesco store, would this be
primary or secondary research?

You have arranged to meet the manager of the local Tesco store and you are going to ask them about
the way the business is organised. What advance preparations would you make?




Effective presentations

Step Nine: Make an effective

presentation

=z

Teresa is a trainee human resource manager
at her local council. She was recruited to this
position having obtained her BTEC National
Diploma in Business and then a degree in
Human Resource Management. She has to give
a presentation to the council chamber on the
future employment needs of the organisation.
She has two weeks to prepare. She tries

to remember what she was taught on her
previous courses about giving presentations.
She decides that she will use PowerPoint with
supporting handouts, and begins researching
relevant information on future employment
needs.

Having obtained this information, she begins
to produce her PowerPoint presentation and
handouts. She rehearses the presentation
to ensure her timing 1s correct and tries to

Making a presentation can be nerve-wracking.

It involves several skills, including planning,
preparation and communication. It tests your
ability to work in a team, speak in public and

use IT {(normally PowerPoint.} You also have

to stay calm under pressure. However, as it is
excellent practice for your future, you can expect
presentations to be a common method of
assessing your performance.

When you're giving a presentation, keep
to time, get to the point and use your
time well

anticipate questions that she might be asked.
The day before the presentation, Teresa visits
the venue to make sure that everything she
needs is in place.

Teresa has spent a great deal of time
preparing for the presentation. Why do you
think it is important to plan very carefully and
to rehearse before giving a presentation?

If Teresa had been asked to give a group
presentation with a number of other
members of the human resource team,
what other factors would have to be taken
into consideration when planning the
presentation?

Good planning and preparation

Being well prepared, and rehearsing beforehand,
helps your confidence and your presentation. The
following points will help you to do this.

¢ |f you're part of a team, find out everyone's
strengths and weaknesses and divide work
fairly taking these into account. Decide how
long each person should speak, who should
introduce the team and who will summarise at
the end.

¢ Take into account your time-scale, resources
and team skills. A simple, clear presentation is
better — and safer - than a complicated one.

e If you're using PowerPoint, make slides more
interesting by avoiding a series of bulleted lists
and including artwork. Print PowerPoint notes
for the audience. Use a fuller set of notes for
yourself, as a prompt.

s Check the venue and time.

www.btec.co.uk/business




BTEC's own resources

Decide what to wear and check it's clean and
presentable.

Prepare, check and print your handouts.

Decide, as a team, the order in which people
will speak, bearing in mind the topic.

Discuss possible questions and how to
answer them.

Rehearse beforehand to check your timings.

™,

Rehearsirg properly allows you to speak
fluently, just glancing at your notes to
remind you of the next key noint

| | T i

On the day, you can achieve a better performance
if you:

arrive in plenty of time

calm your nerves by taking deep breaths
before going in front of your audience
introduce yourself clearly, and smile at the
audience

avoid reading from your screen or your notes

explain what you are going to do — especially if
giving a demonstration — do it and then review
what you've done

say you will deal with questions at the end of
any demonstration

answer questions honestly — don't exaggerate,
guess or waffle

respond positively to all feedback, which
should be used to improve your performance
next time.

Mate sute you can be heard clearly by
lifting your head and speaking a little more
siowly and loudly than normal

Key points \

* When making a presentation, prepare well,
don‘t be too ambitious and have several
rehearsals.

* When giving a demonstration, explain first

what you are going to do and that you will
answer gquestions at the end.




Activity: All right on the night?

Effective presentations

Read the following account and answer the questions that follow. If possible, compare ideas with a

f

1

riend in your class.

Gemma looked around in exasperation.
The team were on the final rehearsal of their
presentation and nothing was going right.

Amaya seemed to think it was funny. ‘Honestly,

Gemma, why don't you just chill for a bit?’
she suggested. "You know what they say — a
bad dress rehearsal means we'll do really well
tomorrow!”

Gemma glared at her. ‘Well, can | make a
suggestion, too, Amaya,’ she retorted. ‘Why
don'’t you just concentrate for a change?
Sprawling around and dissolving into giggles
every five minutes isn’t helping either.’

She turned to Adam. ‘And | thought you were
going to build a simple model,’ she said, 'not
one that falls apart every time you touch it.’

Adam looked crest-fallen. ‘But | wanted to
show how it worked.’

‘How it's supposed to work, you mean!’ raged
Gemma, all her worries and anxieties now
coming to the fore. ‘We'll look stupid if it ends
up in bits on the floor tomorrow and Amaya

just falls about laughing again.’

'And Imran,’ continued Gemma, turning her
sights on the last member of the team, ‘why is

it so difficult for you to count to three minutes?

We've agreed over and over again we'll each
talk for three minutes and every time you get
carried away with the sound of your own voice
and talk for twice as long. It just means we're
going to overrun and get penalised. And stop
trying to wriggle out of answering questions
properly. For heaven's sake, if you don’t know
the answer, how hard is it just to say so?’

Silence fell. No-one looked at each other.
Adam fiddled with his model and something
else fell off. Amaya wanted to laugh but
didn’t dare.

Imran was sulking and vowed never to say
anything ever again. 'You wait,” he thought.
“Tomorrow I'tl race through my part in one
minute flat. And then what are you going
to do?’

Identify the strengths and weaknesses of each member of the presentation team.

Name Strengths

Gemma

Amaya

Adam

Imran

Weaknesses
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2 What have the team done right, so far, in getting ready for their presentation?

3 Why do you think they are having problems?

4 |f you were Gemma's tutor, what advice would you give her at this point?
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Activity: Group presentation

Your team recently conducted an investigation into the verbal and non-verbal methods of
communication used in business. You have now been asked to make a group presentation on your
findings. There are five members in your team and the following tasks have to be completed:

1 pull together research on verbal and non-verbal communication
2 allocate individual responsibilities

3 obtain equipment and resources

4 decide timings and who will present what

5 visit and check presentation location

6 prepare PowerPoint slides and handouts

7 rehearse.

If you were the team leader, how would you approach each of the seven tasks?

1
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* Maximising opportunities, managing problems

Step Ten: Maximise your
opportunities and manage

your problems

=L

Ahmed has recently finished his BTEC National
in Business. His tuter has asked whether he
would be willing to give a short talk to the
learners who have just started the programme.
The talk will be about how to maximise the
opportunities that arise on the course, and how
to manage problems.

Ahmed starts by listing events that were good
opportunities. He remembers that, when the

class was taken on visits to various businesses,
he was able to note lots of useful information.

When visiting speakers came to give talks to
the class, he thought about questions to ask in
advance and, again, tock lots of notes. Ahmed’s
work experience also provided opportunities

to gather information, as did his part-time

job at a local supermarket. Finally. there are
many television programmes, newspapers and
journals that he found very useful when hie was
on the course

As far as problems were concerned, thankfully
he did not have too many His worst occurred

If your course takes one or two years to complete,
then it is highly likely that you will experience
some highs and lows in that time. You may find
one or two topics harder than the rest. There may
be distractions in your personal life to cope with.
All of which means than you may not always be
able to do your best.

It is, therefore, sensible to have an action plan
to help you cope. It's also wise to plan how to
make the best of opportunities for additional

at the beginning of his second year, when he
broke his hand playing rugby. The tutors were
very supportive and gave him extra time to
complete assignments. Some of his friencls

on the course were not so fortunate and did
experience more serious problems. They were
helped considerably by professional counsellors
and, of course, by the tutors. He remembers
that many of the problems other learners faced
were solved with reference to the existing
college procedures which were explained
clearly during the course induction.

Do you have the confidence to make best
use of the opportunities presented to you?

Think about a problem you have had in the
past and assess how you dealt with it. Could
you improve your approach to tackling
problems?

experiences or learning. This section shows you
how to do this.

Becausz life rarely runs smocthly, it's
sensible to capitalise on the opportunities
that come your way anc! have a plan to deal
with problems

www.btec.co.uk/business




Making the most of
your opportunities

There will be many opportunities for learning
on your course, not all of which will be in school
or college. You should prepare for some of the
following to maximise the opportunities that
each offer.

* External visits. Prepare in advance by reading
about relevant topics. Make notes when you
are there. Write up your notes neatly and file
them safely for future reference.

* Visiting speakers. Questions can usually be
submitted to the speaker in advance. Think
carefully about information that you would find
helpful. Make notes, unless someone has been
appointed to make notes for the whole group.

» Television, newspapers, podcasts and other

information sources. The media can be an
invaluable source of information. Look out for
news bulletins relating to your studies, as well
as information in topical television programmes
— from The Apprentice to Top Gear. You can
also read news headlines online (see page 69).
Podcasts are useful, too. It will help if you know
what topics you will be studying in the months
to come, so you can spot useful opportunities
as they arise.

Remember that you can use online catch-up
services, such as the BBC \Player or 40D (for
Chanrel 4 shows) to see TV programraes
you have missed recently

You may be asked to thank the speaker on
behalf of your group.

* Work experience. If work experience is an
essential part of your course, your tutor will
help you to organise your placement and tell
you about the evidence you need to obtain.
You may also get a special logbook in which
to record your experiences. Read and re-read
the units to which your evidence will apply and
make sure you understand the grading criteria
and what you need to obtain. Make time to
write up your notes, logbook and/or diary
every night (if possible}, while everything is
fresh in your mind.

Minimising problems

Hopefully, any problems you experience during
your course will only be minor; such as struggling
to find an acceptable working method with
someone in your team.

You should already know who to talk to about
these issues, and who to go to if that person is
absent or you would prefer to talk to someone
else. If your problems are affecting your work, it's
sensible to see your tutor promptly. It is a rare
learner who is enthusiastic about every topic and
gets on well with everyone else doing the course,
so your tutor won’t be surprised and will give you
useful guidance (in confidence) to help.

= In your own workplace. If you have a full-
time or part-time job, watch for opportunities
to find out more about relevant topics that
relate to your course, such as health and safety,
teamwork, dealing with customers, IT security
and communications. Your employer will have

had to address all of these issues. Finding
out more about these issues will broaden
your knowledge and give more depth to your
assessment responses.

Don't delav talking to somecne in
confidence if you have a serious problem
If your course tuter is unavailable, talk to
another staff member you like and trust



Other sources of help

if you are unfortunate enough to have a more

5

erious personal problem, the following sources

of help may be available in your centre.

Professional counselling. There may be a
professional counselling service. If you see a
counsellor, nothing you say during the session
can be mentioned to another member of staff
without your permission.

Complaint procedures. If you have a sericus
complaint, the first step is to talk to your tutor.
If you can't resolve your problem informally,
there will be a formal learner complaint
procedure. These procedures are used only for
serious issues, not for minor difficulties.

Appeals procedures. If you disagree with
your final grade for an assignment, check the
grading criteria and ask the subject tutor to
explain how the grade was awarded. If you

are still unhappy, talk to your personal tutor. If
you still disagree, you have the right to make a
formal appeal.

» Disciplinary procedures. These exist for when

learners consistently flout a centre’s rules and
ensure that all learners are dealt with in the
same way. Hopefully, you will never get into
trouble, but you should make sure that you
read these procedures carefully to see what
could happen if you did. Remember that being
honest and making a swift apology is always
the wisest course of action.

» Serious illness. Whether this involves you,

a family member or a close friend, it could
affect your attendance. Discuss the problem
with your tutor promptly; you will be missing
information from the first day you are absent.
There are many solutions in this type of
situation - such as sending notes by post and
updating you electronically (providing you are
well enough to cope with the work).

 Maximising opportunities, managing problems

1

It's important to know vour centre's
procedures for dealing with important
issues such as complaints, major ilinesses.
learner appeals and disciplinary matters

Key points

* Don't miss opportunities to learn more
about relevant topics through external
visits, listening to visiting speakers, work
experience, being at work or even watching
television.

* |f you have difficulties or concerns, talk to
your tutor, or ancther appropriate person,
promptly to make sure your work isn't
affected.

Action points

1

Prepare in advance to maximise your

opportunities.

a) List the opportunities available on your
course for obtaining more information and
talking to experts. You can check with your

tutor to make sure you've identified them all.

b) Check the content of each unit you will be
studying so that you know the main topics
and focus of each.

c) Identify the information that may be relevant
to your course on television, on radio, in
newspapers and in podcasts.

Make sure you know how to cope if you have a

serious problem.

a) Check your centre’s procedures so you know
who to talk to in a crisis, and who to contact
if that person is absent.

b) Find out where you can get hold of a copy
of the main procedures in your centre
that might affect you if you have a serious
problem. Then read them.

www.btec.co.uk/business
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Activity: Opportunities and problems

Here is a list of possible opportunities and potential problems that could occur while you are studying
on the BTEC National in Business. Write notes on each of these five situations to explain how you
would maximise the opportunity provided or manage the problem. Give clear reasons to justify your
approach in each case.

1 Atalk is being given at a nearby university on the state of the local business economy.
2 There are a number of work experience opportunities available at a local financial services company.

3 Your mother is going into hospital for two weeks and you may have to stay at home to look after
your younger brother and sister.

4 The school is organising a visit to a distribution depot of a major supermarket.

5 The football team you play for is going on a week-long tour of Ireland during term time.

The time and effort you will be putting
into this course deserves to be rewarded.
Make sure you know how to confront and
successfully overcome problems.

AND FINALLY ...

Refer to this Study Skills Guide whenever you
need to remind yourself about something related
to your course. Keep it in a safe place so that

you can use it whenever you need to refresh your
memory. That way, you'll get the very best out of
your course — and yourself!




Skills building

Skills building

This section has been written to help you improve the skills needed to do your best in your
assignments. You may be excellent at some skills already, others may need further work. The skills you
can expect to demonstrate on your course include:

* your personal, learning and thinking skills (PLTS)

* your functional skills of ICT, maths/numeracy and English

* your proofreading and document production skills,

Personal, learning and thinking skills (PLTS)

These are the skills, personal qualities and behaviour that enable you to operate more independently,
work more confidently with other people and be more effective at work. You'll develop these on your

BTEC Level 3 National course through a variety of experiences and as you take on different roles and

responsibilities.

The skills are divided into six groups:

4 Team workers collaborate with other
people to achieve common goals. They are
fair and considerate to others, whether as

1 Independent enquirers can process and
evaluate information they investigate
from different perspectives. They can plan
what to do and how to do it, and take a team |eader or team member, and take
into account the consequences of making account of different opinions.

different decisions. 5 Self-managers are well-organised and

2 Creative thinkers generate and explore show personal responsibility, initiative,
different ideas. They make connections creativity and enterprise. They look for new
between ideas, events and experiences challenges and responsibilities and are
that enable them to be inventive and flexible when priorities change.

imaginative. 6 Effective participators play a full part in

3 Reflective learners can assess themselves
and other people. They can evaluate their
own strengths and limitations. They set
themselves realistic goals, monitor their own
performance and welcome feedback.

Action points

the life of their school, college, workplace
or wider community by taking responsible
action to bring improvements for others as
well as themselves.

1 Many parts of this Study Skills Guide relate to the development of your own personal, learning and
thinking skills. For each of the following, suggest the main skill groups to which the chapter relates.
Refer to the box above and write a number next to each chapter title below.

a} Use your time wisely.

b) Understand how to research and analyse
information.

¢} Work productively as a member of a
group.

d}Understand yourself.
e) Utilise all your resources.

f) Maximise your opportunities and

manage your problems.

www.btec.co.uk/business
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2 You have been on your BTEC National course

for a few months now and, although everyone
is enjoying the work, you realise that some of
the learners have complaints.

Firstly, several learners object to an increase
in the price of printouts and photocopying,
on the basis that they can’t do good work
for their assignments if this is too expensive.
You disagree and think that the prices are
reasonable, given the cost of paper.

Secondly, a timetable change means your

2 pm — 4 pm Friday afternoon class has been
moved to 9 am — 11 am. Some learners are
annoyed and want it changed back, while
others are delighted.

a) For the first problem, identify four factors

which could indicate that those complaining

about the price rise might be justified.
1

b) For the second problem:

i) Think about which learners in your
group would be most affected by the
timetable change. Who might be most
disturbed? Who might benefit from the
earlier start?

i) Try to think of a creative solution, or
compromise, that would please both
groups.

) During the discussions about these issues,
some quieter members of the class are
often shouted down by the more excitable
members. Suggest a strategy for dealing
with this, which everyone is likely to
accept.

You can also check your ideas with the
suggestions given on page 91.

3 a) Complete the chart opposite, identifying
occasions when you may need to
demonstrate personal, learning and
thinking skills in your future career.
Alternatively, apply each area to a
part-time job you are currently doing.

b) Identify areas where you think you are
quite strong and put a tick in the 'S’
column. Check that you could provide
evidence to support this judgement, such
as a time when you have demonstrated

this skill.

c) Now consider areas where you are not so
good and put a cross in the ‘W' column.

d) Then practise self-management by
identifying two appropriate goals to
achieve over the next month and make
a note of them in the space provided. If
possible, talk through your ideas at your
next individual tutorial.
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Personal, learning and thinking skills for future career/current part-time job

Skill group  Example skills Occasfons when you use/ S W
will use skill

Independent Finding information

enquirers Solving problems
Making decisions
Reconciling conflicting information or
views
Justifying decisions
Creative Finding imaginative solutions
thinkers Making original connections
Finding new ways to do something
Opportunities for being innovative and
inventive
Reflective Goals you may set yourself
learners

Reviewing your own progress
Encouraging feedback

Dealing with setbacks or criticism
Team workers Working with others

Coping with different views to your own

Adapting your behaviour
Being fair and considerate
Self- Being self-starting and showing
managers initiative

Dealing positively with changing
priorities

Organising your own time and resources
Dealing with pressure

Managing your emaotions
Effective Identifying issues of concern to others
participators Proposing ways forward
|dentifying improvements for others
Influencing other people

Putting forward a persuasive argument
Goals 1

2

www.btec.co.uk/business
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Functional skills

Functional skills are practical skills that everyone
needs to have in order to study and work
effectively. They involve using and applying
English, maths and ICT.

Improving your literacy skills

Your written English
communication skills

A good vocabulary increases your ability to
explain yourself clearly. Work that is presented
without spelling and punctuation errors looks
professional, and increases the likelihood of
someone understanding your intended meaning.
Your written communication skills will be tested in
many assignments. You should work at improving
areas of weakness, such as spelling, punctuation
or vocabulary.

Try the following to help you improve your written
communication skills:

* Read more as this introduces you to new
words, and it will help your spelling.

* | ook up new words in a dictionary and try to
use them in conversation.

* Use a Thesaurus (you can access one
electronically in Wordj) to find alternatives
to words you use a lot, this adds variety to
your work.

* Never use words you don't understand in the
hope that they sound impressive.

= Write neatly, so people can read what you've
written.

* Do crosswords to improve your word power
and spelling.

* |mprove your punctuation — especially the use
of apostrophes — either by using an online
programme or by using a communication
textbook.

* See page 92 for how to gain access to some
helpful websites.

Verbal and non-verbal
communication (NVC) skills

Talking appropriately means using the right
words and ‘tone’; using the right body language
means sending positive signals to reinforce this
message — such as smiling at someone when
you say ‘Hello’. Both verbal and non-verbal
communication skills are essential when dealing
with people at work.

The following are some hints for successful
communtcation:

* Be polite, tactful and sensitive to other
people’s feelings.

¢ Think about the words and phrases that
you like to hear, and use them when
communicating with other people.

¢ Use simple language so that people can
understand you easily. Explain what you mean,
when necessary.

* Speak at the right pace. Don't speak so slowly
that everyone loses interest, or so fast that no-
one can understand you.

» Speak loudly enough for people to hear you
clearly — but don‘t shout!

¢ Think about the specific needs of different
people — whether you are talking to a senior
manager, an important client, a shy colleague
or an angry customer.

* Recognise the importance of non-verbal
communication (NVC) so that you send positive
signals by smiling, making eye contact, giving
an encouraging nod or leaning forwards to
show interest.

* Read other people’s body language to spot if
they are anxious or impatient so that you can
react appropriately.

Make sure you use the right tone for the
person you're talking to. Would you talk to
an acult in the same way you'd talk to a very
young child?
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Action points 3 If you ever thought you could completely trust
the spellchecker on your computer, type the
text given in box A on the next page into your
computer. Your spellchecker will not highlight a

single error; yet even at a glance you should be
2 A battery made in China contained the able to spot dozens of errors!

following information.

1 See page 92 for how to gain access to websites
which can help you to improve your literacy
skills.

Read the passage in box A and try to

DO NOT CONNECT IMPROPERLY understand it. Then rewrite it in box B on the
CHARGE OR DISPOSE OF IN FIRE next page without spelling, grammatical or
punctuation errors. Compare your finished

k with th ted i .
a) Can you see any problems with this? Give a worew! & suggested version on page 91

reason for your answer.

b} Reword the information so that it is
unambiguous.

www.btec.co.uk/business




2: 3o BTEC's own resources . H '! ] : ; : :

Box A

Anyone desirable to write books or reports, be they short or long, should strive too maximise
they’re optiral use of one’s English grammar and obliviously there is an need for correct spelling
two one should not neglect punctuation neither.

Freguent lea, many people and individuals become confusing or just do not no it, when righting,
when words that mean different, when sounding identically, or when pronounced very similar, are
knot too bee spelled inn the same whey. The quay two suck seeding is dew care, a lack off witch
Leeds too Miss Spellings that mite otherwise of bean a voided. Spell chequers donut find awl
missed takes.

Despite all the pitfalls how ever, with practise, patients and the right altitude, any one can soon
become a grate writer and speaker, as what | did.

Box B Now rewrite the passage in the space below without errors.
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4 In each of the statements listed in the table below, suggest what the body language described
might mean.

Statement What might this body language mean?
a) You are talking to your manager when

he steps away from you and crosses

his arms over his chest.

b) You are talking to your friend about
what she did at the weekend but
she's avoiding making eye contact
with you.

¢) During a tutorial session, your tutor is
constantly tapping his fingers on the
arm of his chair.

d) Whenever you talk to your friend
about your next assignment she bites
her lower lip.

www.btec.co.uk/business
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Improving your maths or
numeracy skills

If you think numeracy isn't relevant to you, then
think again! Numeracy is an essential life skill. If
you can't carry out basic calculations accurately
then you will have problems, perhaps when

you least expect them. You'll often encounter
numbers in various contexts — sometimes they
will be correctly given, sometimes not. Unless you
have a basic understanding about numeracy, you
won't be able to tell the difference.

Good numeracy skills will improve your ability to
express yourself, especially in assignments and at
work. If you have problems, there are strategies
that you can practise to help:

* Do basic calculations in your head, then check
them on a calculator.

* Ask your tutor for help if important calculations
give you problems.

* When you are using your computer, use the
onscreen calculator {or a spreadsheet package)
to do caleulations.

*» [nvestigate puzzle sites and brain training
software, such as Dr Kageyama's Maths
Training by Nintendo.

Action points

1 See page 92 for how to gain access to websites
which can help you to improve your numeracy
skills.

2 Try the following task with a friend or family
member.

Each of you should write down 36 simple
calculations in a list, e.g. 8 x 6, 19~8, 14 + 6.
Exchange lists. See who can answer the most
calculations correctly in the shortest time.

3 Figures aren't always what they appear to be.
For example, Sophie watches Who Wants To
Be A Millionaire? She hears Chris Tarrant say
that there have been over 500 shows, with 1200
contestants who have each won over £50,000
on average. Five people have won £1 million.

Sophie says she is going to enter because she

is almost certain to win more than £50,000 and

could even win a million pounds.

a) On the figures given, what is the
approximate total of money won over 500
shows (to the nearest £ million)?

b) Assuming that Sophie is chosen to appear
on the show, and makes it on air as a
contestant, do you think Sophie's argument
that she will “almost certainly’ win more than
£50,000 is correct? Give a reason for your
answer. {The correct answer is on page 92.)

4 You have a part-time job and have been asked
to carry out a survey on the usage of the drinks
vending machine. You decide to survey 500
people, and find that:

o 225 use the machine to buy one cup of
coffee per day only

* 100 use the machine to buy one cup of tea
per day only

= 75 use the machine to buy one cup of cold
drink per day only

= 50 use the machine to buy one cup of hot
chocolate per day only

* the rest are non-users

* the ratio of male to female users is 2:1.
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a) How many men in your survey use the |mproving your ICT skills

machine?
Good ICT skills are an asset in many aspects of

your daily life and not just for those studying to
be IT practitioners.

b) How many women in your survey use the The following are ways in which you can Improve
machine? your ICT skills:

* Check that you can use the main features of the
software packages you need to produce your

assignments, eg Word, Excel and PowerPoint.
c) Calculate the proportion of the people in

your survey that use the machine.
Express this as a fraction and as a

* Choose a good search engine and learn to use
it properly. Go to page 92 for information on
how to access a useful website.

percentage.

* Developing and using your IT skills enables
you to enhance your assignments. This may
include learning how to import and export
text and artwork from one package to another;
taking digital photographs and inserting them

d) What is the ratio of coffee drinkers to tea into your work and/or creating drawings or
drinkers in your survey? diagrams by using appropriate software.

Action points

e} What is the ratio of coffee drinkers to hot 1 Check your basic knowledge of IT terminology
chocolate drinkers in your survey? by identifying each of these items on your
computer screen:
a) taskbar f} scroll bars
f) If people continue to purchase from the b) toolbar g} status bar
machine in the same ratio found in your o) title bar h} insertion point
survey, and last month 1800 cups of coffee . o
were sold, what would you expect the sales d)menu bar i) mtax_lrn-lse/
of the cold drinks to be? ) mouse pointer minimise button.

2 Assess your IT skills by identifying the packages
and operations you find easy to use and those
that you find more difficult. If you use Microsoft
Office products (Word, PowerPoint, Access or
Excel) you can find out more about improving
your skills online. Go to page 92 for information
on how to access a useful website.

g) Using the answer to f), if coffee costs 65p
and all cold drinks cost 60p, how much
would have been spent in total last month
on these two items?

www.btec.co.uk/business
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3 Search the internet to find a useful dictionary

of IT terms. Bookmark it for future use. Find out
the meaning of any of the following terms that
you don't know already:

a) portal

b) cached link
c) home page
d}browser

e) firewall

fy HTML
g)URL

h) cookie

i) hyperlink

i) freeware.

Proofreading and document

preparation skills

Improving your keyboard, document production
and general IT skills can save you hours of time.
When you have good skills, the work you produce
will be of a far more professional standard.

Think about learning to touch type. Your centre
may have a workshop you can join, or you can
use an online program — go to page 92 for
information on how to access a useful website.
From here you can access websites that will
allow you to test and work on improving your
typing skills.

Obtain correct examples of any document
formats you will have to use, such as a report or
summary, either from your tutor, the internet or
from a textbook.

Proofread all your work carefully. A spellchecker
won't find all your mistakes, so you must read
through it yourself as well.

Make sure your work looks professional by
using a suitable typeface and font size, as well
as reasonable margins.

Print your work and store the printouts neatly,
so that it stays in perfect condition for when
you hand it in.

Action points

1 You can check and improve your typing skills
using online typing sites — see link in previous
section.

2 Check your ability to create documents by
scoring yourself out of 5 for each of the
following questions, where 5 is something you
can do easily and 0 is something you can't do
at all. Then focus on improving every score
where you rated yourself 3 or less.

| know how to:
a) create a new document and open a saved
document

b) use the mouse to click, double-click and
drag objects

¢) use drop-down menus

d) customise my toolbars by adding or
deleting options

e} save and/or print a document

f) create folders and sub-folders to organise
my work

g) move a folder | use regularly to
My Places

h) amend text in a document

i) select, copy, paste and delete information
in a document

i) quickly find and replace text in a
document

k) insert special characters

I) create atable orinsert a diagram in a
document ___

change the text size, font and colour _____
n) add bold, italics or underscore _______
o) create a bullet or numbered list ______

p} align text left, right orcentred __

q) format pages before they are printed ______

r) proofread a document so that there are no
mistakes .



Answers

Activity: Let’s give you a tip...
(page 68)
a)i) Fact
ii) Opinion — the number cannot be validated
iii} Fact
iv) Opinion
v) Opinion

vi) Opinion - again the number is estimated

SKills building
answers

PLTS action points (page 81)

1 a) Use your time wisely = 5 Self-managers
b) Understand how to research and analyse
information = 1 Independent enquirers,
5 Self-managers

¢) Work productively as a member of a group =
4 Team workers, 6 Effective participators

d) Understand yourself = 3 Reflective learners
e) Utilise all your resources = 5 Self-managers

f) Maximise your opportunities and manage
your problems = 1 Independent enquirers,
2 Creative thinkers, 3 Reflective learners,
5 Self-managers

2 a) Factors to consider in relation to the
increased photocopying/printing charges
include: the comparative prices charged
by other schools/colleges, how often
there is a price rise, whether any printing
or photocopying at all can be done without
charge, whether there are any concessions
for special tasks or assignments, the
availability of class sets of books/popular
library books for loan {which reduces the
need for photocopying.)

Ve ‘BTEC

b)i) An earlier start will be more likely to
negatively affect those who live further
away and who are reliant on public
transport, particularly in rural areas.

The earlier finish will benefit anyone

who has a part-time job that starts on a
Friday afternoon or who has after college
commitments, such as looking after
younger sisters or brothers.

ii} The scope for compromise would depend
on whether there are any classes between
11 am and 2 pm on a Friday, whether
tutors had any flexibility and whether the
new 9 am — 11 am class could be moved
to another time or day.

c) One strategy would be to allow discussion
for a set time, ensure everyone had spoken,
then put the issue to a vote. The leader
should prompt suggestions from quieter
members by asking people individually what
they think.

Literacy skills action points
(page 85)

2 a) The statement reads as if it is acceptable to
either charge it or dispose of it in fire.
b) Do not connect this battery improperly.
Do not recharge it and do not dispose of
it in fire.

3 Anyone who wishes to write books or reports,
whether short or long, should try to use English
grammatically. Obviously there is a need for
correct spelling, too. Punctuation should also
not be neglected.

Frequently, people confuse words with different
meanings when they are writing, especially
when these sound identical or very similar,

even when they must not be spelled in the
same way. The key to succeeding is due care, a
lack of which |leads to misspellings that might
otherwise have been avoided. Spellcheckers
do not find all mistakes.

Despite all the pitfalls, however, with practice,
patience and the right attitude, anyone can soon
become a great writer and speaker, like me.

www.btec.co.uk/business
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4 (Possible answers) Numeracy action points
(page 88{

3 a) £60 million

a) Stepping backwards and crossing arms
across the chest might indicate that your

Accessing website links

manager is creating a barrier between you
and himself or that he is angry.

b) Your friend might be feeling guilty about
what she did at the weekend or not
confident that you will approve of what she
tells you.

¢) Your tutor might be frustrated as he has
many things to do and so wants the tutorial
to be over quickly.

d) Your friend might be anxious about the
next assignment or about the time she has
to complete it.

b) Sophie's argument is incorrect as £50,000 is
an average, i.e. some contestants will win
more, but many will win less. The distribution
of prize money is greater at lower amounts
because more people win small amounts of
money than large amounts — and only five
have won the top prize of £1 million.

4 a) 300

b) 150

¢) 9/10ths, 90%
d}225:100 (= 45:20) = 9:4
@) 225:50 = 9:2

f) 600

g)£1530

Links to various websites are referred to throughout this BTEC Level 3 National Study Skills Guide.
To ensure that these links are up-to-date, that they work and that the sites aren’t inadvertently linked
to any material that could be considered offensive, we have made the links available on our website:
www.pearsonhotlinks.co.uk. When you visit the site, search either by the title BTEC Level 3 National
Study Skills Guide in Business or ISBN 9781846905629. From here you can gain access to the website
links and information on how they can be used to help you with your studies.
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Accreditation of Prior Learning (APL)

Some of your previous achievements and
experiences may be able to be used to count
towards your qualification.

Apprenticeships

Schemes that enable you to work and earn
maoney at the same time as you gain further
qualifications (an NVQ award and a technical
certificate) and improve your functional skills.
Apprentices learn work-based skills relevant to
their job role and their chosen industry. See page
92 for information on how to access a website
where you can find out more.

Assessment methods

Techniques used to check that your work
demonstrates the learning and understanding
required for your qualification, such as
assignments, case studies and practical tasks.

Assessor
An assessor is the tutor who marks or assesses
your work.

Assignment
A complex task or mini-project set to meet
specific grading criteria and learning outcomes.

Awarding body

An organisation responsible for devising,
assessing and issuing qualifications. The awarding
body for all BTEC qualifications is Edexcel.

Credit value

The number of credits attached to your BTEC
course. The credit value increases in relation

to the length of time you need to complete

the course, from 30 credits for a BTEC Level 3
Certificate, 60 credits for a Subsidiary Diploma,
120 credits for a Diploma, up to 180 credits for an
Extended Diploma.

Degrees

Higher education qualifications offered by
universities and colleges. Foundation degrees
take two years to complete; honours degrees
may take three years or longer.

Department for Business Innovation and Skills
(BIS)

BIS is responsible for further and higher
education and skills training, as well as functions
related to trade and industry. See page 92 for
information on accessing a website to find out
more.

Department for Education

The Department for Education is the government
department responsible for schools and
education, as well as for children’s services.

Distance learning

When you learn and/or study for a qualification
at home or at work. You communicate with your
tutor and/or the centre that organises the course
by post, telephone or electronically.

Educational Maintenance Award (EMA)

An EMA is a means-tested award that provides
eligible learners under 19, who are studying

a full-time course at school or college, with a
cash sum of money every week. See page 92 for
information on how to access a website where
you can find out more.

External verification

Formal checking of the programme by an
Edexcel representative that focuses on sampling
various assignments to check content, accurate
assessment and grading.

Forbidden combinations

There are some qualifications that cannot be
taken simultaneously because their content is
too similar.

Functional skills

Practical skills in English, maths and ICT that
enable people to work confidently, effectively
and independently. Level 2 Functional Skills are
mapped to the units of BTEC Level 3 National
qualifications. They aren't compulsory to achieve
on the course, but are of great use.

Grade boundaries

Pre-set points that determine whether you will
achieve a pass, merit or distinction as the overall
final grade(s) for your qualification.

www.btec.co.uk/business




Grading criteria
The specific evidence you have to demonstrate to
obtain a particular grade in the unit.

Grading domains

The main areas of learning that support the
learning outcomes. On a BTEC Level 3 National
course these are: application of knowledge

and understanding; development of practical
and technical skills; personal development for
occupational roles; application of PLTS and
functional skills.

Grading grid

The table in each unit of your qualification
specification that sets out what you have to show
you can do.

Higher education (HE}
Post-secondary and post-further education,
usually provided by universities and colleges.

Higher-level skills

These are skills such as evaluating or critically
assessing information. They are more difficult
than lower-level skills such as writing a description
or making a list. You must be able to demonstrate
higher-level skills to achieve a distinction.

Indicative reading

Recommended books and journals whose
content is both suitable and relevant for the
BTEC unit studied.

Induction

A short programme of events at the start

of a course designed to give you essential
information, and introduce you to your fellow
learners and tutors, so that you can settle down
as quickly and easily as possible.

Internal verification

The quality checks carried out by nominated
tutors at your school or college to ensure that
all assignments are at the right level, cover
appropriate learning outcomes and grading
criteria, and that all assessors are marking work
consistently and to the same standard.

Investors in People {liP)

A national quality standard that sets a level

of good practice for training and developing

of people within a business. Participating
organisations must demonstrate commitment to
achieve the standard.

Learning outcomes
The knowledge and skills you must demonstrate
to show that you have effectively learned a unit.

Learning support

Additional help that is available to all learners in a
school or college who have learning difficulties or
other special needs.

Levels of study

The depth, breadth and complexity of
knowledge, understanding and skills required to
achieve a qualification, which also determines its
level. Level 2 equates to GCSE level and Level 3
equates to A-level. As you successfully achieve
one level, you can then progress to the next.
BTEC qualifications are offered at Entry Level,
then Levels 1, 2, 3, 4 and 5.

Local Education Authority (LEA)

The local government body responsible for
providing education for all learners of compulsory
school age. The LEA is also responsible for
managing the education budget for 16-19
learners in its area.

Mandatory units

These are units that all learners must complete to
gain a qualification; in this case a BTEC Level 3
National. Some BTEC qualifications have an
over-arching title, eg Construction, but within
Construction you can choose different pathways.
Your chosen pathway may have additional
mandatory units specific to that pathway.

Mentor

A more experienced person who will guide
you and counsel you if you have a problem or
difficulty.

Mode of delivery

The way in which a qualification is offered to
learners for example, part-time, full-time, as a
short course or by distance learning.

National Occupational Standard (NOS)
Statements of the skills, knowledge and
understanding you need to develop in order to
be competent at a particular job.

National Vocational Qualification (NVQ)
Qualifications that concentrate on the practical
skills and knowledge required to do a job
competently. They are usually assessed in the
workplace and range from Level 1 (the lowest)} to
Level 5 (the highest).



Nested qualifications

Qualifications that have ‘common’ units, so that
learners can easily progress from one to another
by adding on more units.

Ofqual
The public body responsible for regulating
qualifications, exams and tests in England.

Optional units

Units on your course from which you may be able
to make a choice. They help you specialise your
skills, knowledge and understanding and may
help progression into work or further education.

Pathway

All BTEC Level 3 National qualifications comprise
a small number of mandatory units and a

larger number of optional units. These units

are grouped into different combinations to
provide alternative pathways to achieving the
qualification. These pathways are usually linked to
different career preferences.

Peer review

This involves feedback on your performance

by your peers {members of your team, or class
group.) You will also be given an ocpportunity to
review their performance.

Plagiarism

The practice of copying someone else’s work, or
work from any other sources (eg the internet), and
passing it off as your own. This practice is strictly
forbidden on all courses.

Personal, learning and thinking skills (PLTS)
The skills, personal qualities and behaviour that
improve your ability to work independently.
Developing these skills makes you more

effective and confident at work. Opportunities
for developing these skills are a feature of all
BTEC Level 3 National courses. These skills aren't
compulsory to achieve on the course, but are of
great use to you.

Portfolio
A collection of work compiled by a learner, usually
as evidence of learning, to present to an assessor.

Procrastinator

Someone who is forever putting off or delaying
work, either because they are lazy or because
they have poor organisational skills.

Professional body

An organisation that exists to promote or support
a particular profession; for example, the Royal
Institute of British Architects (RIBA).

Professional development and training
This involves undertaking activities relevant
to your job to increase and/or update your
knowledge and skills.

Project

A project is a comprehensive piece of work,
which normally involves original research and
investigation by an individual or by a team. The
findings and results may be presented in writing
and summarised as a presentation.

Qualifications and Credit Framework (QCF)
The QCF is a framework for recognising skills and
qualifications. It does this by awarding credit for
gualifications and units so that they are easier to
measure and compare. All BTEC Level 3 National
qualifications are part of the QCF.

Qualifications and Curriculum Development
Agency (QCDA)

The QCDA is responsible for maintaining and
developing the national curriculum, delivering
assessments, tests and examinations and
reforming qualifications.

Quality assurance

In education, this is the process of continually
checking that a course of study is meeting
the specific requirements set down by the
awarding body.

Sector Skills Councils (55Cs)

The 25 employer-led, independent organisations
responsible for improving workforce skills in

the UK by identifying skill gaps and improving
learning in the workplace. Each council covers a
different type of industry.

Semester

Many universities and colleges divide their
academic year into two halves or semesters,
one from September to January and one from
February to July.

Seminar

A learning event involving a group of learners
and a tutor, which may be learner-led, and follow
research into a topic that has been introduced at
an earlier stage.

www.btec.co.uk/business




Study buddy

A person in your group or class who takes notes
for you and keeps you informed of important
developments if you are absent. You do the same
for them in return.

Time-constrained assignment
An assessment you must complete within a fixed
time limit.

Tutorial

An individual or small group meeting with your
tutor at which you can discuss your current work
and other more general course issues. At an
individual tutorial, your progress on the course
will be discussed and you can raise any concerns
or personal worries you may have.

The University and Colleges Admissions
Service (UCAS)

UCAS {pronounced ‘you-cass’) is the central
organisation that processes all applications for
higher education (HE) courses.

UCAS points

The number of points allocated by UCAS for
the qualifications you have obtained. Higher
education institutions specify how many points
you need to be accepted on the courses they
offer. See page 92 for information on how to
access a website where you can find out more.

Unit abstract
The summary at the start of each BTEC unit that
tells you what the unit is about.

Unit content
Details about the topics covered by the unit and
the knowledge and skills you need to complete it.

Unit points

The number of points you gain when you
complete a unit. These will depend on the grade
you achieve (pass, merit or distinction).

Vocational qualification
Designed to develop knowledge and
understanding relevant to a chosen area of work.

Work experience

Time you spend on an employer's premises when
you learn about the enterprise, carry out work-
based tasks and develop skills and knowledge.

Please note that all information given within these
useful terms was correct at the time of going to
print,
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