BTEC First Diploma in Business

Unit 1 Exploring Business Purposes

Assignment Title – Exploring Business Purposes (1)
Scenario

You are an administration assistant to the Education Officer at Calderdale Council and your line manager has asked you to prepare a series of documentation for use in local schools & colleges. You will use information which you have obtained from secondary research about four different business organisations. You can include images, diagrams and charts in the documentation you prepare in order that they are attractive to the students who will be using them.
Task One:
Business & Ownership
(a) Create a Business Directory which describes four business organisations (i.e. Cadbury Schweppes, Sainsbury’s, Reading Buses & Oxfam) by giving information on the following:
· purpose

· size

· ownership

· scale

(b) For each company you are expected to “set the scene” by writing an introduction which details the products/services they provide, their location and any other information you think might be relevant?  Also use images to brighten up your directory.
(c) Your Business Directory must have a glossary which explains the 4 business terms (purpose, size, ownership and scale) in some detail.
(d) You must also compare and contrast (i.e. differences and similarities) any two of the four businesses described above.  You may choose to use the table template provided on Moodle. (Task One Template)
This activity provides the evidence for P1and M1

This Task provides opportunities for key skills evidence– 

· C2.2 Read and summarise information from at least 2 documents about the same subject

· C2.2 Write two different documents

· ICT 2.1 Search for and select information to meet your needs.  Use different information sources for each task and multiple search criteria in at least one case

· ICT2.2 Enter and develop the information to suit the task and derive new information

· ICT2.3Present combined information such as text with image, text with number, image with number

Resources

Cadbury Schweppes - http://www.cadburyschweppes.co.uk 

J. Sainsbury’s - http://www.j-sainsbury.co.uk 
Reading Buses - http://www.reading-buses.co.uk 

Oxfam – http://oxfam.org/en 

Task Two: Business Activities
You are now expected to write a handout for Business students which would help them understand how businesses are classified by the activities which they conduct as part of their day-to-day operations and also how the various sectors have grown and declined over time.

(a) Using the table provided on Moodle (Task Two Template), describe the classifications of business activities i.e. primary, secondary and tertiary.  For each sector, you are expected to give examples of local regional and national businesses and explain why they qualify for the sector.

(b) In your handout, you must explain that the size of the different classifications changes through time as they might either grow or decline.  Explain various areas of growth or decline in all three classification of business activity and also give reasons for such changes. 
These activities provide the evidence for assessment criteria P2 and M2

This Task provides opportunities for key skills evidence– 
· C2.2 Read and summarise information from at least 2 documents about the same subject

· C2.2 Write two different documents

· ICT 2.1 Search for and select information to meet your needs.  Use different information sources for each task and multiple search criteria in at least one case

· ICT2.2 Enter and develop the information to suit the task and derive new information

· ICT2.3Present combined information such as text with image, text with number, image with number

Assignment Title – Exploring Business Purposes (2)

Scenario

You are the administration assistant to the Education Officer at Calderdale Council and your line manager has asked you to prepare a series of documentation for use in local schools & colleges. You will use information which you have obtained from secondary research about four different business organisations. You can include images, diagrams and charts in the documentation you prepare in order that they are attractive to the students who will be using them.

Task Three: Business aims & objectives

To help the students understand why businesses exist and how the aims & objectives vary between sectors, in your capacity as Education Officer, you are expected to prepare a presentation which will be used in schools and colleges.

Create a PowerPoint presentation, with detailed notes, in which you will describe aims and objectives of business organisations (profit-making and non-for-profit) and explain why businesses set them.  Your presentation must include the following

a. Definition of “aims” and “objectives”

b. Explanation of SMART objectives?

c. Explanation of the purpose of businesses and show how aims and objectives enable the business to achieve its purpose

d. Explanation of how aims & objectives differ between sectors (i.e. private, public, not-for-profit and voluntary organisations)?  Note that you are also required to give examples of the aims and objectives of businesses from each of the sectors to support your observations.

This activity provides evidence for assessment criterion P3

This Task provides opportunities for key skills evidence
· C2.2 Read and summarise information from at least 2 documents about the same subject

· C2.2 Write two different documents

· ICT 2.1 Search for and select information to meet your needs.  Use different information sources for each task and multiple search criteria in at least one case

· ICT2.2 Enter and develop the information to suit the task and derive new information

· ICT2.3Present combined information such as text with image, text with number, image with number

Task 4:  Functional Areas

Following requests from the local schools & colleges, your line manager has now asked you to write a briefing paper which explores the main functional areas within business organisations.  This will have to be quite a detailed briefing paper, which illustrates your explanations by using real life examples.

A. The purpose of functional areas

1) Define “functional areas” and explain their purpose.

2) Describe the main activities and responsibilities of each of the functional areas.

This activity provides evidence for assessment criterion P4

B. The interaction of functional areas 

For two of the four businesses described in Task 1:

1) Draw an organisational structure which shows the various functional areas used to support its day-to-day operations

2) Explain how the various departments of each organisation interact and how they inter-relate to support each other

This activity provides evidence for assessment criterion M2

C. Evaluation of the contribution made by Functional areas towards the achievement of the businesses’ overall aims & objectives
For each of the business explored in 2, you are required to evaluate the extent to which the functional areas contribute to the aims & objectives of the business.

1) Identify the aims and objectives for both Cadburys and Sainsbury’s

2) Using the table available on Moodle (Task Four template), show how each department contributes to particular aims and objectives of each business.

This activity provides evidence for assessment criterion D1

This Task provides opportunities for key skills evidence– 
· C2.2 Read and summarise information from at least 2 documents about the same subject

· C2.2 Write two different documents

· ICT 2.1 Search for and select information to meet your needs.  Use different information sources for each task and multiple search criteria in at least one case

· ICT2.2 Enter and develop the information to suit the task and derive new information

· ICT2.3Present combined information such as text with image, text with number, image with number

Resources:

· Cadburys information pack

· http://www.j-sainsbury.co.uk
· Task Two: Business Activities
· Template for (a)
	
	Local
	Regional
	National

	Primary sector:
	(explain)

	Examples
	
	
	

	How does example qualify?
	
	
	

	

	Secondary sector:
	(explain)

	Examples
	
	
	

	How does example qualify?
	
	
	

	

	Tertiary sector:
	(explain)

	Examples
	
	
	

	How does example qualify?
	
	
	


Task 1 –Business Ownership (M1)

Template for Task (d)

	Differences & Similarities between Business 1 & Business 2

	Similarities:

	Product/service provided
	

	Purpose
	

	Size
	

	Ownership 
	

	Scale
	

	Location
	

	

	Differences:

	Product/service provided
	

	Purpose
	

	Size
	

	Ownership 
	

	Scale
	

	Location
	


Task 4:  Functional Areas

Template for Question 3

	Cadbury Schweppes

	Department
	How it contributes to the aims & objectives
	How it fails to contribute to the aims & objectives

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	J Sainsbury’s

	Department
	How it contributes to the aims & objectives
	How it fails to contribute to the aims & objectives
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