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BTEC First Cert in Business

                                                                     Unit 4 – Business Communications 

BTEC First Certificate in Business
Responding to Oral Instructions (staff copy)
Assessment criteria:

Pass 2: Respond to oral instructions conveying a series of routine business tasks
Pass 4: Produce three documents of different types to support straightforward business tasks
Assessment tasKs
You are part of a group of people who are involved with the local branch of the Cat Protection League.  The Cat Protection League is a charitable organisation that protects, cares for and re-homes cats.  The group have just been awarded a large sum of money in order to improve facilities for the centre.

You have volunteered to help organise a meeting for your group.  Your task is to listen and respond to instructions given to you by the centre manager.  You will need to listen carefully to the instructions and take notes – you will get this information once only, although you can clarify information. You will also produce the documents required by the manager and provide a summary of what you did and how you performed.
Task 2:
Responding to Oral Instructions 
1. Your teacher will give you the instructions for completing this task.  These will be delivered verbally so you will need to listen carefully and take notes.  You will need to produce an agenda for the meeting, a covering letter to explain why the meeting has been called and suitably addresses envelopes.  You will also need to send a memo to the manager of the centre, giving details of what you have done and attaching an agenda.

Read out the information – students to make notes.  Allow them to seek clarification on instructions but don’t read it to them again
· Agenda
· Letter


you could break this up rather than speak it all at once
· Addresses
· Memo
2. Now that you have your instructions you need to organise yourself to complete the tasks set by the centre manager.  

· Create the agenda for the meeting

· Write the covering letter

· Address the envelopes (these will be given to you)
· Memo to Jan the Manager
You will be given a time limit for completing this task.  (P2 & P4)
3. As you are having the meeting at your local community centre you will also need to complete the booking form and order refreshments for your meeting.  
4. Write a commentary on what you have be asked to do and how you gone about completing this task.  (P2)
I would expect students to provide a few paragraphs describing what they did, any problems they had, if they had to seek clarification, what they might have done differently.  

Teacher use only 

(You are the manager of the cat protection league branch in Mansfield)
“Thanks for offering to help me with organising the meeting; I would like you to create an Agenda for our meeting the details are as follows:

It will be held on Monday 25th February at 10.00am. We will need to hold it Pleasley Landmark Centre near Mansfield.  We need to invite all committee members Barry, Jackie and Steve as well as you and I of course.

The items for discussion will be 1. Allocation of funding, 2 the volunteers and paid staff, 3 the fund rising events, 4, Recent advertising campaign – the results, 5 AOB
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

I also need you to type up a letter to go with the agenda because it is not our regular meeting.  Could please type up the following: …

Dear …

As you are aware we have been offered a substantial sum of money for our centre.  With this in mind I feel it necessary to call a meeting to discuss the allocation of funds to various areas of the centre.  This is really excellent news and I would be grateful if you could attend the meeting.  I enclose an agenda for the meeting. Please note that we have had a change of venue on this occasion and refreshment will be provided.  

Yours …

Jan Hartley-Shaw

(Manager: Cat Protection League, Mansfield) 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Could you please organise the envelopes too, don’t seal them though because I will need to sign the letters.  

Just in case you are not sure Barry’s surname is Sweet and his address is, 37 Cambria Road, Mansfield, NG19 7RW.  Jackie’s surname is Brent and her address is 16 Swallow Bank, Mansfield Notts, NG18 6DY, Steve’s surname is Carter and his address is 46 Chesterfield Road North, Mansfield Notts, NG19 7JQ.  
_ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

I have made enquiries at Pleasley Land mark Centre, they have pencilled us in the diary but we need to send in a booking form.  Could you please complete form and order refreshments for the group?  Could you also sort an envelope out for the form too please?

Its is kind of you to offer your help, thanks so much I know you are busy but could you please have this done for … – could you send me memo to let me know what you have done.  Thank you.
BTEC First Certificate in Business
Responding to Oral Instructions (student copy)
Assessment criteria:

Pass 2: Respond to oral instructions conveying a series of routine business tasks

Pass 4: Produce three documents of different types to support straightforward business tasks
Assessment tasKs
You are part of a group of people who are involved with the local branch of the Cat Protection League.  The Cat Protection League is a charitable organisation that protects, cares for and re-homes cats.  The group have just been awarded a large sum of money in order to improve facilities for the centre.

You have volunteered to help organise a meeting for your group.  Your task is to listen and respond to instructions given to you by the centre manager.  You will need to listen carefully to the instructions and take notes – you will get this information once only, although you can clarify information. You will also produce the documents required by the manager and provide a summary of what you did and how you performed.
Task 2:
Responding to Oral Instructions 
1. Your teacher will give you the instructions for completing this task.  These will be delivered verbally so you will need to listen carefully and take notes.  You will need to produce an agenda for the meeting, a covering letter to explain why the meeting has been called and suitably addresses envelopes.  You will also need to send a memo to the manager of the centre, giving details of what you have done and attaching an agenda.

You are now ready to do this listening task

2. Now that you have your instructions you need to organise yourself to complete the tasks set by the centre manager.  

· Create the agenda for the meeting

· Write the covering letter

· Address the envelopes (these will be given to you)

· Memo to Jan the Manager

You will be given a time limit for completing this task.  (P2 & P4)
3. As you are having the meeting at your local community centre you will also need to complete the booking form and order refreshments for your meeting.  

4. Write a commentary on what you have be asked to do and how you gone about completing this task.  (P2)

Deadline: __________________________________
BTEC First Certificate in Business
 ,

Making a contribution to a meeting 

Assessment criteria:
Pass 3: make an individual contribution to a group discussion relating to business tasks and record the outcomes of the discussion 
Pass 4: produce three documents of different types to support straightforward business tasks
Assessment tasKs
You are part of a group of people who are involved with the local branch of the Cat Protection League.  The Cat Protection League is a charitable organisation that protects, cares for and re-homes cats.  The group have just been awarded a large sum of money in order to improve facilities for the centre.

You are required to take part in a meeting to discuss allocation of the recently acquired funding of 

£20, 000.  You will each be given a scenario and a character.  Your task is to put your case forward, listen to other cases and as a group decide how to allocate the funds

Task 3: The Meeting 


5. Your teacher will give you the instructions for completing this task.  You will need to work in groups of 4 for this task. 

Group members are as follows: -

· Barry – marketing (chairperson)

· Jackie – fund raising

· Steve – property manager

· James – Personnel 

Your group should decide the roles and read the appropriate scenario. You should make notes so that you are clear what you are going to do.

You are now ready to hold your meeting
6. Holding the meeting – you teacher will tell you when and where this will take place. You should bring your agenda and note paper& pen.  Your contribution will be assessed for P3
You should now conduct your meeting following the agenda items.  Each person will present their case to the group.  You should take notes of what is said by each person when you are not talking.  

7. Now that you have conducted your meeting you should type up the minutes of the meeting (P4)
Task 3 Deadline: __________________________

Barry Sweet:  

You are the chairperson and in charge of marketing.  It is your job to see that the centre is well publicised in the local area.  You feel that not enough advertising has taken place, mainly because of the cost.  You have been disappointed with the response from previous advertising campaigns and feel that the grant could be put to go use in this area.  You have negotiated a full page spread in the Chad to highlight the centre and to encourage people to adopt a cat.  This will cost £1000.  Local radio adverts are another way of raising the profile of the centre; these will consist of 7 x 30 second adverts on Radio Mansfield at a cost of £1925.  You need to find out what potential customers think of the centre and you would like to do some market research.  A private company will do this at a cost of £4,000.

Jackie Brent:

You are in charge of fund raising.  As you are part of a charity you get no help from the government so all costs have to be met through donations.  Donations are slow with people contributing various amounts on an irregular basis.  You would like to set up a direct debit system where people can donate on a regular basis.  To set this up you will need to write to all regular donators.  Taking into consideration the time and cost of doing this you are hopeful that the funding will improve.  The cost of this will be £650.  You have been talking to Barry who has suggested a fund raising day.  You will hire a hall and provide various fun activities & refreshments. The cost of this will be £6000. However you think it will be worth it because you should at least get the money back or maybe more.

Steve Carter: 

You are the property manager.  You are responsible for all repairs, maintenance and renewal for the centre.  With an increase in the number of cats that you have there is not enough pens to keep then in.  Some pens have 2 cats.  You would like to redesign the pens making them 2 storeys so doubling the amount of pens.  As one of the volunteers owns a building company the cost of this will be £4500.  You also think that the storage area and reception needs reorganising and decorating.  You want to create an area where adopters can view and play with cats on a one to one basis. This area will need to be secure, comfortable, bright and modern.  The cost of this will be £2700 in total, £1000 for the reorganisation of the reception and store room and £1700.  

James Smith: 
You are in charge of organising volunteers.  It is your job to create the rota for volunteers based on when they can work at the centre.  At the moment volunteers do not get paid and offer their time free of charge to the centre.  However having spoken to some volunteers they said that they are often out of pocket because of the cost of transport to the centre.  This has meant that some volunteers have left.  You think that it is only fair the centre meets some of the cost of expenses. It may even encourage more volunteers.  You currently have 20 volunteers and would like to offer them £150 per year at a total cost of £3000.  You also need a part-time assistant to help with the administration side of the business.  You think 20 hours per week at an hourly rate of £6.00 would be appropriate.  The total cost of this would be 2880 per year.  

Unit 4: Business Communication

Witness Statement 

	Student Name:


	
	Date:

	Assessment Criteria 

assessed
	P3: make an individual contribution to a group discussion relating to business tasks and record the outcomes of the discussion 



	
	
	Comments:

	Did the student present their case 


	YES:  FORMCHECKBOX 

NO:    FORMCHECKBOX 


	

	Did the student answer questions (if appropriate)
	YES:  FORMCHECKBOX 

NO:    FORMCHECKBOX 


	

	Did the student make a contribution to the discussion in general


	YES:  FORMCHECKBOX 

NO:    FORMCHECKBOX 


	

	Did the student use effective verbal communication methods (ie, pitch, tone, volume, etc)


	YES:  FORMCHECKBOX 

NO:    FORMCHECKBOX 


	

	Overall comments on performance:



	Assessment criteria met


	YES:  FORMCHECKBOX 

NO:    FORMCHECKBOX 
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	Date:
	Position:



