WALLASEY SIXTH FORM CONSORTIUM
	Course:

BTEC First Diploma in Business Level 2


	Awarding Body: 
Edexcel


	Unit:


People in Organisations


	Tutor:

A Gorman
        Student:



	General

Expectations

	You will be expected to:

· Produce a portfolio of work.

· Carry out and keep record of all independent research.

· Present your work in the most appropriate way.

· Meet set deadlines. 
· Bring all relevant work to all of your lessons.

· Attend all lessons.


SCENARIO

You have just started a new job at an employment agency as a Recruitment Consultant. Your work involves matching job seekers to businesses with vacancies to fill. You work closely with people looking for jobs, identifying their skills and qualities and matching them to suitable jobs. You also give advice on career development. In addition, you work closely with businesses. 
It is important that you understand how businesses are set up and how the vacancies they have to fill, fit into the organisational structure. – So that you can match the best people to the jobs. Therefore your manager has given you a series of tasks to do as part of your induction training.
	Task 1


	FINDING SUITABLE JOBS
Before you can begin to help others to find suitable jobs. It is important that you understand how to identify skills, qualities and qualifications that a person must have and match them to appropriate jobs. Your boss wants you to consider your own skills and qualities and match them to an appropriate job – as part of your training.


	Achieved

	P1



	A


	You must make an appointment with the Connexions advisor. You must attend an interview with the advisor and provide a record of any advice given.


	

	B


	Visit the website www.fasttomato.com and complete all the sections of the profile called about me. You must write a paragraph summarising your findings.


	

	C


	Find out what a CV is, what it means and what it is for. Then produce and up to date CV.


	

	D


	Identify possible job opportunities open to you (you can presume you have successfully completed your BTEC).

To help you, visit www.connexions-direct.co.uk and go to the jobs4u database. Also you can use www.careersnorthwest.com and go to the job search link.

You must then provide the details for one job that you can apply for.


	

	P2



	E


	Obtain an application form for the job you have identified that you are interested in. You must then fill it in properly and write a paragraph saying why this is the job that appealed to you.


	


Deadline: _______________________________________



	Task 2


	TERMS AND CONDITIONS OF EMPLOYMENT
As part of your role as a recruitment consultant it is important that you fully understand the terms and conditions of employment, offered by employers. Your boss wants you to do some research into the terms and conditions offered by one business.


	Achieved

	P3



	A


	Here you must identify one business near you. It could be one that you work at, the school or even a local business to where you live. Once you have identified the business you must obtain a copy of the terms and conditions given to their employees.


	

	B


	Create a table which clearly explains the terms and conditions offered by the business. Here you will present back to the class and analyses the differences of the businesses.
Content

Detailed description

Payment terms

Notice and Termination

Redundancy

Union Membership

Disciplinary Procedures

Grievance Procedures

Annual Leave

Maternity/Paternity leave


	

	M1


	C


	Explain the importance of terms and conditions of employment.
	

	D1


	

	D


	Describe the advantages and disadvantages of giving staff terms and conditions of employment. You must provide examples to explain your points.

	


Deadline: _______________________________________



	Task 3


	WORKING PRACTICES

Your role involves working closely with businesses. It is important that you understand how they are set up and how the vacancies they have to fill fit into an organisations structure. Meaning you can match the best people to the relevant jobs. Your line manager has asked you to research two businesses.


	Achieved

	P4



	A


	Produce an organisational chart for each business.
	

	B


	You need to find out what the different types of organisational structure are. Then you need to explain what type of organisational structure each one is.


	

	C


	Explain what departments (functions) each business is divided up into and give examples of the job roles that work in each department.


	

	M2



	D


	Create a table to compare and contrast (similarities and differences) the organisational structures and job roles.

The table should contain the following information:

Business 1

Business 2

Similarities

Differences

Description of the organisational structure

Description of the organisational structure

Examples of job roles

Examples of job roles


	


	Task 3

Cont’d


	You need to understand the importance of team work in an organisation as well as the contributions that individuals make to the success of a business. To help understand this, your boss has asked you to do the following.
	

	M3



	A


	Describe how two different business organisations use team work.
	

	B


	Explain how organising staff into teams helps to contribute to the success of each business.


	

	C


	Describe how the skills and attributes of individuals can contribute to the success of each business. You must support your answer with examples. You may also wish to consider verbal and written communication skills, the ability to follow instructions, punctuality, honesty and observing confidentiality.


	

	D2


	D


	Evaluate how personal attributes and team working contribute to working practices. You need to consider how important these things are to the success of a business.


	


Deadline: _______________________________________



	Task 4

	CAREER DEVELOPMENT PLANS

Your role as a recruitment consultant will involve giving advice on career development. This focuses on important questions like, Where are you now? Where do you want to be? How do you get there?

	Achieved

	P5



	A


	Take part in a performance management review with your teacher. You must then summarise your findings.


	

	B


	Identify one type of employment you would be interested in doing and research the training requirements.


	


Deadline: _______________________________________
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