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UNIT 5: People in organisations
Learning Outcomes

On completion of this unit a learner should:

1.
Know how to prepare for employment
2. Understand terms and conditions of employment
3. Know how working practices are developed 

4. Be able to plan career development
BTEC FIRST CERTIFICATE IN BUSINESS

UNIT 5 ASSIGNMENT: PEOPLE IN ORGANISATIONS
Scenario (part 1)

Peckham Supastores is a supermarket near the school. It was started 20 years ago by Mr Ahmed, who originally set up the business in a small shop. His wife and elder son worked in the shop with him at certain times of the day/week. For the first few years of the business, Mr Ahmed did all the other work himself. 
As the years went by the business became very successful and he had to take on more staff. Eventually he had to move to larger premises. As the business grew an organisational structure evolved – the current structure is shown below.

Task 1 (addresses P4)
Describe how working practices at Peckham Supastores have developed by completing the tasks below.

a) Describe the current organisational structure and the range of job roles. How do they differ from the original structure and job roles?

b) Choose four of the jobs. What are the personal attributes that are necessary for the different jobs?

c) Why is team working important if the supermarket is going to continue to be successful? 
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Task 2 (addresses P1)

In the South London Press you have seen an advert for a delicatessen assistant and for a shelf stacker at Peckham Supastores.

a) Discuss with your teacher and two friends/family members which of the two jobs they think you would be best suited to and why.

b) Explain, with reference to your knowledge and skills, which of the two jobs you would be most suited to. You should refer to the advice you have been given and also use your own opinions.  
c) Prepare a CV that you will use to apply for the job.   

Task 3 (addresses P2)

Complete the application form on the following pages for your chosen job, which you will send in with the CV you produced in Task 2. Then write a covering letter to go with it.
PECKHAM SUPASTORES
	JOB APPLICATION FORM                                          (please write clearly in black ink or type)


	Title of the post applied for: 


	PERSONAL DETAILS (BLOCK CAPITALS PLEASE)

	Surname:                                                                       Forenames: 

(Mr/Mrs/Ms)

	Address:


	Age:

	
	Date of Birth:

	
	Tel no (home)

	
	Mobile no:

	
	E mail address:


	EDUCATION 

	Secondary schools; colleges, university
	Dates
	Exams taken
	Date 
	Result/grades

	
	From 
	To 
	
	
	


	MOST RECENT EMPLOYMENT

	Name and address of employer
	Position held
	Dates

	
	
	From 
	 To 


	RELEVANT EXPERIENCE

	Please say why you are applying for this post, outline aspects of your experience and give details of any particular achievements which you consider relevant to this application.



	OTHER INFORMATION 

	What activities outside work interest you?


	Do you hold a current UK driving licence?   Yes/No       
	Do you own a car?    Yes/No

	Health 

Please state the number of days of sickness absence in the last 2 years: 

	DISABILITY DESCRIMINATION ACT 1995

Are there any adjustments which you think that we could make to overcome a disability in relation to the essential requirements of this job?      Yes/No
If yes, please provide further details (please use a continuation sheet if necessary)



	REHABILITATION OF OFFENDERS ACT 1974

Tick the box on the right if you do not have any unspent criminal convictions.       


	REFERENCES
	

	Names and addresses of two referees
	

	Tel no:                          e mail address:
	Tel no:                          e mail address

	Please indicate if we can contact them prior to interview
	Yes/No


	DECLARATION

	I declare that the information given is true and correct. I give my consent to my referees being contacted as indicated and for my details of any sickness absence over the last two years to be obtained. 
Signed ……………………………        Date …………………..    Name…………………………………………………….



	Thank you for completing this application. Please return to:

Peckham Supastores                                                                       

Personnel Section, 

1115, Peckham Boulevard,

Peckham 

London SE15 5DZ


Task 4 (addresses P3, M1 and D1)
You have been offered the job. Read the terms and conditions below that you will be asked to sign.

a) Describe in your own words the terms and conditions of the Peckham Supastores contract of employment.

b) Identify the key pieces of legislation that are relevant to these terms and conditions of employment, and describe the main features of this legislation.


c) Why do you think that terms and conditions of employment are important to both employers and employees? (M1)

d) Using examples analyse the implications of terms and conditions of employment. (D1)

Statement of Main Terms and Conditions of Employment
The particulars set out below detail the main terms and conditions of your employment with Peckham Supastores, which is referred to in this document as the Employer.
This statement is issued to you in accordance with the requirements of the Employment Rights Act 1996 as amended. 

· Employee’s Name: ____________________________________________

· Job Title:   Delicatessen Assistant /Shelf Stacker (delete as applicable)

· Place of Work: Peckham Supastores, 1115, Peckham Boulevard, Peckham.

· Date Employment began:______________________

· Salary/Pay: £7 per hour. You will be paid monthly in arrears on the 21st of each month.

· Salary/Pay Review: January 1st each year. 

· Hours of Work: 9am – 5 pm Monday to Friday inclusive. Employees are entitles to a lunch break (unpaid) of one hour as well as two paid breaks of 15 minutes per day.

· Overtime: one and a half times basic hourly pay.

· Holidays: 20 days holiday per full calendar year work, plus Bank and Public Holidays.

· Pension: see separate pension leaflet.

· Maternity/Paternity Rights: your rights under current legislation will be respected – for details see Human Resources Department
· Period of Notice: during the first three months, the employee is on probation, and can be dismissed with one week’s notice, or give one week’s notice. Thereafter notice on both sides is four weeks. 

· Sickness Absence:  if you cannot work because of sickness, you will be paid full pay for up to 7 days, thereafter half pay for 7 days.
· Health and Safety: it is your responsibility to work safely; all accidents must be reported immediately to the Health and Safety Officer and reported in the Accident Book.

· Grievance Procedure: if you have a grievance, you should proceed in accordance with the grievance procedure which is set out in the staff handbook. 
· Disciplinary Procedure: this is set out in the staff handbook.

· Appearance/ Uniform: the wearing on the Peckham Supastores uniform is compulsory.  Two uniforms will be supplied free of charge to the employee. Employees with hair longer than chin level must wear their hair tied back.  
Signed by Employee: ___________________________________

Signed by Employer: ___________________________________

Date: ________________
Scenario (part 2) 

Peckham Supastores regularly reviews feedback from customers. It also seeks the views of its employees on customer service matters. 

Some of the problems that have arisen include:

1. At the store entrance, there are too few shopping baskets, and any available trolleys are of the wrong type. The store has a problem persuading customers to return them to the trolley park at the main shop entrance. 

2. Staff are seen as unhelpful e.g. checkout operators do not know the location of items in the aisles, shelf stackers are still stacking shelves when the store opens and some younger staff are offhand in their dealings with the public. 

3. Shoppers want a wider range of services rather than just being able to buy food and household goods. They point out the Lottery kiosks, newspaper stalls, shoe repairers, cash points and a wide range of other services/facilities are provided by other stores. 
4. No allowances are made for shoppers who have mobility problems or small children or who speak little English.

You have been asked as one of a group of 4 junior employees to consider these problems and to make some suggestions to take to the monthly ‘Customers Come First’ meeting to which all staff contribute ideas. You have your own ideas and experiences that come from working in the store, from being a shopper in different stores and from listening to parents’ and friends’ experiences of shopping. Yo uwill offer a younger perspective on these problems. 

Task 5 

As a group you must:

· Arrange, organise and conduct the meetings to discuss these ideas with the three other junior employees;

· Decide who will chair the meetings and who will make a record of what was said;

· Identify possible additional problems from own experiences that are not identified in the list above;

Task 6 (addresses P4 and D2)
Individually, you must now produce a report in which you reflect on how you worked together as a team to complete Task 5. 
a) Prepare an agreed written summary of the group’s views on the four problems given above, to take to the monthly meeting together with some suggestions for improvements that the store could make. (P4)
b) Describe how the working practices of the group were developed. (P4)
c) Explain the importance of team working and identify your personal attributes when working in a group. (P4)
d) Evaluate how your personal attributes and team working abilities contributed to the working practices of the group. (D2)
For guidance on writing this report see the next page.

Guidance for Task 6

The report will focus on key points and some sections will be brief. However, it is recommended that you:
· Identify the working practices of the group in which you explain their importance and comment on how the group:

· arranged, organised and conducted meetings to discuss these ideas.

· decided how to allocate the roles of chair and record-keeper.

· Identified possible additional problems from your own experiences that are not identified on the list above. 
· Prepared an agreed summary of the group’s views on the four problems given above, to take to the monthly meeting together with some suggestions for improvements that the store could make (this will be a written summary).

· Researched the allocated complaint plus one of the additional complaints contributed by group members.

· Identify and comment on the effectiveness of the contributions of your fellow group members.

· Indicate why team work is an important way of finding solutions to work problems such as those identified in the Peckham Supastores task.

· Assess how effective the meetings and presentation were by listing what went well and what went badly.

· State how and why you would organise and do things differently the next time you are given a group task.

· Evaluate your personal attributes as a team worker in undertaking the Peckham Supastores task.

Task 7 (addresses M2 and M3)
Include a second section in your report in which you:
a) Select two organisations. Compare and contrast the organisational structures and job roles within the two organisations. (this part addresses M2).

b) Explain the importance of team working and personal attributes in two organisations. (this part addresses M3).
Task 8 (addresses P5)
Your manager thinks that you have done very well in your post so far, and the store is thinking of expanding again. Your manager thinks that you may be ready for promotion. He has asked you to produce a Personal Development Plan.  He does not expect a complex document, but he expects it to be well thought-out, realistic and for you to be evaluative.
He has suggested that you use the following headings:

· ‘where am I now and what skills do I have’?

· ‘where do I want to be in the future and what skills will I need’?

· ‘who can help me’?

· plan for action with SMART targets.

· ‘what have I achieved so far’?






























Shelf stacker (x6)





Delicatessen assistant (x1)





Home delivery driver (x1)





Cigarette and lottery assistant (x1) 





Warehouse assistant 





Checkout assistant (x6)





Finance manager





Store manager





Human resources manager





Managing director 








