BTEC Unit 1
Business Purposes
Scheme of work

	Topic Area
	Topic Area
	Content
	Resources
	Approx Hours

	Understanding the purpose and ownership of business


	Purpose
	Supply of goods and services eg at a profit, free, at cost, for sale below cost


	
	1

	
	Ownership
	Sole trader; partnership; limited companies (private [ltd], public [plc]); charity; voluntary organisations; cooperatives; government.


	
	5

	
	Size
	Small; medium; large


	
	1

	
	Scale
	Local; regional; national; European and global organisations


	
	1

	
	Classification
	Primary, secondary & tertiary 


	
	1

	Understanding the business context in which organisations operate
	Role of government
	National; local; growth, full employment; inflation/deflation; surpluses; competitiveness; equality


	
	2

	
	Business environment characteristics
	Markets; trends (employment, income, growth); relative growth/decline by sector: decline of primary and secondary industries; growth of tertiary service industries; legal framework

	
	3


BTEC Unit 2
Business Organisations

Scheme of work

	Topic Area
	Topic Area
	Content
	Resources
	Approx Hours

	Be able to set business aims and objectives

	Aims and Objectives
	Missions, aims and objectives (SMART, purpose of, relationship with other businesses, failing to meet aims and objectives, business consequences. 

	
	3

	
	Sectors
	Government, private, public, not for profit, voluntary


	
	2

	Understanding the main functional areas in business organisations
	Functional areas
	Sales, production, purchasing; administration, customer service, distribution, finance, human resources, ICT, marketing, research and development (R and D); purposes of functional areas in supporting business aims and objectives; developing new markets; developing new products; using information technology to integrate functional areas


	
	6

	
	Links
	Relationships and interactions with other functional areas; external links (eg suppliers, customers, banks, government agencies); information flows; flows of goods and services

	
	3


BTEC Unit 17
Starting a Small Business

Scheme of work

	Topic Area
	Topic Area
	Content
	Resources
	Approx Hours

	Be able to present the initial business idea using relevant criteria. 


	Criteria
	Type e.g. new, purchase an existing business, franchise; aims; business planning; attractiveness of idea e.g. unique selling point, demand for new business, competitive edge; balancing personal/business needs; checking profitability; business trends; external influences e.g. commercial, political, local, national, international; self-esteem e.g. work for self, independence, power, achievement Identifying target market: e.g. market research, published research, sales forecasts, customers’ actions and choices, effect on business, competition, strengths and weaknesses, market trends; environmental issues.


	
	8

	Understanding the skills and personal development needed to run the business successfully
	Skills
	Skills: own contribution; technical/operational – relating to products/services, management, recording and checking performance of business, personal selling, administration, previous experience, strengths and weaknesses


	
	3

	
	Development
	Development: identify skills gap/shortages; professional help; training; planning; cost implications; accessibility; timescales


	
	3

	Know the legal and financial aspects that will affect the start up of the business
	Legal aspects
	legal status e.g. sole trader, partnership, limited company, co-operative; legal liabilities; trading terms and conditions; trading standards; licences; record keeping; resolving problems; national/local laws; regulations and bylaws; health and safety; fire regulations; licensing; liabilities; planning permission, contracts, duties and responsibilities; regulatory bodies; sources of advice


	
	4

	
	Financial aspects
	Personal survival budget; cost of premises, equipment and supplies; running costs; employing staff; pricing policy; break even; cash flow forecasting; profit and loss budgets/accounts; sources of finance eg grants, loans, borrowing, sponsorship; record keeping.


	
	6

	Be able to produce an outline business start up proposal
	Creation of a business plan
	Models; reviewing information and ideas; setting targets and goals; purpose of plan; components (type of business, market, human/physical/financial resources, financial and profit forecasts, growth and development, contingencies)

	
	6


BTEC Unit 18
Working in Business Teams

Scheme of work

	Topic Area
	Topic Area
	Content
	Resources
	Approx Hours

	Understand what makes an effective team


	Team:
	Difference between a group and a team; the potential for high performance; types of team eg work teams, project teams, cross functional teams, interdependent teams; stages in team development eg forming, norming, storming, performing, transforming; team roles eg Belbin’s team role theory, differences between the roles, contribution of each role to the team.
	
	

	
	Effective team
	Characteristics eg culture, united in a common purpose, trust each other, committed, open with each other, accepting consensus decisions, supporting each other, dependent on each other, working with conflict.
	
	

	
	Benefits of team working:
	For the organisation eg making best use of people’s strengths, better internal communication, increased efficiency and productivity, less duplication of tasks, less risk by sharing work, more flexible workforce; for the individual, eg opportunities to stretch talents and take on new responsibilities, increased motivation, opportunities for creativity and initiative. 
	
	

	Be able to work effectively in a team
	Work Effectively
	showing a positive attitude, respecting others, taking responsibility for own work, clarifying objectives, agreeing tasks, supporting other team members, encouraging other team members to recommend improvements, being receptive to feedback, recognising and dealing with conflict situations; communicating effectively eg listening and speaking skills, body language, assertiveness.
	
	

	
	Barriers to effective performance
	lack of commitment eg leader, team member; poor communication; lack of appropriate skills; resource issues eg financial, physical, staff; personal factors eg challenges to authority, conflict between team members.
	
	

	Know the role of a team leader
	Leadership
	Definition; leader’s role to meet team, task and individual needs (Adair); leadership styles eg autocratic, persuasive, consultative, participative; motivation theories eg Maslow, McGregor, Herzberg.

	
	

	
	Attributes of a team leader
	Setting objectives, good communication eg active listening, questioning,

handling conflict; leading by example; showing respect, valuing people, encouraging and supporting other members; showing integrity, fairness and consistency in decision making; offering minimal criticism, giving feedback and recognition.
	
	

	
	Role of team leader
	Responsibilities eg delegation of tasks, ensuring organisational needs are met, maintaining quality standards; integration of leadership practices into day-to-day team leading role; mechanisms for integration eg team meetings, one-to-one meetings, informal contact, allocation of work
	
	


