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Introduction

The aim of this pack is to provide exemplar student activities to assist in the delivery of the Business Management course at Intermediate 1, and to help prepare students for both the internal and external assessment.

This introduction explains the nature of the exemplar activities and gives some brief advice on how they might be used. It is followed by a summary of the exemplar activities, and how they relate to the course content.

The activities have been grouped into sections (labelled A–S), each of which relates to a major area of course content.

The activities have been described using the following terms:

· Questions – these are conventional questions that require answers from students. In most cases they are designed to be completed individually. Suggested solutions are provided.

· Exercises – in broad terms, these are tasks for students. In some cases, they result in specific answers (which are provided) but in others no single approach is appropriate (e.g. an investigation).

· Group activities – these are exercises designed to be carried out by groups of students. 
· Mini case studies – these contain short stimulus material in case study format and some accompanying questions and/or exercises.

· Case studies – these have more substantial stimulus material but also are accompanied by questions and/or exercises.

· Case study exercises – some of the ICT activities consist of practical exercises built around a case study (e.g. database work).

The above classifications are intended as a guide to the type of activity.

The activities have been designed to be used in a variety of different ways. Thus, the questions may be suitable in the early stages of a topic where students could be referred to textbook or hand-out material as a possible source of suitable answers. Alternatively, the questions could be used for revision purposes prior to internal or external assessment. Case studies may be valuable at the later stages of a topic as a way of integrating the various aspects involved within it. If desired, it would be possible to use the case 

studies and questions as the basis for homework. Some of the exercises could be used as a way of managing different learning sets if a teaching group consisted of students following a course at more than one level.

Summary of activities 

The following tables list the exemplar activities contained in this pack. It is based on the main headings which appear in the section on Course Content in the Arrangements document. Each exemplar activity has an identification reference and the table also gives details on the specific area of content.

In a number of cases, the material covers more than one aspect of the course content. Where possible, this has been shown. Overall, however, the classification should be treated as a broad, general guide to the subject matter of each item.

Business in Society (Int 1)
	Activity
	Content area
	Nature of item

	Role of business in contemporary society

	A1–4
	Wealth creation
	Questions, exercises, group activities

	A5–6
	Production and consumption
	Questions, exercises

	A7
	Satisfaction of human wants
	Questions, exercises

	A8–10
	Production and consumption
	Questions, exercises

	A11–13
	Satisfaction of human wants
	Questions, exercises

	A14–15
	Production and consumption
	Questions, exercises

	Types of business organisation

	B1
	Self-employed sole trader
	Case study

	B2
	Types of business organisation
	Exercise

	B3
	Limited companies
	Case study

	B4–5
	Types of business organisation
	Questions, exercises

	B6
	Types of business organisation
	Case study

	B7–11
	Types of business organisation
	Questions, exercises

	B12
	Public sector
	Group exercise

	B13–14
	Charities
	Questions, case studies

	Sources of finance

	C1
	Sources of finance
	Questions

	C2
	Sources of finance
	Exercise

	C3–4
	Sources of finance
	Questions

	C5
	Sources of finance
	Case study

	C6
	Sources of finance
	Exercise

	Objectives

	D1–4
	Objectives
	Questions, exercises

	The role of the entrepreneur

	E1–3
	Role of the entrepreneur
	Questions, case study

	The changing nature of business

	F1–9
	Changes in the business environment
	Questions, exercises, case study

	Stakeholders

	G1–2
	Stakeholders
	Questions, exercises

	G3
	Stakeholders
	Case study

	G4
	Stakeholders
	Exercise

	G5
	Stakeholders
	Case study

	Miscellaneous

	H1–2
	Social responsibility
	Case study, group exercises

	H3–4
	Change
	Case study, group exercises


Business Activities (Int 1)

	Marketing

	I 1–3
	Marketing concept
	Questions, exercises

	I 4–8
	Market research
	Case studies, questions, exercises

	I 9–11
	Marketing mix
	Exercises, questions

	I 12–15
	Marketing mix
	Group work

	I 16–18
	Marketing mix
	Exercises, questions

	I 19
	Marketing mix
	Case study

	I 20–21
	Marketing mix
	Questions

	I 22
	Marketing mix
	Group activity

	I 23
	Marketing mix
	Exercise

	Operations

	J1–2
	Sector/stages of production
	Questions

	J3–4
	Purchasing function
	Case study, exercises, form filling

	J5
	Production/automation
	Case study

	J6–12
	Production terms
	Questions

	J13
	Types of production
	Exercise

	J14–19
	Stock
	Questions

	Financial information

	K1–3
	Trading, profit and loss account and balance sheet.
	Questions

	Human resources

	L1–6
	Human resources
	Questions, exercises

	L7–9
	Training
	Case studies

	L10
	Appraisal
	Case study

	L11–14
	Methods of payment
	Exercises

	L15–17
	Legislation
	Exercises, case study


Information in Business (Int 1)

	Activity
	Content area
	Nature of item

	Sources of information

	M1–4
	Sources of information/users of information
	Exercises

	Types of information

	N1–9
	Written, pictorial, graphical, numerical
	Exercises, group exercises

	Uses of information in business

	O1–3
	Monitoring and control
	Exercises

	Users of information

	P1–2


	Sources and users of information
	Exercises

	Uses of information technology

	Q1
	Information processing
	Exercise

	Q2
	Personal computers
	Questions

	Q3–4
	Use of ICT
	Mini case studies

	Q5–6
	Uses of ICT
	Case studies

	Benefits and costs of information technology

	R1–2

R3 
	Advantages/disadvantages

Advantages/disadvantages
	Exercises

Case study

	Business software

	S1
	Terminology
	Exercise

	S2
	Hardware/software
	Exercise

	S3
	Spreadsheet – stock
	Spreadsheet exercise

	S4
	Spreadsheet – sales
	Spreadsheet exercise

	S5
	Spreadsheet – cash flow
	Spreadsheet exercise

	S6
	Database – Grangewood College
	Exercise

	S7
	Database – Hols: Costa del Sol
	Exercise


Business Decision Areas 

Business Activities (Intermediate 1)

I – Marketing

The marketing concept

1.
A market exists where buyers and sellers come together, exchanging money for either a good or service.


Copy out the table below and tick the column on the right if you think a market is being described. The first one has been done for you.
	
	Description of business activity
	Market?

	1.
	Neil Stuart deals in shares on the London Stock Exchange.
	(

	2.
	Adele Smith sells fresh flowers and household plants to customers from her own shop in the south side of Edinburgh.
	

	3.
	Ian, a driving instructor with the British School of Motoring, takes a pupil out for a lesson.
	

	4.
	Jean carries out her duties as a Personnel Manager in the Human Resources Department of a major supermarket chain.
	

	5.
	Bruce cuts a customer’s hair at Bruce’s Hair Design in the High Street.
	

	6.
	Sharon, a beauty therapist at Scoby Castle Health Farm, gives a client a scalp massage.
	


2. Read the following and answer the questions that follow.


‘Marketing is the management process involved in identifying, anticipating and satisfying consumer requirements.’ Marketing techniques are employed to:

· increase the profitability of a firm

· improve the image of a product

· target new markets

· maintain or increase an organisation’s market share.


(a)
Describe what is meant by the term ‘a market’ for a good or service.


(b)
Describe the main marketing technique used by organisations to ‘identify and anticipate a consumer requirement’.


(c)
Give two of the main objectives of carrying out the marketing function.

3. Collect some local newspapers. Pick out 10 businesses (five operating in the tertiary sector and five in the secondary sector).


Describe the market each business is trying to supply.
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Market research

4. Read the following case study and answer the questions which follow.

Case study

Moira and Marie (old friends from school) have decided to set up a small clothes shop in the west end of Dundee. 
Their friend Susan (who opened up a coffee shop last year) has advised them to carry out some market research before starting up the business. She tells them that it’s really important to do this.

(a)
Describe what is meant by the term ‘market research’.

(b)
Describe three things Moira and Marie would hope to find out from carrying out their research.

(c)
Moira thinks carrying out market research will not always provide the right answers. Do you agree with her? Give reasons for your answer.

(d)
Why do you think they have decided to set up their own business?

5. Read the following case study and answer the questions that follow.

Case study

A local bus company has heard the news that work on an ‘out of town’ retail park has been given the ‘go ahead’ by the council planning offices. The company wants to find out whether it would be profitable to set up some new bus routes between some of the town’s major housing estates/schemes and the new retail park.

Describe in detail how the bus company could find out whether or not people would be likely to use their bus service. You should describe at least two techniques that could be used to gather the information.
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6. Draw up a table similar to the one shown below. Complete the table by listing the advantages and disadvantages of each method of conducting a market research survey.

	Method
	Advantages
	Disadvantages

	Face-to-face interview – asking directly e.g. being stopped on the High Street
	
	

	Telephone interview
	
	

	Questionnaire sent to a person’s home
	
	


7. Market Research – what flavours and brands of crisps should we sell in the school/college tuck shop? Design a questionnaire to help you make your decision.

Make sure you:

· keep the questionnaire as short as possible

· make questions as clear as possible

· avoid using leading questions.

(b)
Decide on a suitable sample of people and hand out your questionnaire.

(c)
Analyse your results – these could be presented in the form of graphs, tables, etc.

8.
Desk research involves the use of secondary data. This is information that already exists in some form.

Field research involves collecting primary data. This is information that does not already exist.

Copy and complete the table below by placing a tick in the appropriate column to indicate whether desk or field research is being described.

	
	Desk research
	Field research

	Existing market research reports
	 
	

	Internal sales figures
	
	

	Questionnaire issued to sample of consumers
	
	

	Government publication e.g. census of population
	
	

	Personal interview
	
	

	Postal survey
	
	

	Observation of consumers’ buying habits in store
	
	

	Test marketing e.g. product tasting in store
	
	


The marketing mix

9.
The four ‘Ps’ of marketing are combined in order to sell a product or service.


Name and describe the four ‘Ps’ of marketing.

10.
Advertising is a way of increasing sales of goods and services. It is used not only to launch a product but also to keep a product’s name in the consumer’s mind.

(a)
The four pictures below give examples of places where advertisements might appear. List the four places in your jotter.
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List six more examples of places where advertisements can appear.

(b)
Using the ten examples in your jotter, decide which form of



advertising is:


(i)
the most expensive


(ii)
the cheapest. 
11.
(a)
Collect eight examples from newspapers, magazines or other printed material which illustrate ways in which a product is being promoted. Cut these out and paste them on to a piece of paper/into your jotter.


(b)
Choose your favourite advertisement and in a few sentences describe why you think it is a good advertisement.

12.
This task should be carried out over the time period specified by your teacher. In your group, appoint a spokesperson to report back your findings to the rest of the class.

(a) Carry out research to identify which products are advertised on any of the following channels between 7 pm and 9 pm on week days. (ITV/STV; Channel 4; Channel 5). You should identify a minimum of four products/services.

(b) Which organisations make the products you have chosen in (4a) above? 
(c) Do you know of any other places where these products are advertised? If so, where?

(d) Can you think of any other products on the market which compete with the ones you have chosen in (4a) above? If so, what are they and who produces them?

(e) What sort of customer do you think the advertising mentioned in (4a) above is targeted at? Why do you think the company targets this group of customers?

(f) Are any ‘gimmicks’ (e.g. slogans, free offers, etc.) used to catch people’s attention to the advertisements you have chosen?
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13.
This task should be carried out over the time period specified by your teacher. In your group, appoint a spokesperson to report back your findings to the rest of the class.

(a) List the offers currently available on packets of crisps, sweets, chocolate bars0, etc. (e.g. competitions, money back, extra quantities).

(b) Who manufactures the products you have identified in (5a) above?

(c) Describe the influence these offers may have had on the people who buy the products.

14.
In your group, appoint a spokesperson to report back your findings.
	Advertising aims to persuade and inform.


Discuss and decide which methods of advertising and promotion you think would be most suitable for:

(a) a small local hairdresser 

(b) a local plumber or newsagent

(c) a bank

(d) the sale of a second-hand exercise bike

(e) the introduction of a new ‘washing up’ liquid

(f) a new teenage magazine.

(Give reasons for your answers.)

15.
Apart from advertising on TV, in newspapers, etc., how else might organisations go about promoting their name?
16.
Copy out the table. Match the retail outlets in the word bank to the definitions in the table given below.

	Description
	Retail outlet

	A collection of rented stalls selling a wide range of goods
	

	A small shop – often a sole trader form of business
	

	A coin operated machine – supplies drinks, chocolate, etc.; found in schools, colleges, railway stations
	

	Large shops, found in town centres: Harrods and Debenhams are well-known examples.
	

	A collection of shops, often under one roof, usually outside towns, e.g. Metro Centre
	

	Located on the outskirts of town often in industrial estates, e.g. B&Q
	

	Large shops with a floor area of more than 2000 sq ft selling food and other household items, e.g. Tesco
	


Word bank

	supermarket
	department store
	shopping mall
	independent

	market
	discount warehouse
	vending machine
	


17.
Over recent years there has been a sharp increase in the number of people shopping from home. 
(a)
Name two well-known High Street stores that offer a home shopping service.

(b)
Why do you think there has been a growth in the ‘home shopping/mail order’ market?

18.
(a)
Name and describe two ways in which a firm can sell direct to the consumer – i.e. without using any middlemen.


(b)
Give two advantages and two disadvantages of selling products in this way.

19.
Read the following case study and answer the questions which follow.

Case study

Small independent ‘corner shops’, e.g. newsagents, can still be found in the suburbs of large cities and in small village communities. The owners of these businesses normally purchase their stock at cash and carry wholesalers and sell the goods on to consumers at prices which are around 10–15% higher than those charged by the supermarkets.

(a) Describe what is meant by the term ‘wholesaler’.

(b) Give two reasons why the owners of a ‘corner shop’ charge prices of up to 15% higher than those in a supermarket.

(c) Give one reason why consumers are still prepared to go to their ‘corner shop’.

20.
(a)
Describe what is meant by the term Product Life Cycle.


(b)
At which stage are the following products in the Product Life Cycle?



(i)
digital TVs


(iii)
Mars Bars


(ii)
camcorders


(iv)
black and white TVs







21.
Sony, Ford and Cadbury are examples of well-known brands.

(a) Name two products made by each of these organisations. 
(b) Why are consumers more willing to pay a higher price for a branded product?

(c) Many well-known brands have an advertising slogan/catchphrase.


Copy out and complete the following slogans:


A Mars a day ............


Take a break have a ..........


Beanz meanz ..............

(d)
List five other well-known catchphrases/slogans or names of personalities used to promote a product.

22.
You will be organised into groups of six for this task. You are all employed in the Sales and Marketing Department of Thorburn Chocolates – an organisation with a sound reputation. Mr Blythe, the Production Manager, has sent you a note telling you far too many strawberry creams have been produced.


Your task is to devise a method of selling off the excess stock of strawberry creams before they pass their sell-by date. Valentine’s Day is approaching and this is seen as an ideal time to get rid of the excess stock.


Your task

(a) Devise a name for your proposed product.

(b) Provide or describe a sample of the packaging to be used.

(c) Provide a clear description of the market you intend to target.

(d) Provide a catchy advertising slogan for your product e.g. ‘Strawberry creams will fulfil your dreams!’
You have 25 minutes to complete this task.

23.
Rewrite the following passage filling in the blanks using the words from the word bank.

Marketing involves identifying, ...................... and satisfying consumer requirements. ............. ..................... is used to identify which goods and services a consumer wants. Desk research involves studying ...................... information e.g. government statistics, sales figures, trade association information etc. Field Research involves gathering ........... information e.g. by observation, ............................... etc. All products go through a number of stages, known as the .................... .................. ....................

Word bank
	anticipating
	Market Research
	existing

	questionnaires
	Product Life Cycle
	new


I – Marketing – suggested solutions

The marketing concept

	1.
	Description of business activity
	Market?

	
	Neil Stuart deals in shares on the London Stock Exchange.
	(

	
	Adele Smith sells fresh flowers and household plants to customers from her own shop in the south side of Edinburgh.
	(

	
	Ian, a driving instructor with the British School of Motoring, takes a pupil out for a lesson.
	(

	
	Jean carries out her duties as a Personnel Manager in the Human Resources Department of a major supermarket chain.
	

	
	Bruce cuts a customer’s hair at Bruce’s Hair Design in the High Street.
	(

	
	Sharon, a beauty therapist at Scoby Castle Health Farm, gives a client a scalp massage.
	(


2.
(a)
A market exists when there is a number of people willing to buy, and offering to sell, a particular product or service.


(b)
Market research is used to find out what people want. It involves gathering primary or secondary information on consumers’ buying habits and lifestyles and enables sensible marketing and production decisions to be made.


(c)
To ensure the (i) survival of a firm; (ii) growth of a firm; (iii) to target new markets; (iv) to increase a firm’s market share (v) to increase the profitability of a firm; (vi) to improve the image of a product.

3.
Students will have their own solutions.

Market research

4.
(a)
Market research is a technique used to find out what people want. It involves gathering primary or secondary information on consumers’ buying habits and lifestyles and enables sensible marketing and production decisions to be made.


(b)
Who would buy their product (i.e. if a market did exist for their idea)



The type of clothes people would want to purchase from their shop



The price range people would be prepared to pay for a garment


(c)
Students will have their own solutions e.g. consumers giving what they see as being acceptable answers to market researchers - i.e. they do not always tell the truth etc.

(d)
Spotted a gap in the market; looking for a challenge – any reasonable answer
5.
Market research – description of various techniques required:

Surveys


Questionnaires


Interviews etc.
	6.
	Method
	Advantage
	Disadvantage

	
	Face to face interview – asking directly e.g. being stopped on the High Street
	Direct contact is made with possible customers (social groups A, B, C, etc.)

Target group of say 500 can be easily met.
	People often say anything to get rid of the interviewer.

Expensive to operate. Difficult to get all social groups in small area.

	
	Telephone interview
	Direct contact possible.

Easy to take random sample by looking at phone book; fast response; more flexible than by post.
	As above; only a limited amount of information can be collected; the person has little time to think and information given may therefore be inaccurate. People tend to hang up phone on e.g. double glazing agents.

	
	Questionnaire – sent to a person’s home
	Incentive, such as free vouchers, may entice people to reply; relatively cheap to operate; people have time to think about their answers; it’s anonymous.
	People may disregard what they see as junk mail; questions may be too vague (there is no opportunity for check of understanding); difficult to know if the answers are true; little flexibility.


7.
(a)
Students will have their own solutions.

	8.
	
	Desk research
	Field research

	
	Existing market research reports
	(
	

	
	Internal sales figures
	(
	

	
	Questionnaire to sample of consumers
	
	(

	
	Government publication e.g. census
	(
	

	
	Personal interview
	
	(

	
	Postal survey
	
	(

	
	Observation of consumers’ buying habits 
	
	(

	
	Test marketing i.e. product tasting in store
	
	(


The marketing mix
9.
Price – the amount of money charged for the product or service – discounts, etc.

Product – the design, packaging, after-sales service of the good or service.
Promotion – advertising, publicity, display, etc.

Place – the channels of distribution used to transfer the product from producer to customer e.g. use of wholesalers and/or retailers, direct selling, etc.

10.
(a)
Television, newspapers, radio, mail drop, billboards, shop windows, magazines, sports shirts/jumpers (e.g. football strips), shopping bags, cinema

(b)
(i)
Television



(ii)
Shop window

11. Students will have their own solutions.

12. Students will have their own solutions.

13. Students will have their own solutions.

14.
(a)
local paper


(b)
shop window/local paper


(c)
mail drop


(d)
local paper


(e)
TV


(f)
TV

15.
Sponsorship, use of brand name
	16.
	Description
	Retail outlet

	
	A collection of rented stalls selling a wide range of goods
	Market

	
	A small shop – often a sole trader form of business
	Independent

	
	A coin operated machine – supplies drinks, chocolate, etc. Found in schools, college, railway stations
	Vending machine

	
	Large shops, found in town centres
	Department store

	
	A collection of shops under one roof, usually outside towns, e.g. Metro Centre
	Shopping mall

	
	Located on the outskirts of towns, often in industrial estates, e.g. B&Q
	Warehouse

	
	Large shops on one level with a floor area of more than 2000 sq ft
	Supermarket


17. (a)
Marks and Spencer, Next.


(b)
Convenience, good for people with busy lives, can pay the goods up, etc.

18. (a)
Internet shopping; mail order – catalogues used by consumer to order goods of their choice; door-to-door salespeople, e.g. Avon


(b)
Advantages


Cuts out middlemen.



Convenient for the consumer


Greater choice of goods

Disadvantages

Catalogues can be expensive for the firm to produce.

Consumer has the hassle of returning the product and in some cases has to pay postage.

19. (a)
Middleman between the manufacturer and the retailer

(b)
To cover costs


A higher price has to be charged because goods are not sold in bulk.

(c)
Convenience
20.
(a)
The stages through which a product passes – introduction, growth, maturity, decline.


(b)
(i) Growth; (ii) Maturity; (iii) Maturity; (iv) Decline.

	21.
	a)
	Sony
	Ford
	Cadbury

	
	
	Hi-fi
	Ford Ka
	Dairy Milk

	
	
	Walkman
	Ford Mondeo
	Strollers



(b)
Perceived as being of better quality



Better image



Unique


(c)
Helps you work rest and play



Kit Kat



Heinz


(d)
Finger Lickin’ Good; Eight out of ten owners said their cat preferred it; Pure Genius

22. Groups will have their own solutions.

23. Marketing involves identifying, anticipating and satisfying consumer requirements. Market research is used to identify which goods and services a consumer wants. Desk research involves studying existing information, e.g. government statistics, sales figures, trade association information, etc. Field Research involves gathering new information, e.g. by observation, questionnaires, etc. All products go through a number of stages, known as the Product Life Cycle. 
J – Operations 
1. Production can take place in three sectors of the economy. Give an example of one industry operating in each sector.

	
	Industry

	Primary Sector
	

	Secondary Sector
	

	Tertiary Sector
	


2.
(a)
All production or operation systems have three distinct phases: under each of the headings below state what each stage involves.

	Inputs

(Stage 1)
	Process

(Stage 2)
	Outputs

(Stage 3)



(b)
You are a manufacturer of small tables. State what each stage would involve in your business.

The next three questions refer to the manufacture of children’s clothing:

(c)
What must a company consider at Stage 1 of the production process?

(d)
In the Process stage, production depends on a number of factors – give three.

(e)
What is another name for Outputs?

The next three questions refer to a Keep Fit Gym.

(f)
What would Input mean to this type of organisation?

(g)
Describe what is involved in the Process stage.

(h)
What are the Outputs in this type of business?

	(i)
	Group work

	
	The diagram below shows the manufacturing process of woollen fleeces from farm to the sale of knitwear.


	
	Stage 1

Farm – woollen fleeces
	Stage 2

Factory – processing
	Stage 3

Retailer – selling jumpers

	
	In groups of three or four, study the diagram above and decide what is required at each stage. What are some of the value added activities carried out at each stage?

Compare your results with other groups in the class.
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3.
Carry out the following task in groups of three or four.

	Task

You are working in the Operations (Production) department of Peters Ltd, a firm which manufactures trousers and shirts for companies such as BHS, Marks and Spencer and a few smaller outlets.

You have received four quotations from potential suppliers and you have to decide, giving reasons, which company will be given the order to supply the raw materials for an urgent job that has to be completed in three weeks. 
(All quotes are subject to 17.5% VAT.)


	Quotation

No 1234

Black and White Plc

Malvern Works

PERTH

To supply:

400 m Blue Cotton £800

600 m Grey Flannel £1800

Less 5% Trade Discount

Delivery three weeks
	
	Quotation
No 5416

Jones and Moon Ltd

Clover Works

EDINBURGH

To supply:

400 m Blue Cotton £800

600 m Grey Flannel £1700

Delivery two/three days


	Quotation
No 8811

Walker Brothers

Davis Lane

ABERDEEN

To supply:

400 m Blue Cotton £750

600 m Grey Flannel £1600

Less 2.5% Trade Discount

Delivery – one week after receipt of order
	
	Quotation
No 3434

Armstrong and Jacks

Oakleaf Works

Glasgow Road

MOTHERWELL

To supply:

400 m Blue Cotton £850

600 m Grey Flannel £1700

Less 2.5% Trade Discount

Delivery two days


4.
This task should be completed individually. You should use the information from the Quotation decided on in Question 3.

(a) Complete an Order Form with the details from the quotation chosen, manually
or

(b) Complete the Order Form stored on disk.

	ORDER FORM

Peters Ltd

Kildonan Works

HAMILTON

Tel 0235 41387

Fax 0235 41388

	
	
	
	Order No 221

	To:
	
	Date:
	

	QUANTITY
	DESCRIPTION
	UNIT COST
	TOTAL COST

	Less Trade Discount

VAT @ 17.5%

TOTAL PRICE


	
	
	


5.
Describe what is meant by: 

(a) A capital good being produced by a company.

(b) A consumer good being produced by a company.

(c) Copy out the table below and tick the appropriate column to indicate whether the good being produced is a capital good or a consumer good. 

	Type of good
	Capital good
	Consumer good

	Office computer
	
	

	Television for home use
	
	

	Fork lift truck
	
	

	Domestic washing machine
	
	

	Robots in a factory
	
	


6. Describe what is meant by the following terms and give an example of a product produced in this way.
(a) Capital intensive 

(b) Labour intensive

7. Suggest one way a company could find out which items it would be best to produce.

8. Name three services a family could use when buying a house.

9. All production involves costs. Give three costs involved in producing table lamps.

10. In the Production department of a firm, what is meant by the term ‘stock’?


Give two examples of stock held in a company producing ladies’ shoes.

11. You are working in the stores of a small engineering firm. There are two welders, an electrician and an apprentice. Their main work involves repairing motor vehicles on behalf of a local garage.

	
	Max stock
	Min stock
	Stock in hand

	Item
	Level
	Level
	

	Welding rods (Pkt 50)
	150
	50
	30

	Fuses (5 amp)
	60
	10
	40

	Fuses (3 amp)
	80
	15
	70

	Fuses (13 amp)
	40
	5
	60

	Ear plugs (pairs)
	400
	100
	40

	Safety helmets
	5
	2
	6

	Safety goggles
	20
	4
	2

	Overalls (size 40)
	4
	2
	1

	Overalls (size 42)
	4
	2
	3

	Overalls (size 44/46)
	4
	2
	3

	Safety boots (size 8 pr)
	2
	1
	1

	Safety boots (size 9 pr)
	2
	1
	2

	Safety boots (size 10 pr)
	2
	1
	0


(a)
Explain what is meant by the following terms.
(i)
Maximum stock level

(ii)
Minimum stock

(iii)
Stock in hand
(b)
Study the above stock card and state where there may be problems with the current stock levels.

(c)
Why do you think that the firm has to carry a variety of sizes of boots and overalls?

(d)
There are a number of safety items on the stock list. Give two reasons for this.

12.
Complete the following passage by inserting the keywords given in the word bank at the bottom of the page.

A firm’s production process involves ........................... of the factors of production (land, labour, capital and enterprise) to achieve ..................... of a product. In many firms the work is broken down into a series of tasks which allows the workers (labour) to specialise – this process is known as being ............................ ...... ...................... Where a high percentage of machines is used in the production (operations) process, this is known as ............................... .............................. whereas when production involves using more workers than machines to produce the goods, this is known as being ............................. ....................................

Some firms – especially those in the construction industry – may be asked to produce a one-off item such as a bridge or ornamental iron gate for your house. This type of manufacture is known as .................. ........................ When a group of items is made together, for example bread in a bakery, this process is known as .......................... ......................... In very large firms where identical products are being made in very large amounts and where the worker is involved on an assembly line, this type of production is called ................... ................................... Today, lots of companies produce standard items, which allows production to continue 24 hours a day. This type of production is known as ................................ ................ .................................. .

Word bank

	line production
	batch production
	continuous flow production

	labour intensive
	capital intensive
	outputs

	division of labour
	job production
	inputs


13.
Complete the following table. You should give at least one advantage, one disadvantage and one example for each type of production.

	Type of production
	Advantage
	Disadvantage
	Product example

	Batch
	
	
	

	Job
	
	
	

	Flow
	
	
	


14.
What is the name given to the stocks held in reserve by a firm to cover unexpected production problems or even an increase in demand?

15.
If a company installs an automated assembly line, what type of production is taking place?

16.
When a company is very big it can take advantage of economies of scale. How will this affect its unit costs of production?

17.
What is the name given to a multi-purpose machine which can be programmed to carry out physical tasks in the workplace?
18.
Some large companies have units operating in more than one country. What is the name given to such a business?

19.
What is the term given to the time between ordering goods and when the goods are delivered? 

J – Operations – suggested solutions

1. (a)
Primary Sector – Farming, mining, tin-mining, oil drilling, fishing, gold-mining, etc


(b)
Secondary Sector – Manufacturing clothing, car assembly, house building, electronic wafers, etc


(c)
Tertiary Sector – Banking, insurance, hairdressing, accountancy, nursing, etc

2. (a)
Stage 1 – getting the resources, i.e. raw materials, together



Stage 2 – production process 



Stage 3 – finished goods


(b)
Stage 1 – bringing in wood from sawmill



Stage 2 – bringing together all materials to produce tables, i.e. wood, screws, glue, workers, etc.


Stage 3 – selling the finished tables to shops


(c)
Stage 1 – where to buy raw materials, i.e. clothing, reliable source, goods delivery times, discounts for bulk buying, etc.

(d)
Stage 2 – how to produce – capital/labour intensive, piece rate/bonus rates/overtime range – different lines or different days producing a variety of items


(e)
Finished goods


(f)
Members coming in to try and get fit or just to exercise


(g)
Using the machines for toning and exercise e.g. rowers, cycles, treadmills as well as toning machines and weights


(h)
Fitter members


(i)
Stage 1 – shearing the sheep



Stage 2 – cleaning, spinning and carding wool, dying wool, designing jumpers, making knitwear, etc.



Stage 3 – selling knitwear in shops/catalogues, etc

3. The quotations are for students to decide but the following are the costs:

Quotation 1234 – £2600 less 5% = £2470 – delivery three weeks

Quotation 5416 – £2500 no discount – delivery two to three days

Quotation 8811 – £2350 Discount 2.5% = £2291.25 – delivery one week after order

Quotation 3434 – £2550 discount 2.5% = £2486.25 – delivery two days – fast delivery, good quote, urgent order

4. The completion of the order will be based on the student’s choice of quotation.

5.
(a)
A capital good is one which will be sold to help in the production of other goods.


(b)
A consumer good is one which the company produces for the general public to use.

	(c)
	Type of good
	Capital good
	Consumer good

	
	Office computer
	(
	

	
	Television for home use
	
	(

	
	Fork lift truck
	(
	

	
	Domestic washing machine
	
	(

	
	Robots
	(
	


6 (a)
Capital intensive is where the majority of the production is done by machines. Examples of this include the car industry, the textile industry and the whisky industry.

(b)
Labour intensive is when the production of goods/services is carried out by a labour force rather than by machines. An example would be the hotel industry; retail industry.

7. It can carry out market research.

8. Services of an Estate Agent, Lawyer and Bank/Building Society
9 Production of table lamps: costs of raw materials, e.g. flex, glass/wood for lamps; wages; machinery
10.
Stock is the name given to the components which go into the product 
being made. In the case of ladies’ shoes this would be leather, laces, 
lining materials, buckles, dye, etc.
11.
(a)
(i)
Maximum stock level is the amount set by the firm which they believe is the most they should hold of that particular item.



(ii)
Minimum stock level is the very least stock that the firm believes it should hold. Stocks should not be allowed to fall below this level.



(iii)
Stock in hand is the amount of stock which the company has at any one time.


(b)
Welding rods



Ear plugs



Safety goggles



Overalls – size 40



Safety boots – size 10 


(c)
Various sizes are needed because not all workers will take the same size in boots and overalls.

(d)
An engineering firm is dealing with heavy metal and equipment and must therefore ensure their workers are safe. The Health and Safety at Work Act states that people must work in a safe environment.

12.
A firm’s production process involves inputs of the factors of production (land, labour, capital and enterprise) to achieve outputs of a product. In many firms the work is broken down into a series of tasks which allows the workers (labour) to specialise – this process is known as division of labour, Where a high percentage of machines is used in the production (operations) process, this is known as being capital intensive, whereas when production involves using more workers than machines to produce the goods, this is known as being labour intensive.


Some firms – especially those in the construction industry – may be asked to produce a one-off item such as a bridge or ornamental iron gate for your house. This type of manufacture is known as job production. When a group of items is made together, for example bread in a bakery, this process is known as batch production. In very 


large firms where identical products are being made in very large amounts and where the 
worker is involved on the assembly line, this type of production is called line production. Today, lots of companies produce standard items, which allows production to continue 24 hours a day. This type of production is known as continuous flow production.
13.
Batch
Advantages – Workers can specialise; unit cost is less than in



job production.



Disadvantages – Workers could get bored doing the same



thing when they specialise; storing of goods is expensive.



Products 



Bread in Asda in-store bakery



Rolls of wallpaper (batch number appears on wrapper)




Balls of wool (dye number on label)


Job 
Advantages – High quality work; unique product for customer


Disadvantages – Very expensive; labour intensive


Products



Designer wedding dress



Specially designed kitchen



House to own specification


Flow 
Advantages – Large quantities of identical items can be 


made, thus reducing unit cost; can operate 24 hours a day; all 


items
produced are standardised.



Disadvantages – Very capital intensive; expensive to start 


up; workers can get bored as the work is monotonous.


Products 


Fast-moving consumer goods, e.g. canned food and drink,

cars

14. Buffer stock

15. Mass production

16. Likely to be less

17. Robot

18. Multi-national

19. Lead time
K – Financial information

1.
Kirsty is a fully-qualified hairdresser with two salons operating in different parts of Grangewood.


The following table shows her financial statements for the two shops she operates.

	Trading, Profit and Loss Account for Year Ended 31 December

	
	High Street Salon
	East End Salon

	
	£
	£

	Sales
	40,000
	22,000

	Cost of sales
	20,000
	1

	Gross profit
	2
	10,000

	Expenses
	12,500
	3

	Net profit
	4
	6,000


(a) Using the information above, calculate the missing figures 1 to 4.

(b) Give three examples of expenses that may be incurred in running a hairdressing salon.

2.
The following shows an extract from the Balance Sheet of Gregory’s Bakery Ltd.

	Balance Sheet (extract) as at 31 October

	
	£
	£

	Fixed assets 
	
	300 000

	
	
	

	Current assets


	160 000
	

	Current liabilities


	80 000
	

	Net current assets (working capital)
	
	80 000

	Net assets
	
	380 000

	
	
	

	Long-term liabilities
	
	120 000

	
	
	

	Owners’s capital 
	
	260 000

	
	
	380 000


Explain the following terms shown in the Balance Sheet above:

(a) fixed assets

(b) current assets

(c) current liabilities

(d) long-term liabilities.

3.
Supply the missing word(s) from the Word Bank to complete each of the sentences below:

F……………. a…………… are the items which the business owns.

I……………. is the money the business receives from selling goods etc.

N…………… P…………… is the amount left after the expenses have been deducted from the Gross Profit.

N……………. w………. is the value of the business.

C……………. are people/firms to whom the business owes money.

E…………. is another name for the capital of the owner.

Word Bank

	
	Fixed assets
	Income
	Net Profit

	Equity
	Creditors
	Net worth
	


K – Financial information – suggested solutions
	1.
(a)
	Trading, Profit and Loss Account for Year Ended 31 December

	
	
	High Street Salon
	East End Salon

	
	
	£
	£

	
	Sales 
	40,000
	22,000

	
	Cost of Sales
	20,000
	1. 12,000

	
	Gross Profit
	2. 20,000
	10,000

	
	Expenses
	12,500
	3. 4,000

	
	Net Profit
	4. 7,500
	6,000


(b)
Heating and Lighting


Wages


Telephone


Magazines (stationery)


Advertising etc.
2.
(a)
Items that a business owns and that will last for a long time


(b)
Items that a business owns but will constantly change in value


(c)
Items that are owed over a short period of time


(d)
Items that are owed over a long period of time (long-term bank loan, mortgage)

3.
Fixed assets


Income


Net profit


Net worth


Creditors


Equity

L – Human resources
1. Extract from Diary


K Hughes, Human Resource Manager, Safeway Plc


Monday 27 Nov 2008 

	8.25 am
	Start work at 8.25 in order to prepare for interviews for Customer Services Manager Vacancy. Check applications for short leet are in correct order – read over them.

	9.00 am
	Meeting with General Store Manager to discuss candidates for Customer Services Manager Vacancy.

	10.00 am
	Interviews begin – to last all morning.

	2.15 pm
	Meeting with union shop steward re employee claim for unfair dismissal.

	3.00 pm
	Draw up advertisement for Grocery Manager vacancy.

	3.30 pm
	Draw up work/holiday rota for Christmas period.

	4.15 pm
	1.
Read health and safety note about Jane Smythe, Bakery Department accident.

2.
Disciplinary report on John Brown.

	4.45 pm
	Induction training with new night crew – issue company manual.

	
	Remember to take home document from Head Office about pay award.


(a) Using the information given above, describe some of the work undertaken by a typical Human Resource Manager.

(b) Describe the skills that you think a Human Resource Manager would need to have.
2.
Listed below are the stages involved in the recruitment of employees. Rewrite them in the correct order.

	Interview

	Prepare a job description

	Prepare a job analysis

	Advertise vacancy

	Prepare a job specification

	Select candidate


3.
In pairs, prepare a job description for a teacher/college lecturer. Make sure you cover the following points:

	Job title

	Department

	Responsible to

	Responsible for

	Main duties

	Holidays

	Pay and conditions


4.



(a) Read the advertisements above. Which jobs do you think were advertised locally and which were advertised nationally?

(b) Imagine you have been employed as a Personnel Manager. What factors would you take into consideration when deciding whether to place an advertisement in either a local or national newspaper?

(c) Advertising in newspapers is only one way of recruiting staff. Name five other ways of advertising a job vacancy.

The advertisement for Parker Page Technology makes mention of a Curriculum Vitae. Explain what this is.


	5.
	You are the Human Resource Manager at a major toy store. A vacancy has arisen for a part-time sales assistant to work over the Christmas period. 

The hours of work will be:

Thursday and Friday: 
4 pm–8 pm

Saturday:
9 am–5.30 pm

Sundays: 
if required 

Wage: 
£6 an hour (+ subsidised tea breaks and meals)

Minimum age of candidates to be 17.




(a) Design an advertisement for the job vacancy. This advertisement will go into your local newspaper. You may want to use an appropriate software package to design your advertisement.

(b) Write a list of eight questions you would be likely to ask applicants for this job.

(c) What type of people do you think will apply for this vacancy? Give reasons for your answer.

	6.
	LINKS SERVICES

2 Craig Street

EDINBURGH

EHY 6LP

ADMINISTRATION ASSISTANT

Qualifications – six standard grades or equivalent

(one must be English)

Starting salary – £12,000 per annum with performance including related increases

Hours – 42 per week including one hour for lunch

(a flexible working scheme works within the office).

A full Job Description, along with an application form, is available from Margaret Logie, 

Office Manager. Apply in writing no later than 10 June.

References essential


(a) To whom would you apply in order to obtain an application form for this vacancy?

(b) Name four items of information you would expect to find in the Job Description.

(c) What do you think is meant by the term ‘flexible working hours’?

(d) Name two possible sources of referees.

(e) What personal qualities do you think would be desirable for this post?

You should give at least two qualities.

7.
Read the following case study and answer the questions which follow.

Case study

A DAY IN THE LIFE OF PAULINE JONES – A SEWING MACHINIST IN A JEANS FIRM IN DUNDEE
It was the end of Pauline’s very first day at work. She hadn’t slept much the night before as she had kept on worrying about her new job. She wondered what she would be asked to do on her first day and was terrified she wouldn’t be able to do it. At the end of the day, however, Pauline reflected back on what had been a most enjoyable start to her working life. 

Joyce Cameron, the Personnel Manager, had met with Pauline and the other new recruits in the morning. She informed them that they would not be thrown in ‘at the deep end’ (they would be given training), and that their first day would be spent introducing them to the ways of the firm. Joyce had explained her job to the new recruits and had then taken them on a tour of the organisation. Fire escapes were pointed out during the tour and Joyce introduced the new staff to key personnel.

After lunch, a talk was given on Health and Safety and the trade union representative, John Black, came along and introduced himself. 
On leaving Miss Orr, from the ‘Marketing Department’, dropped in to see the new recruits and ask them if they would like to come to the staff night out to the Mega Bowl in Edinburgh on Saturday.

(a) What kind of training did Pauline receive on her first day at work?

(b) Describe how you think Pauline and the other new recruits would have benefited from undertaking this type of training course. 
(c) Imagine you have been employed as a Personnel Assistant in a large retail organisation. One of your key responsibilities is to arrange induction training courses. Make a list of the key issues which should be covered in an induction course.

7.
(continued)

	After one day ‘shadowing’ other members of staff Pauline’s supervisor, Elaine Smith, felt it was time for her to start work on the production line. Elaine kept a watchful eye on what Pauline was doing and helped her when difficulties arose. Elaine told Pauline that next month she would be sent on a one-week residential training course in Edinburgh.


(d) What type of training did Elaine receive on her second day at work? 
(e) What type of training will Pauline be receiving when she goes on the residential course in Edinburgh?

8.
Read the following case study and answer the questions which follow.

Case study

Our policy is ... ‘To provide appropriate and cost effective training at the right time to ensure skilled and motivated staff who are able to achieve personal and commercial objectives. We aim to promote self development in order to enable staff to maximise their full potential.’

Extract from the Training and Development Pack of a major retailer.

(a)
The policy statement states that through training it is hoped to create a motivated workforce. What do you think is meant by this statement?

(b)
The policy statement goes on to state that through training it is hoped that personal and commercial objectives might be achieved. Describe some of the objectives that you think the company is likely to have.

‘The Chairman and Board of Directors believe that the Company’s personnel principles play a fundamental part in the growth and the success of the business. The company is committed to the following personnel principles:
1. Good human relations

2. Good communications

3. Equal opportunities

4. Good conditions of employment

5. Fair treatment of ethnic minorities

6. Fair treatment of people with disabilities.’
Extract from the Training and Development Pack of a major retailer
(c)
What do you think is meant by the term ‘equal opportunities’?

(d)
What factors do you think can create ‘good conditions of employment’?

9.
Read the following case study and answer the questions which follow.

Case study

Skillseekers is a new approach to education and training for young people. It aims to create a training market which is flexible and responsive to the demands of employers and of the individual. It provides training for a nationally recognised vocational qualification.

Any school or college leaver, aged 16 or 17, is known as a Skillseeker and will be given a Skillseeker card. This card enables the employer to access money to pay for on-the-job and off-the-job training. 
The government funds all training costs incurred by Skillseekers training programmes.

(a) What are the main aims of the Skillseekers training programmes?

(b) At what age can you become a Skillseeker?

(c) Describe your understanding of the terms ‘on-the-job’ and ‘off-the-job’ training.

10.
Read the following case study and answer the questions which follow.

Case study

Miles works as a deputy store manager with a large supermarket chain. His manager, Tim Spence, has informed him that his annual appraisal review will be held next week.

(a)
Describe what is involved in an appraisal review.

(b)
How do you think the appraisal review will benefit:

(i)
Miles

(ii)
The organisation?
11. A number of occupations are listed below. Copy out the table and state which method of payment you think would be most appropriate for each occupation. Use each item in the word bank once only. 

	Occupation
	Method of payment

	Company accountant
	

	Checkout operator in Safeway
	

	Assembly-line worker in computer manufacturing
	

	Medical representative
	


Word bank

	Piece rate
	Salary
	Wage
	Commission


12. (a)
Describe the advantages and disadvantages of using the following 

methods to pay workers.
(i)
Piece rates

(ii)
Time rates 
(b)
You are employed as a sales representative for a firm selling double-glazing.


At the present time you are paid a salary, but your firm has decided it wants to review its pay structure and pay employees mainly on commission.


Describe what is meant by the term ‘commission’ and say how you would feel about this proposed change.

13. Employees can be paid/rewarded in a number of ways. Try matching the payment methods described below to the correct job.

	Wage – a fixed amount which is usually paid on a weekly or monthly basis.
	
	Kathleen Hughes works as a Personnel Manager in Morrisons. She is paid £19,000 a year.

	Salary – a fixed amount is paid, usually on an annual basis.
	
	Ross Shankland works as a labourer for a small building firm. It pays him £20 an hour.

	Time rates – a fixed amount per hour is paid.
	
	Susan works as an employee in the Bank of Scotland. She has worked an extra four hours this week, for which she is paid an enhanced amount.

	Piece rate – an employee is paid according to how much they produce.
	
	Jean is employed as a chicken plucker in a poultry processing plant. She is paid according to how many chickens she plucks in the working day.

	Overtime – payment is made for hours worked over and above the basic week.
	
	Kieran drives a lorry for a firm of carriers in Dundee. He is paid £500 per month.

	Bonus – this is an additional incentive paid to employees. It can be paid out of additional profits earned by the employer as a result of the employee’s effort and hard work.
	
	Olaf writes software packages for a small IT firm in Perth employing six people. At Christmas he is paid a portion of the firm’s annual profits.


14. Collect a number of local and national newspapers. Find examples of jobs from the advertisements which illustrate a number of payment methods, i.e. wage, salary, time rate, etc. Paste them into your jotter or on to a piece of paper. Write a brief paragraph describing each method of payment. You should give at least three different examples.

15. James Sawyer has been working for four months now. His friend, John, tells him he should have received a Contract of Employment.

(a)
Is John correct – when should James have received his contract of employment?

(b)
Name three pieces of information to be found in a contract of employment.

16. Applicants for job vacancies have certain legal rights. This is to protect employees and to ensure they have equal opportunities at work. The descriptions which follow are all illegal. Match the pieces of legislation in the word bank below to the descriptions given in the table. Write your answers in your jotter.

	Female word processor operator required.
	

	Store keeper required – only people of European origin should apply.
	

	Administrative assistant required – salary of £12,500 for males – £11,500 for females.
	


Word bank – legislation
	Sex Discrimination Act 1975

	Equal Pay Act 1970

	Race Relations Act 1976


17.
Read the following case study and answer the questions which follow.

Case study

Paul Rhathigan was always getting up to mischief. He loved to play practical jokes on his friends. In fact he had gained a reputation as a real prankster. One day at work, however, Paul went too far and is now being disciplined for his inappropriate behaviour.

He worked as a storeman in Tesco, and, in line with company policy, all store staff had been given safety shoes to wear when moving stock around the storeroom. Most employees hated wearing the shoes and Paul decided it would be a real laugh to stick some blackcurrant jam into his mate’s shoes. His line manager found out and was none too pleased. She informed the Personnel Manager who has now called Paul in to discipline him.

Paul is scared he might lose his job, because two months ago he received a verbal warning for his persistent late-coming. On top of this, he had also been caught playing football in the warehouse and had knocked down some bottles of wine from the shelves. These had smashed to the floor, showering other members of staff with splinters of glass.

(a) The first time Paul was disciplined for his persistent late-coming he was given a verbal warning. Describe the action you think the Personnel Manager should take now. Give reasons for your answer.

(b) Organisations have a responsibility to provide a safe and healthy working environment. The Health and Safety at Work Act 1974 places a number of duties on both employers and employees. Describe four duties placed on an employer as a result of the Health and Safety at Work Act.

(c) Employees also have duties placed upon them as a result of the Health and Safety at Work Act. Name them.

L – Human resources – suggested solutions
1.
(a)
Interviewing; negotiating with trade union representatives; preparing advertisements for job vacancies; preparing work/holiday rotas; responsibility for health and safety; training; discipline


(b)
Students will have their own solutions, e.g. good communication skills.

	2.
	Prepare a job analysis

	
	Prepare a job description

	
	Prepare a job specification

	
	Advertise vacancy

	
	Interview

	
	Select candidate


3. Students will have their own solution.

4. (a)
General Assistant – local; Senior Manager – national; Panelbeater – local; Business Systems Manager – National


(b)
Cost; the number of candidates you wanted to attract; importance of the job, etc.

(c)
Internally within the firm; local radio; Job Centres; private recruiting agencies; headhunting (recruiting people they already know)


(d)
Personal history – document presenting a candidate’s qualifications, experience; interests etc.
5. Students will have their own solutions.

6. (a)
Margaret Logie, Office Manager


(b)
Responsibilities, hours, holidays, pay, conditions; general duties etc.

(c)
Staff working a minimum 35 hour week – can start and finish at any time provided they are at work during a core time of between 10 am–4 pm. If staff work more than 35 hours in the week they are allowed time off. If they have eight hours credit they are then allowed to have a flexiday holiday.


(d)
Guidance teacher/college lecturer; doctor


(e)
Hardworking; good natured – any reasonable answer

7.
(a)
Induction Training


(b)
Feeling that the company cared for them



Knowledge of the firm



Introduction to key personnel


(c)
Tour of firm; pay procedures; holiday entitlement; Health and Safety; procedure in the event of fire occurring; a description of what the employee has to do if they are off sick


(d)
On-the-job training


(e)
Off-the-job training

8.
(a)
A satisfied workforce; individuals who are keen to work hard and do well


(b)
Increased market share; growth; profitability


(c)
Everyone having full and fair consideration for job vacancies


(d)
Financial Benefits – competitive salaries; staff discounts; non-contributory pension schemes; profit sharing



Medical benefits – doctor; dentist; private medical insurance at competitive rates



Generous maternity and paternity schemes



Provisions for parents with young children



Social activities

9.
(a)
Skillseekers aims to create a training market which is flexible and responsive to the demands of employers and of the individual.

(b)
16/17


(c)
On-the-job training: training undertaken whilst doing a job



Off-the-job: training taken away from the job, e.g. at a college

10.
(a)
Appraisal aims to identify an employee’s strengths and weaknesses. The report is discussed and ways of helping an employee to improve can be identified. It is usually carried out once a year by the employee’s immediate superior.


(b)
Students will have their own solutions.

11.
	Occupation
	Method of payment

	Company accountant
	Salary

	Checkout operator in Safeway
	Wage

	Assembly-line worker in computer manufacturing
	Piece rate

	Medical representative
	Commission


12. (a)
Piece rate:


Advantages – motivating for employee; employee can work at own pace and extra effort results in extra reward.



Disadvantages – an individual’s wage may be affected by factors outside his/her control, e.g. strikes or a delay in receiving supplies.



Time rates:



Advantages – fair – paid according to work done



Disadvantages – low status (tends to be for manual work)


(b)
Commission involves payment according to how much is sold. Students will have their own solution for the second part of the question.

13. K Hughes – salary

R Shankland – time rates

Susan – overtime

Jean – piece rate

Kieran – wage

Olaf – bonus

14. Students will have their own solution.

15.
(a)
Within 13 weeks


(b)
Pay, holidays, hours of work, etc.
	16.
	Female word processor required
	Sex Discrimination Act 1973

	
	Store keeper required – only people of European origin should apply
	Race Relations Act 1976

	
	Administrative assistant required – salary £12,500 for males – £11,500 for females
	Equal Pay Act 1970


17.
(a)
Interview Paul – investigate substance behind all incidents.



Issue written warning due to severity of incidents i.e. wasting of company products (jam in shoes); breaching health and safety responsibilities (endangering other employee’s lives); misuse of health and safety equipment (safety shoes).


(b)
To maintain plant and systems of work which are safe and without risk to health


To provide training and supervision in health and safety matters for employees


To ensure that the workplace is maintained in safe condition


To provide adequate facilities for the welfare of employees


To ensure that people not in direct employment are not exposed to risk


To ensure safety in the use, handling, storage and transport of articles and substances


(c)
Taking reasonable care for the health and safety of themselves and of other workers


Co-operating with employers in meeting health and safety requirements


Not misusing or interfering with safety equipment

3. Senior Manager –


Everest Executive


Recruitment





Candidates should have a background in investment banking, retail banking or asset management. They should be ambitious, high-achieving graduates aged 28–40.





Salary £90,000 – Applications in writing to


J Brown, Personnel Manager,


Everest Executive Recruitment, North Street, London





1. General Assistant


To help with general housekeeping duties in local hotel. Weekend work involved.





£120 per week.





Tel: 01333 5654839 


for further details





4. Parker Page Technology





Due to continuing growth, there is now a need to recruit a Business Systems manager who will realise the potential of and manage the development of IT within the organisation – primarily in the UK.





Suitable candidates will be of graduate calibre, with a minimum of 5 years’ IT experience including project management.





Interested candidates should write (enclosing a full curriculum vitae) to:





Louisa Perry, Parker Page Technology, Page House, EDINBURGH





2. R K Herd Coachworks





We require an experienced PANELBEATER. Bonus scheme in operation. Wages in excess of £300 per week can be achieved.





R K COACHWORKS, 


York Place, EDINBURGH 


Tel 0131 474 8493





Apply to above no.
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