What do I need to know for my BCS end of year exam (unit 8)?

The unit is split into 3 main sections:
1. Administration
2. Human Resources, and
3. Communication
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SECTION 1 - ADMINISTRATION
	Core Content
	Questions you need to know the answer to

	1.1 The Business Environment

	· Aims & Objectives for a business 

· the criteria for judging the success of a business

· Influence of stakeholders
	· What’s the difference between aims and objectives?
· What are the generic aims for a business?
· How can a business measure if it’s been successful?
· What are SMART objectives and why are they important to a business? 
· What are stakeholders?
· What different types of stakeholders might there be a particular type of business (for example a school)?
· How can stakeholders influence business decisions?
· When might a conflict of interest between stakeholders cause issues for a business?

	1.2 Business Administration

	· the role of administration

• how administration supports the main
business functions

• the importance of accuracy in the preparation,
storage and retrieval of information

• job roles

• routine and non-routine tasks

• routine and non-routine decision-making

• prioritising and planning.
	· What are the functions of a business? (there are 6 altogether)
· What is meant by administration?
· What does the administration function do / responsible for?
· Why is the administration function so important to business success?
· Explain the difference between the main job roles within a business (e.g. manager, supervisor and operatives)
· What is meant by an organisational structure?
· Describe the difference between flat and hierarchical organisational structure.
· What’s the difference between routine and non-routine tasks within a business?
· Who are the main decision makers in a business?
· Why is it important for a business to plan effectively?
· How could a business plan appropriately?
· What might the consequences be for a business that does not plan effectively?




	1.3 Workplace Organisation

	· different kinds of working environment

· advantages and disadvantages of different office layouts

· impact of modern developments on working practices

· ergonomics

· sustainability
	· What’s the difference between an open plan and cellular office (including advantages and disadvantages for each)?
· Why do businesses have different types of office layouts?
· How has technology affected working practices (e.g. video conferencing)
· What is meant by flexible working?
· Explain the difference between flexitime, homeworking and teleworking.
· Why is it important for a workplace to be organised effectively?
· Using examples, explain how can a business ensure it works in an environmentally friendly way?

	1.4 Health & Safety at Work

	· the importance of health and safety in the workplace.
	· What is the HASAWA and what does it state?
· What are employers responsible for regarding health and safety in the workplace?
· What are employees responsible for regarding health and safety in the workplace?
· How can health & safety affect ICT users?
· What laws would affect ICT users in a workplace and how would that affect workplace organisation and workstations?

	1.5 ICT Data systems in a business

	· data sources

· data input devices

· data storage devices

· data output devices
	· What’s the difference between primary and secondary research?
· List the main input devices that are associated with ICT use in a business.
· Identify the difference storage devices used by a business.
· Describe the main output devices used within a business
· What are the main advantages and disadvantages of using each of the input, storage and output devices?

	1.6 Security of data

	· methods of protecting data

· data protection legislation.
	· Why is it important for a business to keep information (personal and financial) safe and secure?
· What are the main ways a business might prevent unauthorised access to information (both internally and externally)?
· What does the Data Protection Act state?





SECTION 2 – HUMAN RESOURCES
	Core Content
	Questions you need to know the answer to

	2.1 Recruitment and Selection of Staff

	· contracts of employment

· methods of internal and external recruitment

· job description and person specification.
	· What is the difference between temporary, permanent and part-time?
· How do these working conditions impact on working hours, salary etc.?
· Draw a flow chart to show the different steps to the recruitment process.
· List the different ways a business could advertise a job vacancy.
· What’s the difference between internal and external recruitment?
· What is the difference between a job description and a person specification?
· Why are these 2 documents so important to the recruitment process?
· What’s the difference between a CV and application form?
· Explain why it’s so important for a business to hire the right person for a job.

	2.2 Training

	· methods of training

· induction

· in-house training

· off-the-job training.
	· What’s the difference between on-the-job and off-the-job training?
· What is meant by induction training?
· What are the advantages / disadvantages of the different training methods used?
· What are the benefits of training for a company and for an employee?

	2.3 Rewarding Staff

	· methods of remuneration

· Other forms of reward
	· What is meant by the term remuneration?
· What’s the difference between a salary and a wage?
· What is meant by the following key terms – commission, bonus and overtime?
· Can you calculate wages based on basic, overtime and bonus rates?
· Can you describe other fringe benefits including staff discounts, medical care and life insurance.

	2.4  Employment rights and responsibilities

	· Equal Opportunities
	· What is meant by equal opportunities?
· Can you describe what the following laws state – Sex Discrimination Act, Equal Pay Act, Race Relations Act, Disability Discrimination Act
· What are the implications of these acts on a business wishing to recruit?




SECTION 3 - COMMUNICATION
	Core Content
	Questions you need to know the answer to

	3.1 The Purpose of Communication

	· The importance of communication

· The benefits of communication
	· What are the purposes of communication in a business?
· What’s the difference between internal and external communication?
· Can you describe the people and methods of communication used within a business?
· How can effective communication ensure a business is successful?
· Why is accuracy and clarity important when communicating effectively?

	3.2 Communication Systems

	· the process of communication

· channels of communication

· methods of communication

· choosing the most appropriate communication medium

· barriers to communication.
	· What is the process of communication?
· Explain the difference between different forms of communication including formal/informal, internal/external, confidential/non-confidential, urgent/non-urgent.
· What does WOVEN stand for?
· What needs to be considered when choosing the most appropriate method of communication?
· Describe the features of at least 5 different methods of communication.
· What issues might act as a barrier to communication?

	3.3 The Importance of ICT in Business Communications

	· uses of applications software

· use of local and wide area networks, including intranet and the internet.
	· Can you identify which software program to use for different business situations (e.g. using Word to write a memo)?
· Describe the different features of Word, Excel, Access, and Publisher
· What is meant by a LAN?
· What is meant a WAN?
· What’s the difference between the internet and an intranet?
· What different types of networks are there?

	3.4 The Internet and E-Commerce

	· the purpose of a website

· business opportunities

· business risks.
	· What do different businesses use their website for?
· How can using the internet help a business be more competitive?
· What does e-commerce mean?
· What are the disadvantages of a business using the internet and e-commerce?



