

GCSE Business
Revision booklet
Business 1: Business Activity, Marketing & People

· The Business 1 exam is worth 50% of your GCSE.
· The exam is worth 80 marks and will last for 1 hour & 30 minutes.
· The Business 1 exam covers the following topics (this booklet focuses just on People):

	Business 1: Business Activity, Marketing and People

	1. Business Activity
	1.1 The role of business enterprise and entrepreneurship 
1.2 Business planning
1.3 Business ownership 
1.4 Business aims and objectives 
1.5 Stakeholders in business 
1.6 Business growth 

	2. Marketing
	2.1 The role of marketing 
2.2 Market research 
2.3 Market segmentation 
2.4 The marketing mix 

	3. People
	3.1 The role of human resources
3.2 Organisational structures and different ways of working
3.3 Communication in business
3.4 Recruitment and selection
3.5 Motivation and retention
3.6 Training and development
3.7 Employment law



You should prepare for the exam using the following resources:
· Practise using past exam papers and mark schemes.
· Look back at mistakes you have made on assessments and ‘fix’ them.
· Look at the model answers available.
· Fully complete this revision booklet (and the self-audit at the back).
· Ask your teacher for help.


3.1 The role of human resources
 The objectives of the human resource department are to…
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………

3.2 Organisational structures and different ways of working
 Complete the following about organisation structures and ways of working:
	Tall structure
	Flat structure
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	Benefits:












	Benefits:






	Word
	Your definition

	Delegation
	

	Span of control
	

	Chain of command
	

	Authority
	

	Subordinate
	



	Way of working
	Your definition

	Full-time workers
	

	Part-time workers
	

	Flexible working
	

	Temporary work
	

	Working from home
	

	Working whilst mobile
	

	Self-employed
	



 Benefits and drawbacks of full-time vs part-time workers:
	Benefits of full-time workers
	Benefits of part-time workers

	








	



 Benefits and drawbacks of allowing workers to work from home:
	Benefits of allowing working from home
	Drawbacks of allowing working from home

	








	



3.3 Communication in business
 Complete the following table about communication methods:
	Method of communication
	Benefits / drawbacks

	Letter
	

	E-mail
	

	Text
	

	Phone
	

	Meeting / presentation
	

	Social media
	

	Website
	



3.4 Recruitment and selection
 Why do businesses need to recruit workers?
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………

 Compare internal and external recruitment:
	Internal recruitment
	External recruitment

	Benefits:










	Benefits:






 Identify & explain the eight steps of recruitment:
	Step
	Name
	Explanation

	
	Job Analysis
	

	
	Job Description
	

	
	Person Specification
	

	
	Job Advert
	

	
	Sort Applications & Shortlist
	

	
	Interview Applicants (& aptitude test)
	

	
	Select best applicant & offer the job (check references)
	

	
	Contract of Employment
	





 Explain what each of the following methods of selection are and why they are needed:
	Method
	Explanation

	CV
	

	Application form
	

	Letter of application
	

	Interviews
	

	Tests
	

	Group activities
	

	References
	



3.5 Motivation and retention
 Why is it important to motivate workers?
· To reduce L………..……… T…………..……
· To improve the Q………..……… and Q………..……… of work done.
· To have fewer A……………..…….. in the workplace
· To have less A………..………..… by workers


 Complete the following tables about methods of motivation:
Financial methods of motivation
	Method
	Explanation, benefits & drawbacks

	Hourly wage
	



	Monthly salary
	



	Piece rate
	



	Commission
	



	Profit sharing
	





Non-financial methods of motivation
	Method
	Explanation, benefits & drawbacks

	Praise
	



	Award schemes
	



	Working environment
	





 Identify examples of fringe benefits that can be given to workers:
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………



3.6 Training and development
 Complete the following tables about training & development:
	Method
	Explanation & examples

	Induction training
	



	On-the-job training
	



	Off-the-job training
	





	On-the-job training
	Off-the-job training

	Benefits:










	Benefits:




 Benefits and drawbacks of training to the business:
	Benefits
	Drawbacks

	









	





 Explain what each of the following types of staff development is with examples:
	 Type
	Explanation & examples

	Academic qualification
	



	Vocational qualification 
	



	Apprenticeship
	





3.7 Employment law
 Identify the six main areas of The Equality Act (types of discrimination) and explain why it is important for a business not to discriminate against workers:
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
 Find out what the current UK minimum wage rates are (www.gov.uk):
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
 Explain the potential consequences to a business of a rise in the UK minimum wage:
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………

 Identify some of the main features of The Health and Safety at Work Act:
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………

 Identify the benefits and drawbacks to businesses of having to follow The Health and Safety at Work Act:
	Benefits
	Drawbacks

	









	



 Identify some of the main features of a contact of employment and why it is important for both employers and employees to have one:
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………………


[bookmark: _GoBack]Self-audit
Give yourself an honest rating on each area of the syllabus, so that you know where to prioritise your revision. As you revise, update topics from red, to amber, to green.
3. People
	Topic
· Content
· Points to include
	Red

	Amber

	Green


	3.1 The role of human resources
· The purpose of human resources in business
· identifying and meeting the human resource needs of a business
	
	
	

	3.2 Organisational structures and different ways of working
· Different organisational structures
· tall, flat
· The terminology of organisation charts
· span of control, chain of command, delegation, subordinates, authority
· Why businesses have different organisational structures
· importance of effective communication, different job roles and responsibilities, different ways of working
· Ways of working
· full-time, part-time, flexible working, temporary work, working from home, working whilst mobile, self-employed
	
	
	

	3.3 Communication in business
· Ways of communicating in a business context
· letter, email, text, phone, meeting/presentation, social media, website
· The importance of business communications
· The influence of digital communication on business activity
	
	
	

	3.4 Recruitment and selection
· Why businesses recruit
· replace employees who leave, business growth, skill gaps
· The use of different recruitment methods to meet different business needs
· internal methods, external methods, job description and person specification
· Methods of selection
· CV, application form, letter of application, interviews, tests, group activities, references	
	
	
	

	3.5 Motivation and retention
· Financial methods of motivation
· pay, bonuses, profit sharing, fringe benefits
· Non-financial methods of motivation
· praise, award schemes, working environment
· The importance of employee motivation
· improved employee performance, helps employee retention
· The importance of employee retention
· already familiar with business and customers, saves time & expense of recruitment
	
	
	

	3.6 Training and development
· Different training methods
· induction, on-the-job, off-the-job
· Why businesses train their workers
· development of the business, improve productivity, skill shortages, customer service, motivation and retention
· Staff development
· vocational and academic qualifications, apprenticeships
· The benefits to employees and businesses of staff development
	
	
	

	3.7 Employment law
· The impact of current legislation on recruitment and employment
· discrimination, employees’ right to a contract, holidays, hours of work
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