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INTRODUCTION








National 5 Business management


Welcome to Essential SQA Exam Practice: National 5 Business Management.


This book has been written specifically to prepare you for the latest N5 Business Management course. It will guide you through exactly how to answer questions in both sections of the N5 Business Management question paper, and equip you with the skills and knowledge required to succeed through plenty of practice of every type of question.







How to use this book


The book has two sections.




	
•  Part 1 contains clear guidance on how to answer every type of question in the N5 Business Management exam. Questions are arranged by topic area (e.g. Marketing, Finance), by type (such as case study questions) and also by command word (level of difficulty) to help you feel prepared for every possibility in the exam. There is a helpful index grid, so you can pick out the types of question you feel you need to work on. Look out for the top tips and ensure you check the answers given after attempting each question.
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HOW TO ANSWER


Each topic area gives advice on how to answer the different types of question you could face. There are example responses, with an indication of the marks awarded and tips on how to improve the answer.
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•  Part 2 includes two full practice papers that mirror the SQA question paper in terms of difficulty, style and length. Answers are given, together with essential tips on common mistakes, how to improve your marks and things to remember.









The course


The N5 Business Management course is split into five main topic areas:




	
•  Understanding business


	
•  Management of marketing


	
•  Management of operations


	
•  Management of people


	
•  Management of finance





Your final grade (A–D) will be assessed based on an assignment and an exam. The question paper (exam) will be split into two sections.








	Assessment element

	Marks available

	Percentage of grade










	Assignment

	30 marks

	25%






	Question paper – Section 1

	40 marks

	33%






	Question paper – Section 2

	50 marks

	42%














The question paper


The question paper is set by the SQA and will be taken during the main examination diet. The exam is closed book, i.e. you will not have access to notes, books or anything other than a pen, paper and calculator. The question paper is designed to give you the opportunity to apply your knowledge and understanding of business concepts from all topics in the course. This is your chance to really show the examiner what you are capable of. You should be ready for this – even excited to get in there to pull together a year of studying the course and get the grade you deserve.





Section 1



This section contains two 20-mark case study questions. All the questions are mandatory. This means that, unlike some other subjects you may take, you have to answer all the questions. Each case study will be made up of a main text (around 250 words) with one exhibit containing additional information. Each case study will be based on an organisation suitable for the N5 Business Management course – usually a Scottish business no larger than a private limited company, or perhaps a public-sector or third-sector organisation, again usually from Scotland.


Some of the questions in this section can be very different from the types of question in Section 2, and students often struggle to use the case study effectively. Questions will require you to demonstrate your application of skills, knowledge and understanding from studying the course and apply them to the case study. In other words, not all the answers are contained in the case study and appendices. Likewise, you will not get full marks if you just regurgitate knowledge without applying it to the context of the case study and question. Don’t panic, though. This book will help you understand how to answer case study questions and will give you plenty of practice at them too.







Section 2


This section consists of five 10-mark questions. Each 10-mark question will be based on one of the following areas: Understanding business, Management of marketing, Management of operations, Management of people and Management of finance. As in Section 1, all questions are mandatory, so make sure you are prepared for all topic areas. You cannot choose to skip a topic that you do not like, and as the questions are worth 10 marks each, you would not want to have to miss one out because you were not prepared for it.










Assignment


Your assignment is worth 30 marks. Your report should be 1300 words. You are also allowed two pages of appendices. You need to choose:




	
•  a business – a small local business works best, e.g. a local take-away


	
•  a topic from the N5 Business course




The table below breaks down how the 30 marks are allocated and what you need to do to get them.








	Section

	How to get the marks

	Marks available










	Background information

	Marks will be awarded for stating the topic area and the business and giving some background information on the business.

	4






	Research methods and sources

	Marks will be awarded for explaining the purpose and value of research methods and sources. At least two research sources must be used to gain full marks.

	6






	Findings, analysis and interpretation

	Marks will be awarded for making analytical and/or interpretive comments which are based on the information/evidence collected. More than one comment may be made from each piece of evidence/findings.

	12






	Conclusions/recommendations

	Marks will be awarded for conclusions drawn from the research findings. All conclusions must be justified/explained.

	6






	Collating and reporting

	Marks will be awarded for accurately and concisely summarising findings using appropriate headings and fonts/sizes and making good use of display materials.

	2
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Top Tip!


The most common topic is the marketing mix. It is common for a reason – it is quite easy to get very high marks, plus the four Ps (product, price, place, promotion) give a good structure to the findings, analysis and interpretation section. I would recommend external factors for this reason too; however, the marketing mix really is worth considering as your topic.
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Background information



This is worth 4 marks.




What you have to do




	
•  Give a clear statement of the topic and the business chosen.


	
•  You should provide at least two pieces of background information to gain full marks but more would be better.


	
•  Tip: each point must relate to the business chosen.
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HOW TO ANSWER


The nature of the report must be clearly stated, e.g.


I am investigating the marketing mix at the local fish and chip shop called ‘The Cod Father’.


Background information should be based on at least two of the following to gain the full 4 marks:




	
•  Brief history of the business (e.g. when started, by whom, evolution of the business)


	
•  Structure of the business (e.g. type of business, sector of industry, sector of economy)



	
•  Example: a local optician would be a sole trader, in the tertiary sector of industry and private sector of economy.






	
•  Product/service offered


	
•  Target market


	
•  Location (e.g. local retail store on a busy high street)


	
•  Other suitable background information.





Example:


The Cod Father was started by M. Brando in 1975. It is located in Glasgow city centre. It is a sole trader, in the tertiary sector of industry and the private sector of the economy. It sells fish and chips as well as pizzas and ice cream. (4 marks)
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Top Tip!


You will get no marks if there is no clear statement of the topic and business chosen and no background information is given, or if the information given is not related to the business chosen. Don’t write too much here though – you will be penalised if you go much over the 1300 words allowed for the whole assignment.
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Research methods and sources


This is worth 6 marks.




What you have to do




	
•  You will receive 1 mark for each relevant point of explanation of the suitability of the research methods used.


	
•  You should provide explanations of the reason and suitability of at least two research sources to gain the full 6 marks.


	
•  Tip: explain the value of all your sources to guarantee full marks.
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HOW TO ANSWER


Some examples of research sources that could be used are:




	
•  interviews/surveys/questionnaires


	
•  websites/social media


	
•  newspapers/magazines/books


	
•  audio/visual media, e.g. television programmes or YouTube clips


	
•  field trips or visiting speakers





You should write for each source:




	
•  what you used the source for (reason)


	
•  the suitability or value of the source (value)




Example:


I decided to look at the business’s own website (Source 1) to find out the price of their products (reason). This was a useful source as it was relevant information to my business and topic of price because it was the business’s own price list (value).
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Top Tip!


You will get no marks for writing your findings here. You need reasons (what you wanted to find out) and values. You will be awarded a maximum of 3 marks for reasons only so you do need to explain values.


Choose from the following ‘values’ to justify why they are suitable for your source.




	
•  timely – the source is up to date – how do you know?


	
•  appropriate – the source is relevant to your topic – how do you know?


	
•  available – the source was easy to obtain – why was this?


	
•  accurate – the source was factually correct – how can you trust it?


	
•  complete – the source didn’t have missing information – how do you know?


	
•  objective – the source was free from bias – why was this?
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Findings, analysis and interpretation


This is worth 12 marks.




What you have to do




	
•  You will be given 1 mark for each relevant analytical or interpretive point of information based on research findings or for the development of the relevant point up to a maximum of 12 marks.


	
•  Include details from research findings, displays, graphs and charts.


	
•  Tip: make at least sixteen comments on your research to guarantee full marks.
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HOW TO ANSWER


You need to write out your findings from your sources. You will be awarded marks for each finding but to get full marks you have to analyse each finding too. To do this, write ‘this will mean’ or ‘this shows me’ and add an analytical point. What does the finding tell you? What might the impact be?


Example:


By researching competitors’ websites (Source 4), I noticed that the prices are higher than competitors as the prices are as follows... (finding – 1 mark) This will mean customers will go to the competition because… (analysis – 1 mark)


I found on social media that the business has only one special offer… (finding – 1 mark) The competition [insert name] has multiple special offers including… (finding – 1 mark) This will mean… (analysis – 1 mark)
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Top Tip!


Very important: do not make any recommendations yet. You will get no marks for them. For example, if you find that the price is too expensive compared to the competition, do not suggest in this section that the business should lower its prices. You will get no marks for writing that. Save it for the next section.


Just findings and analytical points here. Try for at least eight findings and analyse all of them (either what the finding tells you or the impact of it). This gives you enough for the 12 marks available plus some ‘spare’ points.
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Conclusions/recommendations


This is worth 6 marks.




What you have to do




	
•  You will be awarded 1 mark for each justified conclusion drawn and/or justified recommendation made.


	
•  You will be awarded 1 mark for each development/impact of a conclusion and/or recommendation.


	
•  Tip: make sure nothing is ‘new’. Every point must be based on findings you have already discussed.
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HOW TO ANSWER


Try to see conclusions as ‘summing up’ two or more findings that lead to the same analysis:


Through my research I can conclude that Business X sets its prices far too high for their market. The screen shots of the price comparison website (Source 1) and the interview answers (Source 2 – question 1) suggest this. This will mean that the business will lose customers to the competition and sales and profits will fall.


Recommendations are when you take a finding that needs improvement and make suggestions:


As seen in Source 1, the prices are too high. I recommend the business lowers its prices to that of the competition. This will mean it will gain more customers as customers like value for money, which my research shows (Source 2 – question 3).
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