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The sample learner answers provided in this assessment guide are intended to give guidance on how a learner might approach generating evidence for each assessment criterion. Answers do not necessarily include all of the evidence required to meet each assessment criterion. Assessor comments intend to highlight how sample answers might be improved to help learners meet the requirements of the grading criterion but are provided as a guide only. Sample answers and assessor guidance have not been verified by Edexcel and any information provided in this guide should not replace your own internal verification process.
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For attention of the learner


You are not allowed to copy any information from this book and use it as your own evidence. That would count as plagiarism, which is taken very seriously and may result in disqualification. If you are in any doubt at all please speak to your teacher.
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Introduction


Unit 8, Recruitment, Selection and Employment, is an internally assessed specialist optional unit with three learning aims. It introduces the functional areas of business and the range of different job roles that are available.


To be successful a business will need to recruit and employ people who have the relevant skills and knowledge to help them remain competitive in the market. This unit provides an introduction to the steps involved in implementing an effective recruitment and selection process.


This book includes:





•  Guidance on each learning aim – all the topics in the learning aims should be studied, and the book includes useful suggestions for each. Examples are included, but these could be replaced by local examples from your area.



•  Evidence generated by a learner for each assessment criterion, with feedback from an assessor. The assessor has highlighted where the evidence is sufficient to satisfy the grading criterion, and provided developmental feedback when additional work is required. This material provides support for assessment.



•  Examples of assignment briefs, with clear guidance on the evidence you will need to generate and submit for each grading criterion, and the format in which the evidence should be submitted.





Answers to the knowledge recap questions provided in the learning aim summaries can be found at the back of the guide.




Command words


You will find the following command words in the assessment criteria for each unit. These descriptions may help you to understand what you have to submit for each Pass, Merit and Distinction grading criterion.






	Outline

	Write a clear description but not a detailed one.






	Explain

	Set out in detail the meaning of something, with reasons. More difficult than ‘describe’ or ‘list’, so it can help to give an example to show what you mean. Start by introducing the topic then give the ‘how’ or ‘why’.






	Compare 

	Identify the main factors that apply in two or more situations and explain the similarities and differences or advantages and disadvantages.






	Assess

	Give careful consideration to all the factors or events that apply and identify which are the most important or relevant.






	Describe

	Give a clear description that includes all the relevant features – think of it as ‘painting a picture with words’.






	Justify

	Give reasons or evidence to support your opinion or view to show how you arrived at these conclusions.









Learning aim A


Know about job roles and functional areas in business


Learning aim A will give you a better understanding of organisational structures, functional areas and the job roles and responsibilities for people who work in business.


Assessment criteria






	[image: ]

	Explain the purpose of different functional areas in two contrasting businesses.
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	Describe the responsibilities of two different job roles in two contrasting businesses.
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	Compare two job roles and responsibilities from different functional areas in two contrasting businesses.
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	Analyse the impact of organisational structure on job roles and functional areas in a selected business, using appropriate examples.







Topic A.1 Organisational structures and functional areas


All businesses with more than one employee will have an organisational structure which can be drawn as a chart showing who is responsible for which job role. It will show the different layers of management and will identify who an employee is line managed by. For a large business the organisational structure will show the different functional areas and how they are linked.


Organisational structures


The type of organisational structure will depend on the type and size of the business. The main types of organisational structure are:





•  Hierarchical structure – resembles a pyramid, with different layers of employees, one above another. The layers represent the different levels of management, with the most senior manager at the top of the structure.



•  Tall structure – a structure with several layers of management, meaning that each manager will be responsible for fewer employees. The decision-making process may take longer because any problems have to move through the different levels of management and a plan to introduce change will have to come down through the different levels.



•  Flat structure – only has a few layers of managers so each manager is responsible for managing more employees. A flat structure could improve communications between senior managers and the workforce and should make the decision-making process quicker.



•  Matrix structure – a structure in which employees from across the different areas of the business work together. This structure can be introduced for a project or to develop new products. The main advantage is that the employees will have different skills and knowledge but one disadvantage is that they may have two or more line managers.



•  Functional structure – the business is divided into different functional areas, such as finance or marketing. Employees will have the skills and knowledge to work in the functional area and will have clearly defined career and promotion pathways. There will be clear lines of communication and line management.



•  Divisional structure – a large business which operates in several locations may choose to use a divisional structure. The division will operate as a separate unit with its own management and will not fully rely on the top management in head office to make all the decisions. Each division will employ a mix of employees with different skills and knowledge. A divisional structure may be expensive to run because each division will need resources and staffing. Some divisions may be working towards their own objectives and not the main objectives of the business.
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Functional areas


In a small business there may be two or three employees who are responsible for ordering stock, serving customers, advertising special offers, completing the paper work, finance and stacking the shelves. A large business will have all these activities to do but on a much larger scale and will separate them into different functional areas, with each functional area responsible for one business activity. The main functional areas are:





•  Sales – responsible for selling products to customers. The sales team should have a good knowledge of the product range and be able to support and advise customers on their intended purchase. They will be responsible for keeping accurate records of sales.



•  Production – responsible for making good quality products. The team will need to ensure that they have sufficient products produced to meet customer demand, that the raw materials are of good quality and that the finished product satisfies quality checks.



•  Purchasing – responsible for acquiring all products and resources required by the business and for making sure that the business has good quality products at the best available price. They must ensure there is sufficient stock available to satisfy customer demand.



•  Administration – provides a wide range of support facilities for the business. They could be responsible for producing documents such as letters, invoices and reports; planning and organising travel and accommodation; planning and organising meetings; welcoming visitors; internal and external mail; storing of manual and electronic files; and managing diary systems.



•  Customer service – deals with customer questions, queries and complaints. They will also be responsible for providing after-sales support such as exchanging goods which are damaged or faulty.



•  Distribution – responsible for delivering products in excellent condition to the right location at the right time. A large business, such as Tesco, may use a warehouse to store products and vehicles will be used to take them from the warehouse to the stores. The distribution team will need to plan cost-effective routes and look at ways of making sure that the vehicles, where possible, are not returning to the warehouse empty.



•  Finance – responsible for accurately recording the money coming into the business from sales or loans and the money going out of the business, such as payment to suppliers, staff wages and utility bills. The finance team will be responsible for chasing customers who are late in paying their bills and for making sure the business pays all their bills on time. They may have the responsibility of producing cash flow forecasts, end-of-year accounts, the profit and loss account and the balance sheet. They also ensure all tax matters are correct.



•  Human resources (HR) – responsible for the employees. They will advertise job vacancies; keep internal staff aware of promotion opportunities; sit in on the interview process and issue contracts to successful candidates; run induction sessions for new staff; arrange training and keep records of attendance at training events; record sickness and holiday; and provide guidance and advice to managers and staff on employment issues.



•  ICT – responsible for keeping the computers and network running efficiently. They will be responsible for installing any new software and hardware such as printers, keeping the system maintained and helping staff with any queries or problems. They are also responsible for maintaining back-up systems and for providing relevant training for staff on new software programmes.



•  Marketing – need to understand the needs and expectations of customers by reviewing their purchasing habits or by researching what customers want. They will need to design appropriate promotional material to promote new products, including designing posters, brochures or leaflets.



•  Research and development (R&D) – responsible for developing new products or for improving existing products. The type of development will depend on the sector in which the business operates.
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Purposes of functional areas in supporting business aims and objectives


A small business may have fewer independent functional areas, with employees being responsible for two or more areas such as sales and purchasing or finance and administration. The functional areas in a larger business may all work independently but to be successful and run efficiently they will need to coordinate their activities, share information and have clear lines of communication.


Links between functional areas


Some examples of the links between the functional areas include:





•  Finance will need to keep up-to-date records on the money spent by the other functional areas. They will need information from sales about what customers have purchased and will need to keep sales informed if customers are not paying their bills regularly. Finance will communicate with HR over wages, overtime payments and bonuses.



•  Marketing will need to inform sales about any special promotions or the introduction of new products. Marketing will need to know from finance the budget available for promotional and advertising activities.



•  Purchasing will need to liaise with sales about what customers are buying so that there is sufficient stock available. Purchasing will need to provide production with information on the number of products they require and the timescale.



•  Customer service will provide feedback and information (including complaints) from customers to sales, purchasing and production.



•  Research and development will discuss with customer service and sales what customer wants and expectations are. They will work with production on producing products that meet customer needs.



•  HR will work with all the functional areas to ensure that they have sufficient employees with the right skills and knowledge, advertising and recruiting additional employees when necessary. HR will work with functional areas to discuss and resolve any concerns or complaints raised by employees.



•  Sales will provide information to distribution about the delivery of customers’ purchases and will need to confirm delivery dates so that customers are kept informed. Distribution will need to provide finance with information on mileage and any other costs incurred.



•  ICT will provide support with computer software and hardware for all the functional areas. They will regularly review and maintain the system and software so that all functional areas can do their job efficiently. They may be asked to provide training on new software for employees in a functional area.



•  Administration will provide business support for all the other functional areas. This could include arranging travel and accommodation, planning meetings, producing documents, filing or photocopying documents.
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