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Introduction



Welcome to How to Pass National 5 Business Management!


Everybody who sits the exam and submits a piece of coursework has the opportunity to pass National 5 Business Management, though not everyone will. The purpose of this book is to help make sure you are one of the students who does pass. This book will help ensure that you not only pass, but make sure you can achieve the highest grade possible.


This book should not be used on its own. It’s not a textbook and it does not contain all the information you will need about the course content. Your teacher/lecturer will provide course notes and/or a textbook to provide you with that additional information.


This book will:





•  take you through what is contained in the question paper and assignment



•  give guidance on how to approach the questions where candidates may not have done as well as expected in the past



•  advise on how to tackle the command words used in the questions



•  supply the most up-to-date information on the course changes



•  give short notes on the course content for revision purposes



•  provide exam revision questions and suggested answers.





How successful you are will depend on how much time and effort you give to making sure you do well in your exam, but this book will provide helpful advice and hints to make sure you get the marks that your efforts deserve.


You are not alone in preparing for this exam. Help is always available from your teacher, from the courses notes or textbook you have used throughout the year, from this book, and SQA online resources.


SQA want you to do as well as you possibly can in this exam and provide resources online such as past papers with marking instructions, understanding standards material to see how real candidates’ answers are marked, and course specifications to help you ensure you understand what is needed to get the best grade.
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It is important that you don’t start to prepare for the question paper the day before the exam. You will have other exams to worry about as well, so managing your time is extremely important. You will have been preparing for the exam throughout the year with class work, homework and your own revision.


Spending twenty minutes every evening going over what was covered in the class that day will help reinforce your understanding of the course content. It will also help you identify areas where your understanding is not as good as you want to it be, so you can ask for a little help either from your teacher or from friends.


Keeping that going in the run-up to your exam will be far more beneficial than spending two or three nights of intensive study just before the exam date.


How to remember everything in an exam is a problem for everyone and the best way to remember things is to revise them frequently. Your memory is a part of your brain that you can train like any other tool. It takes everything in, but won’t retain everything unless it recognises it is important to you. Most things it just disposes of, so the trick is to let it know that you want to keep that information. The more often you do something, the better your brain allows you to be at it. Like driving a car, when you first learn, changing gears seems like too much of a challenge, but after a few years of driving, you don’t even think about it – you just do it automatically.





The course



Course content


There are five areas of study in National 5 Business Management:
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Each area is divided into outcomes or topics that you will be expected to know when you sit the question paper. How much detail you should be able to give in your answers, and to what depth, has been included in each of the main chapters.


You will also be expected to understand how each of these topics has importance for a modern business. Some of this knowledge you will already have, and many students view it as common sense.


You are already a consumer or customer to a wide variety of businesses. You have experience of buying the goods and services they provide, whether it is in a shop or online. This knowledge will prove useful to you during the course as you can apply your own personal experience.



What do SQA say about this course?
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Purpose and aims of the course


The purpose of the course is to highlight ways in which organisations operate and the steps they take to achieve their goals. This purpose will be achieved through combining practical and theoretical aspects of business learning through the use of real-life business contexts. The skills, knowledge and understanding gained are embedded in current business practice and theory and reflect the integrated nature of organisations, their functions and their decision-making processes.


Business plays an important role in society, as it creates wealth, prosperity, jobs and choices. It is therefore essential to have effective businesses and business managers to sustain this role.


The National 5 Business Management course helps candidates develop an understanding of the economic and financial environment in which businesses operate. This enables them to make an effective contribution to society as consumers, employees, employers or self-employed people.


Candidates gain skills in personal financial awareness through improving knowledge of financial management in a business context. The course introduces candidates to the dynamic, changing, competitive and economic environment of industry and commerce. It develops skills in communicating and presenting business-related information, in a variety of formats, to the various stakeholders of an organisation.


By studying this course, candidates develop an appreciation of customer focus, enterprise and decision-making.


The course aims to enable learners to develop:





•  knowledge and understanding of the ways in which society relies on business to satisfy needs and wants



•  an insight into the systems organisations use to ensure customers’ needs are met



•  enterprising skills and attributes



•  financial awareness, in a business context



•  an insight into how organisations organise their resources for maximum efficiency and to improve their overall performance



•  an awareness of how external influences impact on organisations.





Adapted from Scottish Qualifications Authority
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Your course award


The overall grade you receive relies on two components: the question paper and the assignment.
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If you achieve full marks in your assignment, which is perfectly possible for anyone who puts in the effort, then in order to pass you would only need to achieve 30 of the 90 available marks from the question paper.


Of course, you would like to be awarded an ‘A’. The grade boundary for an A is normally somewhere around an overall mark of 70 per cent. (It can be higher or lower and isn’t set until all the papers are marked.) That means that if you gained full marks in your assignment then you would potentially only need another 40 marks out of the 90 available in the question paper.


You won’t know what mark you will get for your assignment when you go in to the exam room to sit the question paper, and your teacher can’t mark it for you, so you shouldn’t rely too much on what you think you might have got for the assignment. But this does show how important the assignment can be to your course award.


If you submit a poor assignment then you could need between 60 and 70 marks in the question paper to achieve an ‘A’, which will be difficult for even some of the most able students.


The question paper


The question paper has 90 marks, which represents 75 per cent of the overall marks for the course assessment. There is no choice available in the question paper and you are required to answer all the questions. The question paper has two sections:


Section 1 has 40 marks (consisting of two 20-mark questions) based on two pieces of stimulus material. This will consist of two short case studies on two different real-life businesses and can be in the form of text, financial information, charts, diagrams or graphs. Questions for the case studies may range in value from 1–5 marks.


Most of the questions will relate to the case study and answers you give should apply to the business mentioned. In general, questions assess decision-making along with what you have learned in the course and can sample course content from any area.


Section 2 has 50 marks, made up of five 10-mark questions. The different parts of the questions may range in value from 1–4 marks. They will test your course knowledge and will more than likely cover the five areas of the course:





•  Understanding business



•  Management of marketing



•  Management of operations



•  Management of people



•  Management of finance.





It is important that you take time to read and understand all the information before attempting the questions. The questions can draw on any part of the course content (the five areas mentioned above) and aim to maximise breadth of course coverage.


Command words are used in question papers to help you construct your answer to the question. To answer the question properly, you need to address the command word as well as display your subject knowledge.
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Hints & tips


A section on the use of command words and how to tackle them to make sure you get the marks is included in this book.
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For example, if a question asks you to describe then you must provide a description. The marker will not be able to award all the available marks to you if you have not described. Likewise, if a question asks you to explain something then you must explain what something is and why.


The SQA have provided some examples of where marks have been awarded and where answers have not been given marks on the Understanding Standards page of their website. It also shows marking for the assignment and it is a really useful place to see how you can make sure you get the marks you want.
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WWW


www.understandingstandards.org.uk/Subjects/BusinessManagement/national5
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You should always keep up to date with the course specification changes, which may happen during the year. You can check these on the SQA N5 Business Management website.
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WWW


www.sqa.org.uk/sqa/47436.html
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SQA also provide general helpful information, resources and practical advice for learners such as yourself on their website.
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WWW


www.sqa.org.uk/sqa/41266.html
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Exam technique


When tackling the question paper, it is worthwhile to keep the following points in mind:





•  Always read the question carefully so you give answers that get you full marks.



•  Always write in sentences, even if you are just asked to identify.



•  Don’t write an introduction to the question – just write your answer. You won’t have time to waste!



•  Leave questions that you are having trouble with until the end. You can always go back to them later. It doesn’t matter in what order you answer questions.



•  Write as much as possible in the time allowed – the more you write, the more marks you are likely to get.



•  Try to write at least one point for every mark available.



•  Check the command word in each question. If a question asks you to describe in one part and justify in the second part, then you need to do both to get full marks.



•  Using examples can help get you marks. If your answer doesn’t fully demonstrate that you understand something, then using an example will help make up the marker’s mind that you know what you are writing about.



•  Answer all questions, even if you think you don’t know the answer. You won’t lose any more marks for writing a wrong answer than you would for not answering the question at all – and you may pick up a few extra marks.





Remember there is only one mark between an A and a B!


The assignment


The assignment has 30 marks, which represents 25 per cent of the overall marks for the course assessment.


The assignment requires you to research and analyse information, and produce a business report using given headings. The report is based on the evidence of the research findings and should detail appropriate conclusions and/or recommendations.


The title of your report is best framed as a question, as it makes it easier for you to find out the right information and then provide an overall answer or conclusion.


Marks for the assignment are awarded for:





•  background information


(4 marks)



•  research methods and sources


(6 marks)



•  findings, analysis and interpretation


(12 marks)



•  conclusion(s)/recommendation(s)


(6 marks)



•  collating and reporting.


(2 marks)





You should get five hours of class time to do the research and produce your final report, although if you are carrying out an interview or a survey this may have to be done outside of class time.
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Hints & tips


The final report should be no longer than 1,300 words (excluding appendices). If the word count exceeds the maximum by more than 10 per cent, a penalty will be applied.


There should be no more than two pages of appendices attached to the report.
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The assignment is an open-book assessment and there are no restrictions on what you can use to help carry out your assignment, so it is always a good idea to have your notes or textbook to hand for the area of the course you have chosen to research.


It is normally recommended that you make use of websites and other information for your assignment which is readily available from the internet.


Your teacher or lecturer can provide some assistance by:





•  advising on the choice of a topic and organisation to research



•  advising on the likely availability and accessibility of resources for your chosen topic



•  advising on possible sources of information



•  advising on how best to structure your business report



•  clarifying instructions/requirements of the assignment.





However, they cannot provide you with examples of good reports, or mark your report to see how many marks they think it is worth.


We will look at the assignment in more detail a little later in the book.





Section 1: Understanding business



Topic 1.1


The role of business in society
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The overall intention of this section is to enable you to give an account of the roles, key objectives and activities of small- and medium-sized business organisations.


Role of business in society


It is important to remember what a business is. It is any organisation set up to achieve objectives. Mostly we think of businesses as organisations set up to make profits for their owners, but you also need to know about other types of organisation, why they have been set up and what they aim to achieve.


The areas of study in this topic cover:





1  the factors of production – land, labour, capital and enterprise



2  the production of goods and provision of services, for example, non-durable, durable, assets



3  the consumption of goods and services
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