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Section 1 – Know the employment rights and responsibilities of the employee and employer

1. Identify four main points that would be included in a contract of employment.   If possible, use an example contract to support your answer (feel free to obscure any confidential information).

The main points that should be included in a contract of employment are;
    ❖ Employer’s name.
    ❖ Employees name.
    ❖ Date of commencement.
    ❖ Main place of work, address of company.
    ❖ Job title
    ❖ Hours of work


2a) List three key points of legislation that affect employers in a business environment.

    ❖ Health and safety.
    ❖ Data protection
    ❖ Pay and pensions.





2b) List three key points of legislation that affect employees in a business environment.

    ❖ Pensions.
    ❖ Pay and national minimum wage
    ❖ Employment rights and responsibilities.


3. Identify a range of places where a person can find information on employment rights and responsibilities. You should

identify at least two internal and two external sources of information.

    ❖ Internal are line managers, personnel specialists and trade union representatives.
    ❖ External are libraries, legal professions and the citizen’s advice bureau.


4. Describe how representative bodies can support employees.

Trade unions:   The main job of the trade union is to protect the rights of employees and to make sure they are well looked after by the organisations they work for and to ensure they are not being taken advantage of.
They can support them in the health and safety of the workplace, their pensions, collective redundancies and workforce agreements.



5. Briefly describe employer and employee responsibilities for equality and diversity in a business environment.   You should give at least two employer responsibilities and two employee responsibilities.

If possible, provide relevant equality and diversity procedures from your workplace (or place of study) to support your answer.   These documents should be annotated to highlight the relevant sections.

The employers responsibilities are to train their employees is equality and diversity and to develop their policies and procedures to address any issues.
The employee’s responsibilities are to treat all people as equals regardless of the race, gender etc. and to ensure that they understand the equality and diversity policy.
6. Briefly explain the benefits of making sure equality and diversity procedures are followed in a business environment.   Your answer should include one benefit for the employer, one benefit for the employee and one benefit for the overall organisation.


Employers would benefit by recruiting the best person for each position

and are able to reduce the incidence of bullying and harassment
Employees benefit by having the same opportunities to access jobs, training and promotions, they are given the opportunity to maximise their potential and receive relevant and appropriate treatment in relation to their ability and circumstances.
They also have more choice about how they can contribute to the organisation.
Overall organisation would benefit by attracting, motivating and retaining their staff and it helps to maintain morale and motivation of the workforce leading to increased quality of product or service they provide.


Section 2 – Understand the purpose of health, safety and security procedures in a business environment

1. Identify employer and employee responsibilities for health, safety and security.

If possible, provide relevant health, safety and security policies / documents from your workplace (or place of study) to support your answer.   These documents should be annotated to highlight the relevant sections.

    ❖ Employer’s responsibilities are to ensure that the health and safety and the welfare of their employees and other people, by providing a safe and secure place to work.
    ❖ Employee’s responsibilities are to keep themselves and others safe and free from any harm and to co-operate with their employer and other in meeting their request.

2. Explain the purpose of following health, safety and security procedures in a business environment.

The purpose of following the health, safety and security procedures is clarify who is responsible for doing what within the company and that they have a structure that ensures a safe, secure and healthy business to work within.
The prime role is to protect the 

employees and to ensure that any visitors, customers and members of the public are not put at risk by anything the business produces, sells, hires out or builds, If they follow the procedures and protect the employees and others from accidents and ill health caused by work, they protect the company from costs associated with accidents and ill health. Then they will have also protected the business from any legal action that might have resulted in a claim, which would affect the company financially.
By providing a secure environment ensures that the employees, customers and visitors to the premises are safe from harm, such as having a security gate with intercom at a nursery school, this ensures that the children cannot wander out and others enter the premises without permission, makes it a safe place for the children to be left and reassuring the parents of their safety as well.
An employee’s morale is tied to their work, the more stressed and dissatisfied the employees are the more their work will suffer. A happy employee means more work will be done, working in a happy and safe and secure work environment will make the workers more willing to work harder.


3. Describe three different ways of maintaining a safe and secure business environment.


Three ways of maintaining a safe and secure business environment are,
Your own personal conduct; by wearing the appropriate clothes, jewellery and protective clothing to ensure that risks of cross contamination and risks of harm are reduced.
Data protection and confidentiality; by making sure that all information and important documents are locked away and that you have passwords on the computers and not leaving them unattended without logging off first.
Secure

premises; ensuring that your building and premises are secure and that people are unable to gain access unless authorised.










Section 3 – Understand how to communicate effectively with others

1. Complete the table below with descriptions of different methods of communication.   You should include two verbal, two non-verbal and two written methods of communication.

|Methods of communication                           |Description                                                                         |
|Verbal communication                               |1. Face to face, this could be a one to one discussion, a meeting or small group of |
|                                                   |people or a presentation to a larger group                                           |
|                                                   |                                                                                     |
|                                                   |2. telephone, including to an individual person or with a video phone to a larger   |
|                                                   |group of people                                                                     |
|Non-verbal communication                           |1. Body language, the way you listen, move, look and react tells us whether you are |
|                                                   |listening.   Is the person relaxed, stiff, nervous or agitated                       |
|                                                   |                                                                                     |
|                                                   |2. Eye contact, are they looking at you,

it is important in maintain the flow of     |
|                                                   |conversation and for gauging the other persons response.                             |
|Written communication                               |1. Letters, such as invoices, estimates and complaints, this will give you a         |
|                                                   |permanent copy of the information which can be re-read if required.                 |
|                                                   |                                                                                     |
|                                                   |2. e-mails, these are quicker   than a letter and still give you a permanent copy,   |
|                                                   |which can be printed                                                                 |



2. Using two specific examples, explain how to choose the most appropriate method of communication to meet your needs and the needs of others.

Informing a customer about the work required and the cost, to choose the best method of communication I would first consider how quickly they would need to know and the kind of resources that they would have available, such as email or telephone. This customer would like to know as quickly as possible so I would first telephone them and give them the information; they have also requested that they have the estimate in writing so I followed this up with an email and attached a copy of the estimate.
A customer’s job is finished and they now need to have an invoice sent, we either send these by post or by email.   This customer would prefer to have all information sent by email, so I send them the

email and attach the invoice.

3. Describe at least two ways of actively listening.

Two ways of actively listening to a person who is speaking to you would be; to look at the speaker, making eye contact and focus on what they are saying, making sure that you are giving the speaker your whole attention.
To repeat and recap what you have heard, asking questions to make sure that you have understood, at the appropriate time without interrupting.


Section 4 – Understand how to work with and support colleagues

  1. Explain the purpose of agreeing standards for your own work.   Give at least two reasons.


The purpose of agreeing standards is to know exactly what is required of people and others who work there, what you should be doing such as their job role and when it should be done, such as their hours of work and the type of behaviour that is acceptable in the work environment such as time keeping and dress code.
Another purpose is having your progress monitored such as having a yearly appraisal where you are able to discuss your work and look at your strengths and weaknesses and how to improve yourself.

2. Explain the purpose of taking on new challenges and being able to adapt to change at work.

The purpose of taking on a new challenge gives you the opportunity to learn new things, this is turn will enable you to progress within the job.
Having the ability to adapt to change helps you deal with any changes that happen quickly and expectantly


3. Explain the purpose of treating others with honesty and consideration.

The purpose of treating others with honesty and consideration is likely to influence other to behave in the same way; this will make for a better and more efficient working

environment, which in turn will make the company better


Section 5 – Know how to plan own work and be accountable to others

1. Explain the purpose of meeting work standards and deadlines when completing tasks in a business environment.

The purpose of meeting work standards and deadlines; enables you to ensure that your work is completed effectively and on time and without any confusion, problems and delays, and makes it clear what is expected of you and when.


2. Describe two different methods that you can use to plan your own work in a business environment.

Two of the different methods that I use to plan my work are; keeping a diary and putting work tasks in order of importance and urgency.
I keep a paper diary of all the tasks that need to be carried out each day, I do have a diary on the computer but I prefer a paper one as I can refer to it when I am not on the computer.
I make a note of the job and when it needs to be completed by, I then put them in order of importance and urgency, I do try to leave a couple of free spaces to allow for any emergency work that might arise.
The second method I use to plan my work is breaking down tasks, I break down each task so that you can accomplish them one step at a time. I also write these steps down but these are in a notepad, and tick them off as I finish them, for example the post, I write them down in order of importance, I start with the most important, this would be;   any messages from customers on e-bay and emails, followed by the   telephone messages and then the actual post. i. try to complete one task before I start the on the next.

3. Describe ways of keeping other people informed about progress and compare their effectiveness.   What 

are the benefits and drawbacks of each approach?

Telephone phone calls are the quickest and you can discuss any problems, but the drawback is there is nothing in writing to confirm the changes, such as the costs rising above the estimate.
E-mail is also quick, the benefit is you do have the written evidence of the conversation but the drawback is you have to wait for a reply before any decisions can be made.
Section 6 – Understand the purpose of improving own performance in a business environment and how to do so

1. Explain the purpose of continuously improving your performance in a business environment.

The purpose of continuously improving your performance is to work towards promotions or progressions through the company and with this progression you can obtain higher rewards and have a better job satisfaction.


2. Describe at least two ways of improving your performance at work.   Where relevant, illustrate your answer with specific examples from your own experience.

Two ways of improving my performance at work would be;
I had a look at what my strengths and weaknesses were in my work environment, I felt that I did not know enough about running an office and doing all of the administration work so I signed up to do some courses in business studies so that I could improve.
I also looked at my working area to see if I could improve thing, I decided to look at the way I stored my paperwork and went through the filing system to make it more efficient and easier to find things. This now means I do not waste my time looking for lost paperwork


3. Briefly describe at least two different types of career pathways that may be available to you.

The two different career pathways available to me are;
Educational

establishments, by studying on-line courses I will be able to improve my performance and gain qualifications so that I can carry out my work more efficiently.
I would also have the direct Gov. Website; this would help me to be able to set up my own business and to work in my husband’s business because this has the help and a lot of information I would need.








Section 7 – Understand the types of problems that may occur in a business environment and how to deal with them

1. Identify at least two different types of problems that can occur in a business environment.

Two different types of problems that may occur are;
    ❖ Staff shortage, because of an absent colleague.
    ❖ Delivery of supplies not arriving on time.

2. Complete the table below by describing at least two specific problems that can occur at work and how they can be dealt with.

|Problem                                   |Dealing with the problem                                                                       |
|1. supplies not arriving on time         |Contact supplier to see when it will be delivered. If unavailable or will take time to deliver,|
|                                         |try to get them somewhere else. contact client to inform them of delay so that we do not lose   |
|                                         |their business                                                                                 |
|                                         |                                                                                               |
|2. Equipment failure.                     |Ask an experienced person to look at them, if it is not repairable then would have to order     |
|

                                        |replacement. if needed for a job would need to contact client to inform of delay               |
|Depends on what the equipment or tools   |                                                                                               |
|                                         |                                                                                               |
|                                         |                                                                                               |

3. Complete the table below by listing at least two problems you are able to deal with yourself and two problems you would need to refer to others to deal with (and how you would refer these problems).

|Problems I can deal with:         |Problems I would need to refer to others:       |How are problems referred to others?                 |
|1. computer not working properly   |1. deadlines for a job to be finished has       |Face to face                                         |
|                                   |changed                                         |                                                     |
|2. supplies not arriving           |2. Equipment failure of work tools.             |Referred to experienced colleague is face to face.   |
|                                   |Either colleague or specialist                   |For a specialist, a telephone call                   |
|                                   |                                                 |                                                     |
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