Investigating business resources
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1.0. Dear Jennifer, I am writing to you to inform you that after the discussion I have had with the rest of the management department, I am afraid that your interest to increase your budget will have to be dismissed. When you became the new cost centre manager, you were given a certain budget which you had to spread out equally throughout the year in order for it to last you. In this report, I am going to further discuss your concerns and

explain why we cannot increase your budget, but suggest ways in which you may be able to get the money to replace old equipment.
Your main concern is whether updating the equipment will have to come out of your budget or whether another department will pay for it. I am going to explain that there is a difference between fixed costs and variable costs and that plant is not operational expenditure and should not come out of your budget.

When running a business, everything revolves around the costs of the products and services, and keeping to a budget is crucial. This is because if you do not make this a priority, the business may spend more than it has coming in, therefore resulting in a failed business. Costs include both fixed and variable, and here at Cadbury’s, the management team and I allocate a certain amount of money to each department, depending on what their job is.

2.0. ‘Costs which stay the same at all levels of output in the short run are called fixed costs. Examples might be rent, insurance, heating bills, depreciation and business rates, as well as capital costs such as factories and machinery. These costs will remain the same whether a business produces nothing or is working at full capacity. For example, rent must be paid even if a factory is shut for a two week holiday period when nothing is produced’.
Here at Cadbury’s, our machinery is a fixed cost and therefore we do not expect any repair costs or new machinery to come out of a department’s budget. However, as Cadbury’s have many machines, renewing them are done on a rota. Therefore when managers such as yourself come to us with a concern, we are able to see when that particular machine is due for a renewal.

2.1. ‘Costs of production which increase directly as output rises are 

called variable costs. For example, a baker will require more flour if more loaves are to be produced. Raw materials are just one example of variables costs. Others might include fuel, packaging and wages. If the firm does not produce anything then variables costs will be zero’.
Variable costs are ever changing and change depending on pricing of materials and how often materials are used. An example of this is when different seasons approach such as Christmas and Easter, the demand for our goods increase. This means that more ingredients and packaging are needed which will come out of our budget, not yours.
3. Having, and sticking to a budget is vital for a business’s survival and success. By following a set budget and spreading it out across the year allows us to see how much profit we are making. Profit can be used in many different ways, one being to re-invest.
3.1 To re-invest is when a company uses it profits and puts it back into the firm, in the expectation that it will improve the firm further, and produce even more profit.
3.2 A second way to use profits is to put it in the bank which is called reserves. This allows a company to set aside money for future investments or day to day operations when needed.
3.3 Another way is to sell shares, which is done by PLC’s. They sell shares on the stock market in order to get money. This money is a small investment in exchange for part of the company. However doing this is limited because you do not want to sell a lot of the company, because you will lose control of it, and once all of the shares have gone, they are gone. They can not be resold!
3.4. The final way profit is used is by the owners of company. If the company have has a very good, profitable year, their yearly bonus will be higher compared to

if they has lost or just broken even that year.
4. Budgets are allocated pots of funds to each centre/function so they are able to complete their tasks.
4.1. A budget may be used for re-investment in the business, such as replacement programs. Replacement programs are when a company replaces or fixes machinery or equipment to ensure that the company continues with its produce continues to be financially stable.
4.2. It may also be used for operational expenditure. This is where you have to purchase raw materials, pay wages and keep up with the utilities such as the mortgage gas and electric. This is important for a company because if these are not kept up to date, the company will not be successful and therefore will not last long.
5. There are many factors that determine the budget in which a department gets.
5.1. One of these are their historical needs. This is where the department’s history will be looked at, and then their final decision will be made. An example of this is that when Cadburys looks at your departments background and sees what and how much has been spent in the last few years; they will then give you roughly the same amount of money to spend this year.
5.2. Another factor that is taken into consideration when deciding the amount of the budget is the aims and objectives of the department. This means that if you have a lot of jobs to do, or that in order to do the jobs you need a lot of money, the more money you will receive in order to do them.
5.3. Managing budgets appropriately are vital in order to have a successful business. You must spread your money evenly throughout the year, so you will not run out towards the end. Financial control is significant because if you overspend, once it’s gone, it’s gone! Only in very few circumstances

are departments allowed more money.   However, budget holders are not financial staff. Therefore they have a tendency not to manage accounts effectively. In the case you do go over budget, you will have to go to your boss and explain why you need more money and hope that he gives it to you.
6. The concept of variance is the difference between actual results and planned expectations. This is when a company is allocated a certain amount of money, and at the end of the year, the company will see how much you have spent and whether you have over or under spent.

6.1. Positive variance is when a department still has aims and objectives to do, but has run out of money to do them. This means that before the year is up, you have to go to your boss and ask for more money and explain why you have gone over your budget. An example of this is that if the prices of raw materials rise, then the budget for next year would be revised and maybe increased.

6.2. Negative variance is the complete opposite of positive variance. This is when at the end of the year; a department has money left over. The company will then look at this and ask why they have under spent. Under spending can be either a good or bad thing. On the positive side, it means that you are saving the company money, however on the negative side; it could be seen as not completing the aims and objectives properly.

7.0. After discussing the ways in which you can not use your own budget to replace the equipment as it is a fixed cost and will cost considerably more than your budget for the whole year, I am going to explain the ways in which you may be able to raise the money.

7.1. One way is to use internal sources, which are sources of finance that come from the business' assets or activities. In 

order to get money from within the organisation to fund projects or capital expenditure and expansion, you can either use retained profit, savings or reserves.
7.2. ‘Retained profit is when if the business had a successful trading year and made a profit after paying all its costs, it could use some of that profit to finance future activities’. This can be a very useful source of long term finance provided the business is generating profit, therefore the more money a business makes, the more money can be put back into the organisation. On the other hand, if the business is making a loss then cuts may be made throughout the organisation.
7.3. In terms of a business, savings are part of the profit you make which you put aside for future investments or emergencies. Once you have run out of money, if your reason is good enough, the boss might dip into the organisations savings. However the chances are that the boss will say no, especially if the company is not doing too well, the shareholders will not have any spare money, therefore there will not be any spare money to give out!

7.4. Reserves are money that can be taken from the organisations bank account, however if money is taken out, it must be repaid as soon as possible.

8.0. A second way in which you can obtain money is though external sources. ‘This is finance that comes from outside the business and involves the business owing money to outside individuals or institutions’.

8.1. One way you can do this is by a business loan or commercial mortgage. This is the same as any other loan where you have to pay a certain amount back each month, and have to pay interest on top, and the organisation will have to have decent credit rating for a bank to lend them any money. Also the bank will only lend you what

you can afford, not what you want to borrow, and you have to make sure that the loan will not last any longer than the equipment that you are going to buy because in a few years’ time you will still have outgoing payments, but no equipment.

8.2. If a business spends more money than it has in its bank account, we say that it has become overdrawn, which is another way of getting money from external sources. Businesses will often have an arrangement with the bank whereby the bank will pay the extra money provided the business will pay them back in a fairly short period of time, with interest. This is a short term source of finance and is useful for small amounts. It is often used for buying supplies inputs.

8.3. Venture capital is when some individuals join together to provide finance for new businesses that are just starting-up, similar to being a shareholder. They look for promising businesses and invest in them, hoping that the businesses will grow and that they will make a profit.

8.4. Hire purchase involves paying for equipment in instalments. The business will not own the item until all the payments have been made. Even though this normally works out more expensive to buy an item on hire purchase than paying all at once, but it does mean that the business doesn't have to spend a large amount of money at once which could cause financial problems in the short term.
8.5. Leasing involves a business renting equipment that it may use for several years or months but never own. It will have a contract with a company who may come in to repair and service the product. The deal may also involve the product being replaced with a new model every so often. Businesses often lease equipment such as photocopiers, or in Cadbury’s case large factory machinery.
8.6.

In financial terms, factoring is where you persuade a company to buy the equipment and then rent them to you. This is especially good for businesses that are just starting up as they cannot afford to pay out big amounts all at once.

8.7. Shares are an important source of finance for many companies because a lot of money is generated from this. A share issue is when a business sells parts of their shares to other or new shareholders. For example if you have a share of 50% but sell 30% of it means that you would only be left with 20% which would not give you much control of decisions or vote on the direction of the company, but you would also lose the ownership. The more shares a person holds, the more control they have over a company. Issuing new shares can raise a lot of capital that can be used for expansion for example buying more fixed asset etc. and it is a long term source of finance.

9.0. After analysing all of the ways in which you can find the money to replace your machinery, I can conclude that in your situation I think that the best choice for you would be to use internal sources to obtain money for your new machinery. I have come to this conclusion because as Cadbury’s is a very successful, long term company, it has the savings, reserves and makes enough profit that is does not need to use external sources for funding.

10.0 There are certain documents that businesses have to produce when operating to help management make decisions and to satisfy share holders. In this is part of the report I am going to look at the three most common ones use.

10.1. Cash flow should not be confused with profit. These are two different things. Profit refers to the difference between the total revenue and total cost over a period of time. Most businesses

when starting up will have spent money to get things set up. For example a fruit business, money would have to be spent on things needed to run the business. The shed, lab coats, display boxes and money box. These would represent their fixed costs. These costs do not depend on the level of output or sales.

The importance of cash flow – cash Is the most liquid of all business assets. A businesses cash is the notes and coins it keeps on the premises and any money it has in the bank. For example cash is part of, but not the same as, working capital. Working capital contains other assets, such as money owed by debtors, which are not immediately available if a business needs to pay its bills.

Why is cash flow so important to a business. Without cash it would cease to exist. There is a number of reasons why a business may fail. The most common are:

    • Lack of sales

    • Inadequate profit margins

    • Poor choice of location

    • Reliance of to small a customer base

    • Poor management of working capital

    • Poor cash flow

According to a confederation of British industry (CBI) survey, 21 percent of businesses failures are due to poor cash flow. Or lack of working capital. Even if the trading conditions are good, a business can still fail. Many of those business may offer good products for which there was some demand. They have the potential to be profitable but yet they still went into Receivership. The most likely cause is that they ran out of money.

Above is a diagram of cash flow. This is a simple cash flow cycle. Cash flow is the continuous movement of cash into and out of a business. Initially, cash is used to buy or hire resources. These resources are converted into goods or services which are then sold to customers

in exchange for cash. Some of the money from these sales will be used to finance further production. In a successful business. This flow of cash is endless. If this flow of cash ceases at some stage then the business will be unlikely to continue.

It is important that a business continually monitors and controls its cash flow. It must ensure that it has enough cash for its immediate spending. However it should avoid holding too much cash as cash is an unproductive asset. Holding the cash means that the business may lose out on profits because they are not investing. A business will have more effective control over its cash flow if it:

    • Keeps up to date with business records.

    • Always plan ahead.

    • Operate an efficient credit control to prevent slow or late payments.

Most business produce a regular Cash Flow Forecast. This lists all the likely receipts (cash inflows) and payments (cash outflows) over a future period of time. All the entries in the forecast are estimated because they have not occurred yet. The forecast shows the planned cash flow of the business month by month.

A cash flow forecast will be useful to many businesses not just at Cadburys. It helps a business to monitor its profit and losses for each month. This would be very useful for Cadburys because they can check their cash flow each month and make sure they are either making profits or reaching their business aims and objectives. It will also show their fixed costs for each month so they have an idea of how much money they need in order to pay for their bills.

10.2. The profit and loss account shows the profit that the business makes.  This is also known as the "Trading, Profit and Loss Account".  It is made up of the following components:

• Sales
•

Direct Costs – Expenses such as production materials and labor
• Gross Profit - Gross profit = Net sales – Cost of goods sold
• Indirect Costs – Utilities (electricity, water etc)
• Net Profit - Net income = Gross profit – Total operating expenses – taxes – interest
• Taxation
• Director's Drawings – withdrawals made by directors
• Investment in Business
A major purpose of keeping accounts is to be able to monitor the progress of the business. If the business has already borrowed money from the bank, or is wishing to do so, then the bank will probably want to see the accounts.  The bank is lending its money to the business, and wants to be sure that it is a secure investment.  If the bank is not happy with the accounts it may choose not to give the business a loan, or perhaps increase its borrowing charges.  Also, the bank wants to be certain that the business is under sound financial management, and that good records are being kept for this purpose.

Below is an example of a profit and loss account.

|SALES                                   |                 |                 |
|Hardware & Software                     |164,000         |                 |
|Consultancy                             |4,000           |                 |
|Total Sales                             |                 |168,000         |
|                                       |                 |                 |
|DIRECT COSTS                           |                 |                 |
|Materials                               |135,000         |                 |
|Stock at start of year                 |6,000           |                 |
|Total                                   |141,000         |                 |
|less stock at end of year               |9,000           |         

        |
|Total Direct Costs                     |                 |132,000         |
|                                       |                 |                 |
|GROSS PROFIT                           |                 |36,000           |
|                                       |                 |                 |
|EXPENSES                               |                 |                 |
|Wages                                   |7,000           |                 |
|Rent & Rates                           |4,800           |                 |
|Telephone                               |400             |                 |
|Professional Fees                       |200             |                 |
|Advertising                             |500             |                 |
|Transport                               |700             |                 |
|Stationery etc.                         |200             |                 |
|Insurance                               |400             |                 |
|Heating & Lighting                     |400             |                 |
|Bank charges                           |300             |                 |
|Depreciation                           |2000             |                 |
|Total Expenses                         |                 |16,900           |
|                                       |                 |                 |
|NET PROFIT                             |                 |19,100           |
|                                       |                 |                 |
|less salary                             |                 |15,000           |
|Retained in business                   |                 |4,100           |

http://www.comp.glam.ac.uk/pages/staff/efurse/Teaching/PSB/Accounts2.html
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http://online.businesslink.gov.uk/bdotg/action/openpopup?type=ONEOFFPAGE&itemId=1075059294

10.3.

A balance sheet records the assets and liabilities of a business on a specific date. A balance sheet also known as a “snapshot” of the financial state of health of a business. It tells the business how much they owes and how much they owns. There are   must be a balance between the business and balance sheet because it shows what money business has accumulated and how this has been invested. Assets take the form of fixed assets and current assets; liabilities take the form of capital, long term liabilities and current liabilities. The information in the balance sheet comes from the account books or ledgers, which must also balance, if they do not, then for sure someone made a mistake.

Balance sheets contain the following information about a business. There are three main parts to a balance sheet: assets, liabilities and capital.

Assets   are resources owned by the business. They may be used to pay off their debts. There are mainly two types of assets and they are,

fixed assets
fixed assets will normally be kept by a company for many years. They are owned   by the business. They may be two types,
    • tangible assets, which include the land, buildings, shops, factories, offices, vehicles, machinery, equipment, fixture and fitting etc. over time these assets may rise in value, e.g. land building, or fall in value, e.g. machinery. The balance sheet will have to be adjusted to take account of these changing values.
    • Intangible assets, which include intellectual property, i.e. the value of the business image or reputation, brand name. It is often very hard to value on the intangible assets.

Current assets
current assets are items the business

expect to have for sort term, which normally less than a year. They are includes, stock,   materials, goods, debtors, bank deposits. Goods are the most difficult assets to turn into cash, because if the goods are not selling well then they may have to be sold off cheaply. A high level of debtors also mean that the business id having difficult collections in debts.
As well deposits are the most liquid assets., because it may indicates business is not making enough cash to generate extra profit. As we all aware that, the value of current assets will change each day as stocks is bought and sold and existing debtors pay. Current assets is normally used to pay off daily expenses and immediate bills.

Liabilities is the debts owned by owners. As with assets, these fall into two categories,
    • long term liabilities- are debts that will be paid back over many years, e.g. bank loans, ( perhaps 3-5 years), and mortgage( usually 25 years).
    • Current liabilities- are debts that will be paid back within a year, i.e. suppliers usually expect to get paid within 30 days. Overdrafts can be called in at any time, but loan usually have a deadline for payment.

Capital and reserves these are measured by:   total assets – total liabilities = capital and reserves

it can include the share capital, which is the amount of share capital received from the original issue of shares at the original price. Plus any extra money received when shares were issued. Shareholders funds are the total share capital, retained profits and any other reserves. This is the amount of money shareholders would get if the business closed down. It shows approximately how much the business is worth after any outstanding debts are paid.
Mainly, shareholders are interested in financial documents.

As we know there are hundreds of shareholders are involved in Cadbury's. Balance sheet gives a clear information for both internal stakeholders+ shareholders and external stakeholders. In this case of Cadbury's, there is a clear differentiation between the shareholders who own the company and the directors who run the company. Shareholders have no role in management, in this case they regarded as investors. Therefore, balance sheet helps the director to manage the company effectively and helps investors about the business situation, I. e what is their annual loss and profits account

The following features also tell why it is important for Cadbury's to have a balance sheet.

    • The staff needs financial information in order to do their job effectively. Cadbury's will therefore keep these records which helps their manager and directors to control the business. i.e. plan ahead and make valuable decisions.
    • It is the job of the directors to set out a plan for the future, and make strategic decisions about how these can be achieved. And none of the decisions can be taken unless the appropriate information’s are available, and in this case, a balance sheet is very important for Cadbury's.
    • A balance sheet allows potential investors to know whether it would be wise to risk their money within Cadbury's. Therefore they may consider purchasing new issues of shares.

    • Creditors will be interested in the ability of Cadbury's to repay them.
    •   It reduces the conflicts between the directors and the investors.

11.0. Companies need to measure their performance so that they can make effective decisions to move the company forward. A lot of the companies are made of financial data. Ratios are one such piece of financial data which are useful

indicators of a firms performance and financial situation. Ratios can be calculated from information provided by the financial statement and can be used to analyse trends and to compare the firms financials to those of other firms. In some cases, ratio analysis can predict future bankruptcy. Ratios come under three different sorts, one being determine solvency.

11.1. Determine solvency include current ratio and acid test ratio. Current ratio is a financial ratio that measures whether or not a firm has enough resources to pay its debts over the next 12 months. It compares a firm's current assets to its current liabilities. This is expressed by;

The current ratio which is also known as capital ratio is an indication of a firm's market liquidity and ability to meet creditor's demands. Acceptable current ratios vary from industry to industry. If a company's current ratio is in this range, then it is generally considered to have good short-term financial strength which will attract investors. If current liabilities exceed current assets e.g. the current ratio is below 1, then the company may have problems meeting its short-term obligations.

Here at Cadburys, our current ratio would have been 0.873:1. We would work this out by doing are current assets which were £2125m, then divide it by our current liabilities which were £2434m which totalled 0.873:1.

11.2. The acid test ratio is a stringent test that indicates whether a firm has enough short-term assets to cover its immediate liabilities without selling inventory. The acid-test ratio is far more strenuous than the working capital ratio, primarily because the working capital ratio allows for the inclusion of inventory assets.

Calculated by:

11.3. The second type of ratio is determined profitability.

Every firm is most concerned with its profitability, that’s why the most frequently used tools of financial ratio analysis is profitability ratios which are used to determine the company's bottom line. Profitability measures are important to company managers and owners alike. If a small business has outside investors who have put their own money into the company, the primary owner certainly has to show profitability to those equity investors. Within determine profitability, there are   three different parts, one being gross profit percentage.

11.4. The gross profit percentage is one of several key measurements a company uses in evaluating its financial performance. It helps a company to see what percentage of its earning after costs (for products and/or services) is profit. A higher gross profit percentage is generally preferred as it provides the company with financial resources to pay for research, product development, and other costs associated with running and growing a business. A company that has little gross profit has limited resources.

The gross profit percentage is calculated as follows;

                                                gross profit
Gross profit percentage   =                                   X 100
                                                  turn over

For example, if a business makes a gross profit of £29.400 from a turnover of £61.250 the gross profit percentage would be
                                              £29.400
gross profit percentage   = ---------------------------------- x 100
                                              £61.250
                                                                    = 48%

Overall, Cadburys should easily be able to control their growth profit because

they know exactly what, and how much they are buying and selling. If the gross profit does start to fall for an unknown reason, Cadburys will have to investigate because staff may be stealing stock or money, or the price of goods may have increased, therefore meaning that by still selling at the same price, Cadburys will be making less of a profit.

11.5. The second is net profit percentage, which is the percentage of net income to revenues is a measure of profitability and can show how effective a company is in bringing sales to the bottom line. Net profit percentage can be compared to other companies in its industry, or to the company itself in measuring improvement, or general rate of profitability.

The calculation for net profit ratio is;

For example, if Cadburys total sales totalled £520,000, their sales returns totalled £20,000 and their net profit totalled £40,000, their calculation would look like this;
Net sales = (520,000 – 20,000) = 500,000
Net Profit Ratio = [(40,000 / 500,000) × 100]
= 8%

11.6. The third and final part to determine profitability is the return of capital employment. The prime objective of making investments in any business is to obtain satisfactory return on capital invested. Hence, the return on capital employed is used as a measure of success of a business in realising this objective. Return on capital employed establishes the relationship between the profit and the capital employed. It indicates the percentage of return on capital employed in the business and it can be used to show the overall profitability and efficiency of the business. This is also known as ‘Net Profit Percentage’.

To work out the return of capital employment, you will need this formula;
ROCE = (EBIT / Capital Employed) * 100
(EBIT = Earnings

Before Interest and Tax also known as Operating Profit)

For example, if Cadburys EBIT totalled £12,320 from a capital employment of £112,000, the formula would look like this;

                  £ 12,320
ROCE = --------------- x 100   =   11%
                £ 112,000

11.7. The last part of ratios is to determine performance, which is used to assess the overall performance of the business. There are three main ways a business evaluates their performance, one way is to look at their stock turn over.

11.8. Stock turnover is a ratio that measures the number of times in a trading year that a business sells the value of its stock. The calculation for this is as follows;

If Cadburys sales were £45,272 and their stocks were £18.162, their calculation would look like this;

Stock turn over = £45,272
                            £18.162,

                          = 2.5 times per year

At Cadbury’s and other companies, the higher the turn over, the higher the profit is earned on the stock sold; therefore a company with a high stock turn over can operate with a low profit margin.
Cadburys needs to make sure that they do not experience a declining stock turn over, but if they do it might indicate higher stock levels, a large amount of slow-moving or obsolete stock, a wider range of products being stocked or lack of control over purchasing.

11.9. The second part to determine performance is debtor’s collection period. This allows businesses to calculate the number of days it takes to collect debts on average. For this, the following equation can be used;

For examples, this equation can be used for Cadburys;

Businesses in different industries have different periods over which outstanding debts are paid. Some businesses have payments

over 30, 60 or even 90 days, however small firms will struggle to survive if their outstanding bills are not completed within 30 days. But as Cadburys are an international firm, they can afford to pay it back when they want. On the other hand, Cadburys till need to remember that they have a lot of money going out, therefore they need to work out how much is coming in, and going out before they can see whether they are making a profit, or need to borrow money from elsewhere.

11.10. The final part of determine percentage is asset turnover. The asset turnover ratio calculates the total revenue for every dollar of assets a company owns. To calculate asset turnover, take the total revenue and divide it by the average assets for the period studied;

An example of figures that we could use for a Cadbury’s formula is as follows;

Throughout the years, Cadburys should continue to compare figures to see where they have improved, and where improvement is still needed. Comparing will enable Cadburys to see how much more, or less their outgoings are, and the amount their bringing in. Once all the information is calculated, financial decisions will be made easier to make and Cadbury’s will know exactly where they financially stand.
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Additional information

|Job Element                 |Detail                                                                                             |
|                           |                                                                                                   |
|Job Title                   |Business Teacher                                                                                   |
|                           |                                                                                                   |
|Employer                   |Claydon High School                                                                               |
|                           |                                                                                                   |
|Department/                 |Business Department, Ipswich                                                                       |
|Location                   |                                                                                                   |
|                           |                                                                                                   |
|Main Purpose               |To plan and deliver business lessons at key stage 4 and key stage 5.                               |
|                           |prepare lessons, making them as interesting 

as possible                                           |
|Duties & Responsibilities   |prepare homework, assignments and assessment                                                       |
|                           |research information to ensure the knowledge they impart is current                               |
|                           |mark homework and pieces of assessment                                                             |
|                           |identify the needs of individual students in their classes, and work to help each child develop   |
|                           |his or her own potential                                                                           |
|                           |prepare resources for the classroom                                                               |
|                           |confer with students over their work                                                               |
|                           |assist children to learn, not judge their inability to learn                                       |
|                           |identify emotional, intellectual, physical, etc issues which may be hindering the student from     |
|                           |learning to his/her best potential, and research and recommend courses of action                   |
|                           |conduct parent-teacher interviews                                                                 |
|                           |provide a sounding board (for both students and teachers) and allow for open discussion           |
|                           |attend professional development sessions to improve his/her own teaching methods and curriculum   |
|                           |present a professional

but caring persona at all times                                             |
|                           |Treat students with respect, and teach them to treat others with respect                           |
|                           |                                                                                                   |
|Salary & Benefits           |Salary: MPS                                                                                       |
|                           |Term time only                                                                                     |
|                           |Laptop                                                                                             |
|                         |Essential                                                                 |Desirable                                 |
|Qualifications           |Qualified Teacher status                                                 |Evidence of continuous INSET and           |
|                         |                                                                         |commitment to further professional         |
|                         |                                                                         |development                               |
|Experience               |The Class Teacher should have experience of:                             |In addition, the Class Teacher might have |
|                         |teaching at Key Stage 2                                                   |experience of:                             |
|                         |                                                                         |teaching across the whole Primary age     |
|                         |

                                                                        |range;                                     |
|                         |                                                                         |working in partnership with parents.       |
|Knowledge and             |The Class Teacher should have knowledge and understanding of:             |In addition, the Class Teacher might also |
|understanding             |the theory and practice of providing effectively for the individual needs|have knowledge and understanding of:       |
|                         |of all children (e.g. classroom organisation and learning strategies);   |the preparation and administration of     |
|                         |statutory National Curriculum requirements at the appropriate key stage; |statutory National Curriculum tests;       |
|                         |the monitoring, assessment, recording and reporting of pupils’ progress; |the links between schools, especially     |
|                         |the statutory requirements of legislation concerning Equal Opportunities,|partner schools.                           |
|                         |Health & Safety, SEN and Child Protection;                               |                                           |
|                         |the positive links necessary within school and with all its stakeholders;|                                           |
|                         |effective teaching and learning styles.                                   |                                           |
|Skills                   |The Class Teacher will be able to:                                       |In addition, the Class Teacher might also |
|                         |promote the school’s aims positively,

and use effective strategies to     |be able to:                               |
|                         |monitor motivation and morale;                                           |develop strategies for creating community |
|                         |develop good personal relationships within a team;                       |links.                                     |
|                         |establish and develop close relationships with parents, governors and the|                                           |
|                         |community;                                                               |                                           |
|                         |communicate effectively (both orally and in writing) to a variety of     |                                           |
|                         |audiences;                                                               |                                           |
|                         |create a happy, challenging and effective learning environment.           |                                           |
|Personal characteristics |Approachable                                                             |                                           |
|                         |Committed                                                                 |                                           |
|                         |Empathetic                                                               |                                           |
|                         |Enthusiastic                                                             |                                           |
|                         |Organised                                                               

|                                           |
|                         |Patient                                                                   |                                           |
|                         |Resourceful                                                               |                                           |

|Time       |Activity                                                                       |
|9.30       |Arrive / coffee                                                                 |
|9.45       |Tour of school with deputy head teacher                                         |
|10.15       |Time in the department and meet the job holder                                 |
|11.15       |Teaching a lesson                                                               |
|12.00       |Lunch with the governors                                                       |
|13.00       |Formal interviews                                                               |

Unit 2;
2b)   Asses the importance of these skills to the organisation when filling a job role:

Skills from the curriculum vitae as above
The Class Teacher will be able to:
  1) promote the school’s aims positively, and use effective strategies to monitor motivation and morale;
  2) develop good personal relationships within a team;
  3) establish and develop close relationships with parents, governors and the community;
  4) communicate effectively (both orally and in writing) to a variety of audiences;
  5) create a happy, challenging and effective learning environment.
  6) develop strategies for creating community link

Individuals who become new members of any organisation have an important contribution to make in terms of the expertise knowledge 

and experience.   For example, the individual may have expertise/skills in finance or health and safety experts or previous teaching experience and qualifications.   In this respect the contributions they make are straightforward and they are fulfilling there functional role for which the job they are employed.

The skills required for the job as a Class Teacher are listed with the most important skills started at point 1) down to point 6).

Another way to assess the skills of an individual and allocated the correct employee to the job would be to create a skills matrix.   This is a simple chart listing the main tasks that would be required in columns, with the specific skills required for each in sub columns.

i.e.

|     Tasks                     |Relevant Skills for position of Class Teacher                               |
|                               |                                                                             |
|                               |                                                                             |
|Skills                         |                                                                             |
|Candidates                     |                                                                             |
|                               |Qualifications and       |Questioning and listening |Problem solving skills   |
|                               |experience               |skills                     |                         |
|Name                           |                         |                           |                         |
|Name                           |                         |                           |                         |
|Name                           |                         |

                          |                         |

Another tool to evaluate would be to assess the candidates’ strengths and weaknesses and number from one to five for each strength/weakness.   Then add the results and compare against the totals
i.e.
|Strengths                                                             |Weaknesses                                                             |
|3 New ideas (fresh approach)                                           |5 Training                                                             |
|4 New skills                                                           |5 Time                                                                 |
|4 Experience                                                           |4 Attitude                                                             |
|11                                                                     |14                                                                     |

UNIT 3
Describe the limitations and constraints of marketing.

Legislation means laws that have been put in place by a legislative body i.e.

Common Law – are developed through the courts.   It requires courts to follow past decisions in cases with similar facts and covering the same points of law.

Statutory Law – is created when Parliament passes new legislation through an Act of Parliament.   Such acts are:

Sales of Goods Act 1979 – Under this legislation goods brought from a trader should be :-
    • Of satisfactory quality
    • Fit for any particular purpose made known to the seller
    • As described in the advertisement/description
    • Since 2003 if a product is faulty you are entitled to a full refund, compensation or replacement.
    • Where a guarantee is offered a consumer

can request the guarantee in writing to Customer Service!!

Another legislation being;
Trade Description Act 1968
This prohibits false or misleading statements about products.   The act is designed to
ensure that the quantity of size of a good is correctly described including:-
    • the way they were made
    • what they were made off (materials/ingredients)
    • there fitness for the purpose which they were intended (strength/performance/behaviour)
    • physical characteristics
    • statement of goods being tested and approved (certificate)
    • This prohibits false or misleading statements about products.

The act is designed to ensure that the quantity of size of a good is correctly described including:-
    • the way they were made
    • what they were made off (materials/ingredients)
    • where they were made
    • when they were made
    • full history of the product

Consumer Credit Act 2006
    • Aims to protect the rights of consumers when they purchase goods on credit.
    • Traders who make such agreements must obtain a license from the Office of Fair
      Trading.
Act lays down rules covering:-
    • the form and content of agreements
    • APR of the Total Charge for Credit
    • Procedures to be adopted in the event of default, termination and early settlement
    • Statements on credit agreements to borrowers need to be shown.
    • Default payments notices and information need to be shown.
    • Guidelines for lenders about ‘extortionate credit bargains’ to prevent borrowers being charged excessive amounts.

Date Protection Act 1998
This Act has been extremely beneficial to consumers.   Marketers can only communicate with consumers if the data is:-
    • obtained fairly and lawfully
    • used only

for the reasons said
    • relevant and not excessive
    • accurate and up to date
    • not kept for longer than necessary
    • protected from unauthorised use
    • available for inspection and not correction by the individual

-----------------------
Figure 1. Profit & Loss Account
year ended 30 May 1997
David Jones

Teacher of Business MPS
Required from September 2011 or earlier - Full time Teacher of Business
The Governors wish to appoint an enthusiastic and committed Teacher of Business. This friendly and forward looking school has:
· Specialist School Status (for Business)
· CPD Mark and Investor in People status
· Healthy School status
· A passion for inclusion
· An exceptionally well equipped Business faculty with full time HLTA,
TA and Technician support.
Claydon is an exciting and vibrant place to work. You will motivate and inspire students be confident with ICT and be prepared to work as part of a team to develop learning and teaching.

Church Lane, Ipswich IP6 0EG
Tel: 01473 836 110

Jennifer Savage
11 London Road
Ipswich
Suffolk
I8 4jg

Interview for a business teacher

Dear Jennifer Savage

With reference to your recent application for the above post, I am writing to invite you to attend an interview. The interview details are:

Date – 11th February
Time – 9.30am
Location – Claydon High School

The interview will be conducted by Georgina Mowles. On your arrival, please report to the main reception.
The selection process should last no longer than 4 hours and will consist of a formal interview.
Please bring in your relevant certificates of qualification when attending your interview.
I would be grateful if you would telephone Georgina Mowles on 07563461136

Yours sincerely
Georgina Mowles
H
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