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Summary

This is teaching, preparation work and portfolio task for lower ability students (level 4 and below) in the first term of Applied Business GCSE.

Students investigate the functional areas of one business (the school). Students prepare a newsletter (using Publisher) for new staff explaining the main functional areas of the business.

We have provided lesson plans, Pupil class work booklet and Pupil Portfolio Preparation Booklet. We are also using Applied Business for GCSE by Malcolm Surridge, published by Collins and the accompanying teachers’ pack.

Planning Booklet

Portfolio Task

Unit 1.2

Functional Areas

Name _________________ 
Form _______

Task 

To prepare a newsletter using Publisher to give to new staff employed by a business. The aim of the newsletter is to explain the work of the main functional areas of the business

Do not include human resources o customer services in your newsletter since these have already been done by another employee.

Specification

Minimum 3 functional areas and one page of A4

Maximum 5 functional areas and 2 pages of A4

Assessment Criteria

G - E

For one chosen business describe at least three functional areas (excluding Human Resources and Customer Services).

D – B

Explain how each of the above functional areas 

· Co-orporate with each other

· Help the business to achieve its aims and objectives

A – A*

Evaluate how effectively the above functional areas

· Co-orporate with each other

· Help the business to achieve its aims and objectives

Suggest and justify any changes that should be made.

Tips!

1. Use your classwork to plan your newsletter. 

2. Make sure the information is correct before adding pictures or design features.

Overview of tasks

Tasks
Completed
Signed off Teacher

Brainstorm Marketing



Brainstorm Finance



Brainstorm Administration and I.T. support



Brainstorm Sales



Brainstorm research and development



Plan Page1 – section 1



Plan Page1 – section 2



Plan Page1 – section 3



Plan Page4 – section 5



Plan page 2



Plan page 3



What makes a good newsletter?



Organisation of time



Complete Page 1



Complete Page 2



Complete Page 3



Add design features and pictures



Brainstorm functional areas.

Promoting products and brand name 


Advertising locally

and nationally


Checking on sales 








figures












Planning 









  new











 products

Organising and 

using market 

research









Deciding on prices









and special offers

Organising Sponsorship






Planning new places








or distribution methods






to sell products




Complete a brainstorm for Finance.

Complete a brainstorm for Administration and I.T. Support

Complete a brainstorm for Operations

Complete a brainstorm for Research & Development
Plan your newsletter.

Page 1 – description of the main functional areas of the business. Write a paragraph introducing the business and its main functional areas. 
Complete the writing for each functional area. Remember you must cover at least 3 areas. Suggest some pictures you could add.


Section 2 – Explain how each of the functional areas co–operate with each other and help the business to achieve its aims and objectives


Section 3 – Evaluate how effectively the functional areas co-operate with each other and help the business to achieve its aims and objectives


Check with your teacher before you begin your newsletter

What makes a good newsletter?

Factors to consider


Choices made – explanation



Layout of page




Title/headline – Font and size word art




Subheadings – font and size




Writing – Font and size




Pictures




Additional Features




Check with your teacher before you the newsletter.

Plan for completion of Newsletter

Complete the organisation chart every lesson. You must stick to your plan.

Lesson
Work Set
Completed































Marketing








TESCO NEWSLETTER FOR NEW STAFF





Tesco employ a large number of people, not just those you see in our stores. We have staff working in many functional areas and they all help to make the business run successfully.





MARKETING AND SALES			ADMINISTRSTION


This functional area is responsible for	The main tasks of this functional area are ……...




























































































																








How the functional areas work together to help the


business achieve its aims and objectives








The business aims are








How the Finance Department works with other areas








Administration and I.T. – the link behind the scene








Marketing and sales – we could not succeed without them ……








Research & Development








Operations








Working together to achieve the aims of the business ……




























































































																








Evaluation of








Effectiveness of functional areas in co-operating with each other 


Marketing and sales co-operates well with finance because …..






































Effectiveness of functional areas in helping the business achieve its aims and objectives


Marketing is successful in achieving the business aims and objectives because …..





















































																




















