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The exams will measure how you have achieved the following assessment 

objectives.  

 

AO1: Demonstrate knowledge and understanding of business concepts and 

issues.  

 

AO2: Apply knowledge and understanding of business concepts and issues to a 

variety of contexts.  

 

AO3: Analyse and evaluate business information and issues to demonstrate 

understanding of business activity, make judgements and draw conclusions. 

 

 

 

GCSE Business is assessed by two final exams and is broken down in the following 

way: 



Unit 4: Human Resources  

 

Organisational Structures – What you need to know! 

 
Target 3.4.1 Organisational structures Insecure Developing Secure 

T71 Define the following key terms: internal 

organisational structures, span of control, 

chain of command, delayering and delegation 

  

 

 

T72 Explain why businesses have internal 

organisational structures, including an 

understanding of different job roles and 

responsibilities throughout the business 

   

T73 Describe a tall structure 

Explain how a tall structure will affect the 

way a business is managed and how it will 

affect communication. 

Identify the advantages and disadvantages 

of a tall structure  

   

T74 Describe a flat structure 

Explain how a tall structure will affect the 

way a business is managed and how it will 

affect communication. 

Identify the advantages and disadvantages 

of a tall structure 

 

 

 

 

 

T75 Explain the difference between 

centralisation and decentralisation 

 

   

 

 

 

 



 

Organisational Structures – The theory 

 

Key Terms Definitions 

Organisational 

structure 

 

Authority  

Span of control  

Levels of 

hierarchy 

 

Chain of 

command 

 

Delayering  

Delegation  

Centralisation  

Decentralisation  

Autrocratic  

Democratic  



 
Task 1: Using the organisational structure below answer the questions. 

 

 

 

 

 

 

 
What is an organisational structure?  

 

How many layers of hierarchy does 

this structure have? 

 

 

What does span of control mean?  

 

 

What is the span of control for the 

Chief Executive? 

 

 

What does chain of command mean?  

 

 

Who has the most authority in this 

structure? 

 

 

Why might the Chief executive decide 

to remove one of the layers of 

hierarchy? What would this be called? 

 

 
Tall organisational Structure Flat organisational structure 

List three features of a tall structure: 

1. 

2. 

3. 

List three features of a flat structure: 

1. 

2. 

3. 

Advantages Disadvantages Advantages Disadvantages 

    

 

 

    

 

 

    

 

 

Chief Executive

Marketing 
Director

Product Controller 
Banking & Savings

Product Manager 
Credit Card

Marketing 
Executive

HR Director

Lead Trainer
Recruitment 

Executive

Operations 
Director

Factory Manager

Supervisor Supervisor Supervisor

Finance Director

Head of Debt & 
Credit

Account 

Executive



 
Task 2: Job Roles 

 

Job Role Describe the responsibilities they have in a business 

Directors  

 

Managers  

 

Team Leaders or 

Supervisors 

 

Workers or 

Operatives 

 

 

Task 3: Communication 

Explain the different types of communication used by individuals or groups of 

people in a business: 

 
1. Meetings –  

2. Video conferencing –  

3. Telephone conversations –  

4. Emails –  

5. Other types of written communication (letters, reports) –  

 

Task 4: Centralisation & Decentralisation 

Centralisation Decentralisation 

List three features of a centralisation: 

1. 

2. 

3. 

List three features of a decentralisation: 

1. 

2. 

3. 

Advantages Disadvantages Advantages Disadvantages 

    

 

 

    

 

 

    

 

 



Organisational Structures – Exam Questions 
 

 
 

1. Blue-Print Limited has a relatively short chain of command. What is meant by ‘Chain of 

command’? (2 marks) 

 

 

 

 

 

 

 

 

 



2. Explain what is meant by an organisational chart, such as that shown in Item D. (2 marks) 

 

 

 

 

 

 
3. Using Item D explain what the term ‘span of control’ means. (2 marks) 

 

 

 

 

 

 
4. Give one reason why an employee of Blue-Print Limited might find the organisational chart 

useful. (2 marks) 

 

 

 

 

 
5.  Identify two problems that Blue-Print Limited might encounter as it increases its levels of 

management. (2 marks) 

 

 

 

 

 
6. Explain how the fairly flat organisational structure of the newly formed Blue-Print Limited 

differs from the tall hierarchal structure developed in its third year of trading. (5 marks) 

 

 

 

 

 

 

 

 



7. Blue-Print Limited expanded, employed additional staff and restructured its management. It 

became a taller, hierarchical structure, as indicated in Item D. Draw the organisation tree for 

the management structure of the ‘new’ Blue-Print Limited. (5 marks) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
8. The ‘new’ Blue-Print Limited has a relatively narrow span of control. Explain two advantages 

to the business that might result from this. (5 marks) 

 

 

 

 

 

 

 

 
9. Blue-Print Limited is centrally and autocratically controlled by Richard, the managing 

directors. Explain two disadvantages of centralised decision making. (5 marks) 

 

 

 

 

 

 

 

 

 

 

 



10. The ‘new restructured Blue-Print Limited has a tall, hierarchical structure. Discuss the 

advantages and disadvantages, for all employees, of their business having this type of 

management structure. Give reasons for your answer. (9marks) 

 

 

 

 

 

 

 

 

 

 

 

How to structure your 

answer: 

 

Paragraph 1: Advantage of 

the structure 

 

Paragraph 2: Disadvantage 

of the structure 

 

Use the steps below: 

 

Step 1 (P) – Make one point 

Step 2 (E) - Explain 

why/how your point is 

relevant.  

(C) Put your answer in 

Context by using evidence 

from the text to support 

the explanation of your 

point. 

Step 3 (An) – Analyse by 

writing about the impact 

and/or the consequence of 

your point. 

 

Paragraph 3: Conclusion 

A – Answer the question set. 

Make clear your decision. 

 

J – Justify your decision 

 

I – consider what the 

success of your decision 

depends on and the impact on 

the short and long term on 

the business. 

 

M – State the most 

important reason why you’ve 

come to your judgement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Recruitment and selection – What you need to know! 

 
 

Target 3.4.2 Recruitment and selection of 

employees 

Insecure Developing Secure 

T76 Explain the difference between internal and 

external recruitment and the benefits and 

drawbacks of each approach 

   

T77 Outline the main stages in the recruitment 

and selection process, including an 

understanding of job analysis, job description, 

person specification, and selection methods 

   

T78 Analyse the benefits of having an effective 

recruitment and selection process for a 

business, including high productivity, high 

quality output or customer service and staff 

retention 

   

T79 Explain the difference between part time and 

full-time contracts, job share and zero hour 

contracts 

   

T80 Describe the benefits of full and part time 

employment. 

   

 

 

 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Recruitment and selection – The theory 

 

Key Term Definition 

Retention  

 

Recruitment   

 

Selection   

 

Internal 

recruitment 

 

External 

recruitment 

 

Job analysis   

Job 

description  

 

Person 

specification  

 

Productivity   

Job share   

Full time   

Part time   

Contracts of 

employment  

 

Zero-hour 

contract  

 

 



 

 

 

 

 

 

  

 

 

 

 

 

 Benefits Drawbacks 

Internal recruitment   

   

   

External recruitment   

   

   

Task: Complete the flow diagram to show the stages in 

the recruitment process. 

Methods of 
recruitment

Contracts of employment  

Explain what a contract of employment is: 

 

 

 

Explain each of the following types of business contract a business 

can issue: 

 



Recruitment and selection – Exam Questions 

 
 

 

1. Identify two methods by which John could recruit additional staff. (2 marks) 

 

 

 

 

 
2. John realises that in the future he might have to take on extra help. Identify two benefits of 

John taking on such extra help. (2 marks) 

 

 

 

 

 
3. Explain two benefits to John of recruiting externally. (4 marks) 

 

 

 

 

 

 

 

 



4. Explain why John might prefer to recruit a part time member staff rather than a full-time 

member of staff. (4 marks) 

 

 

 

 

 

 

 

 

Golf is a very popular and growing participation sport around the world. In the UK there are close 

to 1.5 million players on 3 000 golf courses. Players pay to play on a golf course, with many 

playing at the weekend.  

  One such business is Bristol based Green Grass Golf Limited who own three golf courses around 

the UK.  One of these courses is called Chelsfield Lakes Golf Centre.  

  

 The golf course at Chelsfield Lakes Golf Centre is available to members (who pay an annual fee of 

over £1 000) and non-members of the club, who pay every time they want to play. In addition 

Chelsfield Lakes Golf Centre teach people who want to play golf, or want to improve their game, 

and also provide facilities for weddings and business conferences.  

 

With the growth in the business, Green Grass Golf Limited needs to employ additional workers at 

Chelsfield Lakes Golf Centre. As part of the recruitment process they will produce a job description 

and a person specification for each job role.  

 

  (d) (i) What is a job description and why is it important in the recruitment process? [2]  

 

 

 

 

 

 

 

 

 

 

  (ii) What is a person specification and why is it important in the recruitment process? [2]  

  

 

 

 

 

 



 

 Green Grass Golf Limited has decided to advertise the new jobs externally.    

  

 (iii) Analyse one benefit and one problem with advertising the jobs externally. [4]  

  

 Benefit   

  

 

 

 

 

 

 

 

  

 Problem  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Motivating Employees – What you need to know! 
 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Target 3.4.3 Motivating employees Insecure Developing Secure 

T81  

Define what motivation is and understand the 

benefits of a motivated workforce, such as staff 

retention and high productivity. 

 

 

 

 

  

T82  

Explain the use of financial methods of 

motivation (including an understanding of the 

main methods of payment including salary, wage, 

commission and profit sharing). 

 

 

   

T83  

Explain the use of non-financial methods of 

motivation, including styles of management, 

importance of training and greater 

responsibility, fringe benefits. 

 

   

T84  

Describe Maslow and how it can be used to 

assess employee’s motivation. 

 

   



 

 

 

 

Motivating Employees – The theory 

 

 

Key Terms Definition 

Job 

enrichment 

 

Fringe 

benefits 

 

Salary  

Wage  

Piecework  

Commission  

Profit 

Sharing 

 

 

 

 

 

 



 

 

 

Explain how the following are benefits of a motivated workforce: 

 

Increased levels of productivity  

 

 

Improved employee retention rates  

 

 

Higher levels of sales  

 

 

Improved reputation as a good employer  

 

 

 
 

Methods of motivation used by businesses 

 

Non-financial methods of motivation Financial methods of motivation 

 

 

 

 

 

 

 

 

 

 

 

 

 

Explain the difference between an autocratic and democratic leadership style: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete the triangle to show the 5 

human needs identified by Maslow that 

he suggested if people could meet by 

working, then this would motivate them 

at work. 

You may find it useful to 

use this theory useful in 

explaining why employees 

can be expected to 

behave in certain ways. 



 

 

 

 

 

Motivation – Exam Questions 

 
1. John believes that motivation of employees will bring his business benefits. Identify two 

benefits to John’s business of highly motivated staff. (2 marks) 

 

 

 

 

 

 
2. John would be advised to give any new employee a period of training. Identify and explain 

two reasons why this might be a good way to motivate them. (4 marks) 

 

 

 

 

 

 

 

 
3. Identify two relevant ways a small business-like John’s might motivate their staff. (2 marks) 



 

 

 

4. If John takes on new staff and does not motivate them properly, explain two 

consequences that this might have for him as an employer. (4 marks) 

 

 

 

 

 

 

 

 
5. Explain why a small organisation like John’s might find it easy to successfully motivate 

employees, while a large organisation such as McDonalds might find it more difficult. (5 

marks) 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

6. Advise Tom’s Midnight Garage on the best way to improve the motivation of their staff. 

Give reasons for your advice. (9 marks) 

 

How to structure your 

answer: 

 

Paragraph 1: Suggest 

discuss way to improve 

motivation 

 

Paragraph 2: Discuss why 

another method is not 

suitable 

 

Use the steps below: 

 

Step 1 (P) – Make one point 

Step 2 (E) - Explain 

why/how your point is 

relevant.  

(C) Put your answer in 

Context by using evidence 

from the text to support 

the explanation of your 

point. 

Step 3 (An) – Analyse by 

writing about the impact 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

and/or the consequence of 

your point. 

 

Paragraph 3: Conclusion 

A – Answer the question set. 

Make clear your decision. 

 

J – Justify your decision 

 

I – consider what the 

success of your decision 

depends on and the impact on 

the short and long term on 

the business. 

 

M – State the most 

important reason why you’ve 

come to your judgement 

 

 

 

 

 

 

 

 

 

 



7. Eva is thinking of offering higher wages than those paid in other factories. Advise Eva on 

whether you think that this is the best way to motivate her staff. Give reasons for your 

answer. (9 marks) 

 

 

 

 

 

 

 

How to structure your 

answer: 

 

Paragraph 1: Discuss why 

higher wages would be the 

best option 

 

Paragraph 2: Discuss why 

they might not be the best 

option 

 

Use the steps below: 

 

Step 1 (P) – Make one point 

Step 2 (E) - Explain 

why/how your point is 

relevant.  

(C) Put your answer in 

Context by using evidence 

from the text to support 

the explanation of your 

point. 

Step 3 (An) – Analyse by 

writing about the impact 

and/or the consequence of 

your point. 

 

Paragraph 3: Conclusion 

A – Answer the question set. 

Make clear your decision. 

 

J – Justify your decision 

 

I – consider what the 

success of your decision 

depends on and the impact on 

the short and long term on 

the business. 

 

M – State the most 

important reason why you’ve 

come to your judgement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Training – What you need to know! 
 

 

 

Target 3.4.4 Training Insecure Developing Secure 

T85 Define what training is  

 
  

T86 Explain the benefits of training employees 

for a business, including increased 

productivity, ability to deal with changes in 

technology, increased motivation, staff 

retention, production of high-quality goods 

and good customer service. 

 

   

T87 Define what induction training is 

Explain the advantages and disadvantages. 

 

   

T88 Define what off –the-job training is 

Explain the advantages and disadvantages. 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Training – The theory 

 

Key Term Definition 

Training  

Induction 

training 

 

On-the-

job 

training 

 

T89 Define what off –the-job training is 

Explain the advantages and disadvantages. 

 

   

T90 Analyse the benefits and drawbacks of on 

the job and off the job training and 

evaluate which would be the most 

appropriate method for a variety of 

businesses. 

   



Off-the-

job 

training 

 

 
Benefits of training to a business Disadvantages of training to a business 

  

  

  

 

 

Induction 

Training  

for new  

employees 

What might it involve? Benefits of it could be… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 Benefits Drawbacks 

 

On the 

 job training 

 

 

 

 

 

 

 

 

 

 

 

 

 Benefits Drawbacks 

 

 

 

 

 



Off 

the job training 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Training – Exam Questions 

 

Factors 
influencing 
the types of 

training used 
by a business



 
 

1. Identify two things that could be included in Blue-Print’s induction programme for new employees. 

(2 marks) 

 

 

 

 

 

 

 
2. Blue print provides both on the job and off the job training for existing staff. Explain how they are 

different methods of training. 

 

 



 

 

 
3. Explain the advantages for Blue-Print Limited of offering existing employees one the job training. (4 

marks) 

 

 

 

 

 

 


