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Introduction
Cambridge Technicals in Business 2012 units

Unit 1 — Business purposes

Unit 2 — Business organisations

Unit 3 — Financial forecasting for business

Unit 4 — People in organisations

Unit 5 — The marketing plan

Unit 6 — Verbal and non-verbal communication in business contexts
Unit 7 — Business communication through documentation
Unit 8 — Training and employment in business

Unit 9 — Personal selling in business

Unit 10 — Customer relations in business

Unit 11 — Business online

Unit 12 — Business ethics

Unit 13 — Bookkeeping for business
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We value your feedback

We'd like to know your view on the resources

we produce. By clicking on the icon above

you will help us to ensure that our resources

Qork for you.
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DOC

Would you prefer a Word
version?
Did you know that you can save

this pdf as a Word file using Acrobat
Professional?

Simply click on File > Save As Other ...

and select Microsoft Word
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This document lists the current Cambridge Technicals units and learning outcomes
(LO) and maps them to the new Cambridge Technicals units and learning outcomes so
that you can see where each learning outcome has remained, changed, moved or been
removed.

We've also identified where the 2012 BTEC units map to the Cambridge Technicals 2016
units.

BUSINESS

This qualification is for learners who are 16 years old or over, and want to apply their skills and
knowledge in business administration.

It will equip them with the essential skills and knowledge required to progress onto a
business administrator apprenticeship, or into an administration-related job role, such as an
administrative assistant/officer in areas such as human resources, business finance, marketing
and customer service. It will also enable learners to acquire a range of transferable skills and
knowledge which are highly regarded by employers.

Learners will learn by applying their skills, knowledge and understanding to tasks or activities
that happen in the business administration sector. We have worked with employers who have
helped us include the transferable skills, knowledge and understanding that they are looking
for in prospective applicants.

The qualification is designed to be taken as part of a study programme alongside other
vocational qualifications, GCSE resits or A-Levels. There are no formal entry requirements for
this qualification, but, ideally, learners will typically have or be working towards GCSEs at grade
4/grade C or above including maths and English.

TEACHING AND LEARNING RESOURCES

New resources are being developed to support your teaching of this new
qualification. These will include Pathway Delivery Guides, a Qualifications Calculator
and a Progress Tracker.

To find out more about this qualification please go to:
https.//www.ocr.org.uk/qualifications/vocational-education-and-skills/cambridge-
technicals-business-level-2-2016-suite/

2016 Level 2 Cambridge Technicals Suite

Cambridge
New suite for first teaching September 2017 9

TECHNICALS

Externally assessed content 201 6

Student focused internal assessment rules

Eligible for Key Stage 5 performance points from 2019

OCR visiting moderation providing centre feedback and support
Designed to meet the DfE technical guidance
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Cambridge Technicals in Business 2012 units

Cambridge Technicals in Business 2016 units

Unit i
nol Unit title rl;g LO title THE CHANGE g;"t Unit title LO no. LO title Other comments
Understand the purpose This LO has a slight overlap with Principles of working in Know about orgamganonal Related teaching content
LO1 . i ) . 1 : . . LO1 structures and functional
) and ownership of business | the new Technical unit business administration ! -1.13
. Business purposes areas of business
(BTEC unit 1) i
Understgnd the business This LO is not in any of the new
LO2 | context in which ) .
L Technical units
organisations operate
Assessment guidance
) o L0 Be able to set business aims ; Support the Assessment ?gg?&é!f:;?ﬁj?i;
Business organisations and objectives organisation of an event | guidance ) Y
5 related to the event to be
(BTEC unit 2) organised
Unde‘rstand the man - This LO has a slight overlap with Principles of working in Know about orgamgannaI Related teaching content
LO2 | functional areas in business ) X 1 ) . . LO1 structures and functional
o the new Technical unit business administration : -12
organisations areas of business
Know about costs, revenue
LO1 | and profit in a business
Financial forecasting organisation
3 for business 0 Be able to prepare a break Thesi L(as grelnot in any of the
‘ even analysis new Technicals units
(BTEC unit 3)
L03 Be able to create a cash-
flow forecast
Know aboutpb rolgs This LO has a slight overlap with Principles of working in Know about orgamsghonal Related teaching content
LO1 | and their functions in ) . 1 ) . . LO1 structures and functional
N the new Technical unit business administration ) -1.1
organisations areas of business
People in organisations Be able to produce
4 LO2 | documentation for specific
(BTEC unit 4) job roles These LOs are not in any of the
Be able to prepare for new Technicals units
LO3 | employment and plan
career development
4
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Cambridge Technicals in Business 2012 units

Cambridge Technicals in Business 2016 units

Unit i
ho Unit title rl;g LO title THE CHANGE g;"t Unit title LO no. LO title Other comments
Understand marketing
: LO1 | concepts used by
5 The marketing plan businesses These LOs are not in any of the
! new Technicals units
(BTEC unit 19) L0 | Be able to plan marketing
and promotion
Be able to communicate
L0 Be able to use non-verbal This LO has a slight overlap with 6 Communicate in a L03 aphirr??arfetetgfl;c?\?ﬁt?gs Related teaching content
communication skills the new Technical unit business environment . -3
internal and external
colleagues
- - Know about )
Principles of working in o Related teaching content
1 : . . LO3 communication, teamwork
business administration ; -322
Understand the purpose of : : ) and deadlines
L02 | verbal communication in This LO has a slight overlap with Und a1
4 the new Technical units nderstand the ‘
Verbal and non-verbal business contexts 5 Understand the role of L02 characteristics of business Related teaching content
communication in an administrator communications and their | -2.1.2
6 | business contexts appropriate uses
L02 Be able to communicate by
(BTEC unit 7) te|ephone
. Communicate in a Be able to communicate
56 ab| oal business environment appropriately in meetings
€ abie t(? uge vgr 5 ) A similar LO is in the new Technical LO3 yvhen face to face with
LO3 | communication in business units internal and external
contexts colleagues
Be able to make
Support the and confirm event
7 L LO3 i
organisation of an event arrangements with related
parties
5

v
7
(W]
=
%)
)
[aa}
=z
v
-
<
Y
=
.
O
L
—
(W]
O]
a)
&
o
3
<
U




Cambridge Technicals in Business 2012 units

Cambridge Technicals in Business 2016 units

Unit i
ho Unit title rl;g LO title THE CHANGE g;"t Unit title LO no. LO title Other comments
Principles of working in Know abgut ) Related teaching content
1 ) . . LO3 communication, teamwork
business administration ) -3
and deadlines
Understand the
Know thg purpo;e of ' This LOIhas a slight overlap with L02 character‘lstlc's of busmesg Related teaching content
LO1 | communication in business ) ) communications and their | - 2.1.1
the new Technical units )
contexts 3 Understand the role of appropriate uses
an administrator Understand the appropriate
L04 uses of different business Related teaching content -
documents and how to 41.1&4.12
complete them
Business o Understand the appropriate
communication ) Understand the role of 04 uses of different business Related teaching content -
7 through an administrator documents and how to 41.1&4.12
dOCUmentation Comp|ete them
Be able to complete and Be able to produce
(BTEC unit 8) : L . Related teaching content
102 ;grei:tuesrlr?aelssnddogitrgrir;tls A similar LO is in the new Technical Follow administrative LO1 and distribute business 11
S units 5 | practices and create documents
communication in an ] '
organisation procedures L03 Be able to support business | Related teaching content
meetings -32
. ) Be able to communicate in )
Communicate in a s . ; Related teaching content -
6 . : LO1 writing following business
business environment ) 11,12&13
etiquette
Know the importance of Understand the appropriate
using appropriate methods | This LO has a slight overlap with Understand the role of uses of different business Related teaching content
LO3 ' L ) ) 2 L LO4
of written communication | the new Technical unit an administrator documents and how to -4.1.7
depending on audience complete them
6
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Cambridge Technicals in Business 2012 units

Cambridge Technicals in Business 2016 units

Unit i
ho Unit title rl;g LO title THE CHANGE g;"t Unit title LO no. LO title Other comments
Know theAr}ghts and This LO is not in any of the new
LO1 | responsibilities of the . .
Technical units
employee and employer
e L Know about )
Training and . Prmqples ofvx-/o-rkmg- n o3 communication, teamwork Related teaching content
employment in } ) ) business administration ; -33
8 bUsiness LO2 Understand how employees | This LO has a slight overlap with and deadlines
can be motivated the new Technical units Understand the importance )
Understand the role of . Related teaching content
(BTEC unit 9) 2 an administrator LO3 of teamwork and deadlines | - 3
in business administration '
Unde.rs.tand the importance This LO is not in any of the new
LO3 | of training and performance ) .
. Technical units
review
o L0 Understand the role of sales | This LO has a slight overlap with . Principles of working in LO] sKtrr]L?\cAt/erSz;gr?uannclii?n(;rl]al Related teaching content
Personal selling in staff the new Technical units business administration . -12
9 business areas of business
Be able to demonstrate i : :
(BTEC unit 10) LO2 | personal selling skills and This L.O N no‘F in any of the new
Technical units
processes
Know how customer
LO1 | service is provided in
business
Be able to apply
appropriate presentation
LO2 . A
Customer relations in and Interpersonal skills in
1o | Dusiness customer service situations | These LOs are not in any of the
‘ Understand how consistent | new Technicals units
(BTEC unit 11) and reliable customer
LO3 : :
service contributes to
customer satisfaction
Know how to monitor and
LO4 | evaluate customer service
within an organisation
7
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Cambridge Technicals in Business 2012 units

Cambridge Technicals in Business 2016 units

Unit i
nol Unit title rl;g LO title THE CHANGE g;"t Unit title LO no. LO title Other comments
Principles of working in K”OW abou-t technology Related teaching content
1 : . . LO5 used in business
business administration o ) -52
LO1 Understand different online | This LO has a slight overlap with administration
business activities the new Technical units ) ) Be able to use social ]
Use of social media for ; . Related teaching content
3 . LO3 media to communicate for
business purposes : -3
business purposes
Business online . : .
11 Undgrstand the 155Ues This LO has a slight overlap with Use of social media for Be able to‘mterpret s‘ooal Related teaching content
) LO2 | relating to doing business the new Technical unit 3 bUSINESS DUIDOSES LO1 media policy for business 1o
(BTEC unit 12) online purp purposes '
Be able to create webpages
LO3 | or a website for a stated
business need These LOs are not in any of the
new Technicals units
Know the impact of an
LO4 : )
online business presence
Understand the difference
LO1 | between business values
Busi hi and ethical values
usiness ethics )
12 LO2 Understand current ethical | 11€5€ LC:]S grelnot in any of the
(BTEC unit 14) issues in business new Technicals units
Be able to design an ethical
LO3 . X
policy for a chosen business
Principles of working in Know about using business | Related teaching content
1 : I LO6 :
i ) business administration documents and stationery | -6.1.2
Be able to use financial This LO has a slight overlap with :
LOT | documents to record h — ‘9 Luni P Understand the appropriate
_ transactions the new Technical units , | Understandtheroleof |, uses of different business Related teaching content
Bookkeeping for an administrator documents and how to -412
13 | business complete them
(BTEC unit 15) Be able to create trading
LO2 | and profit and loss accounts
and a balance sheet These LOs are not in any of the
new Technicals units
Know the impact of fraud
LO3 )
on a business
8
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OCR Resources: the small print

OCR'’s resources are provided to support the delivery of OCR
qualifications, but in no way constitute an endorsed teaching
method that is required by OCR. Whilst every effort is made

to ensure the accuracy of the content, OCR cannot be held
responsible for any errors or omissions within these resources.
We update our resources on a regular basis, so please check the
OCR website to ensure you have the most up to date version.

This resource may be freely copied and distributed, as long as
the OCR logo and this small print remain intact and OCR is
acknowledged as the originator of this work.

Our documents are updated over time. Whilst every effort is made
to check all documents, there may be contradictions between
published support and the specification, therefore please use the
information on the latest specification at all times. Where changes
are made to specifications these will be indicated within the
document, there will be a new version number indicated, and a
summary of the changes. If you do notice a discrepancy between
the specification and a resource please contact us at:
resources.feedback@ocr.org.uk.

OCR acknowledges the use of the following content: N/A

Whether you already offer OCR qualifications, are new to OCR, or
are considering switching from your current provider/awarding
organisation, you can request more information by completing the
Expression of Interest form which can be found here:
www.ocrorg.uk/expression-of-interest

Please get in touch if you want to discuss the accessibility of
resources we offer to support delivery of our qualifications:
resources.feedback@ocr.org.uk

Looking for a resource?

There is now a quick and easy search tool to help find free resources
for your qualification:

www.ocr.org.uk/i-want-to/find-resources/

www.ocr.org.uk

OCR Customer Support Centre

Vocational qualifications
Telephone 02476 851509
Facsimile 02476 851633
Email vocational.qualifications@ocr.org.uk

OCRis part of Cambridge Assessment, a department of the University of
Cambridge. For staff training purposes and as part of our quality assurance
programme your call may be recorded or monitored.

© OCR 2019 Oxford Cambridge and RSA Examinations is a Company
Limited by Guarantee. Registered in England. Registered office

The Triangle Building, Shaftesbury Road, Cambridge, CB2 8EA.
Registered company number 3484466. OCR is an exempt charity.
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