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Sample Scheme of Work

Administration (Business Professional)

Level 3

Unit 16 – Understanding functions and roles within business organisations
Last updated: 06/01/11

This Support Material booklet is designed to accompany the OCR Administration (Business Professional) specification for teaching from September 2010.
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	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	topic
	Introduction to business

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Introduction to Business 
	Group discussion – businesses and their sectors

Guest speaker – understanding functions and roles within business organisations

Review different types of businesses and identify how they are similar and how they are different

Presentation – produce a presentation based on your findings
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Produce a booklet covering functions and roles within business organisations

Learners will need to be taught all the skills before they start on the model assignment and will need first-hand access to businesses to be businesses

Any information from the internet must be correctly sources and candidates must re-write in their own words to claim the relevant criteria from the unit.

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate




	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Functional Areas

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	What are functional areas?
	Introduction – what functional areas are in different businesses

Review – provide case studies of different business and learners identify the functional areas within these businesses

Review – identify the activities that are carried out in the different functional areas

Present – learners present their findings from flip chart to peers on the functional areas they have identified
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Identify (bulleted list) and explain (detailed discussion) the main functional areas within typical business and how they interact

Learners will need to be taught all the skills before they start on the model assignment 

Any information from the internet must be correctly sources and candidates must re-write in their own words to claim the relevant criteria from the unit.

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Consolidation

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Consolidate learning – functional areas 
	Case study review – present learners with two different business case studies – they need to:

· Identify the functional areas from within each business

· Identify the activities carried out in each of the functional areas

· Compare and contrast how the functional areas/activities are similar or different in each of the two different businesses
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Identify (bulleted list) and explain (detailed discussion) the main functional areas within typical business and how they interact

Learners will need to be taught all the skills before they start on the model assignment 

Any information from the internet must be correctly sources and candidates must re-write in their own words to claim the relevant criteria from the unit.

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	How functional areas interact

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	How functional areas within different businesses interact
	Mind map – learners to identify from their previous work, how the functional areas interact the same or differently.

Presentation – learners to analyse how the functional areas interact and produce their findings as a presentation
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Identify (bulleted list) and explain (detailed discussion) the main functional areas within typial business and how they interact

Learners will need to be taught all the skills before they start on the model assignment 

Any information from the internet must be correctly sources and candidates must re-write in their own words to claim the relevant criteria from the unit.

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Organisational structures

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Identify different organisational structures 
	Presentation and discussion different types of organisational structure

Provide learners with examples of why different structures are used

Ask learners to identify how at least four different businesses are structured Internally
Learners to compare and contrast their findings


	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Analyse different organisational structure and analyse how structures can affect responsibility and authority

Learners will need to be taught how to analyse information and produce an analysis and not a description 

Any information from the internet must be correctly sources and candidates must re-write in their own words to claim the relevant criteria from the unit.

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Organisational structures part 2

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Identify how structures affect responsibility and authority
	Discussion – chain of command, span of control, authority and relationships in business

Research – learners to research how structures within two different businesses are affected by responsibility and authority
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Analyse different organisational structure and analyse how structures can affect responsibility and authority

Learners will need to be taught how to analyse information 

Any information from the internet must be correctly sources and candidates must re-write in their own words to claim the relevant criteria from the unit.

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Consolidation

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Review organisational structures
	Case study review – learners to be provided with two business case studies and from this they are required to:

· Analyse different organisational structures

· Analyse how the structures within each business affect responsibility and authority

· Compare and contrast the organisational structures within each business

· Produce a case study review
	Video or other types of visual presentation from administrators, preferably with handouts available for the learners to annotate with their own thoughts and comments

Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Roles and responsibilities within business 

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Identify different roles and responsibilities within business
	Mind map – identify types of management at different levels of an organisational structure

Identify the authority and responsibility at different levels of an organisational structure

Evaluate the roles and responsibilities
	Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Identify roles and responsibilities at different levels

Evaluate (not bullets or description) roles and responsibilities at different levels

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Stakeholders part 1

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	What are stakeholders? 
	Mind map – internal and external stakeholders from at least three different businesses

Review – learners to present their findings to the rest of the group
	Flip chart/whiteboard for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Distinguish between internal and external stakeholders

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Stakeholders part 2

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Stakeholder interests
	Discussion – why do stakeholders have different interests?

Review – learners to identify from case study businesses the different stakeholders and how their interests are different

Review – learners to complete stakeholder review template
	Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Explain (not description or bullet points) how different stakeholders may have different aims and objectives

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Stakeholders part 3

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	How stakeholders impact business
	Review – based on previous two lessons produce a group presentation which describes how each of the different stakeholders impact business
	Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Describe the impact that different stakeholders may have on a business

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Consolidation

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Review stakeholders in business
	Case study review – learners to be provided with two case studies and to:

· Identify internal and external stakeholders

· How stakeholders have different aims and objectives

· The impact of stakeholders on business

· A written stakeholder reivew
	Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Organisational objectives

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Why do organisations have objectives?
	Discussion – why do organisations have objectives?

Guest speaker

Discussion – identify organisational objectives from at least four different businesses

Review – produce review of findings
	Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research


	As part of the model assignment, learners are required to:

Describe typical organisational objectives

Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Consolidation

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Review organisational objectives
	Case study review – learners to be provided with two case studies and to:

· Identify organisational objectives

· A written review
	Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research
	Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	2 hours
	Topic
	Consolidation

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Consolidate learning
	Review and practice of previous lessons to ensure learners are ready to complete model assignment
	Flip chart/whiteboard  for noting down points raised during discussions

Computer facilities for learners to complete reports of conduct further Internet research
	Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


	OCR Administration (Business Professional) Unit 16 - Understanding Functions and Roles within Business Organisations

	Suggested teaching time
	10 hours
	Topic
	Model assignment

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Complete the model assignment 
	Complete the model assignment
	OCR Model assignment


	Refer to OCR guidance on assessing the model assignments 

Refer to the OCR guidance on adapting model assignments if appropriate


Evidence for this unit could link into:

· Unit 15 – Produce complex business documents

© OCR 2011
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