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Unit 2 – Business organisations

The Role of Functional Areas
A business has identified two tasks that need to be completed by each functional area.  Decide which functional area would complete each of the 24 tasks listed below.  Each functional area would complete two of these tasks.

Write in columns A and B the numbers of two tasks each function would complete.
	Tasks

	1
	Testing new products
	
	13
	Meeting a potential new supplier

	2
	Preparing documents
	
	14
	Dealing with a complaint

	3
	Answering a customer query
	
	15
	Delivering induction training

	4
	Visiting customers to encourage more orders
	
	16
	Installing a piece of new software

	5
	Ensuring deliveries are made on time
	
	17
	Analysing market research data

	6
	Filing patents to protect new products
	
	18
	Preparing quotes for potential customers

	7
	Negotiating a discount from suppliers
	
	19
	Ensuring staff salaries are paid

	8
	Representing the business in court cases
	
	20
	Maintaining production machinery

	9
	Designing an advert for a new product
	
	21
	Improving an existing product

	10
	Planning production levels for next month
	
	22
	Planning routes to minimise fuel costs

	11
	Organising a directors meeting
	
	23
	Paying invoices from suppliers

	12
	Backing up the computer network
	
	24
	Recruiting new staff

	Functional Area
	A
	B

	Sales
	
	

	Finance
	
	

	Purchasing
	
	

	Human Resources
	
	

	Manufacturing
	
	

	ICT Support
	
	

	Administration
	
	

	Marketing
	
	

	Customer Service
	
	

	Research and Development
	
	

	Logistics
	
	

	Legal
	
	



             This activity offers an opportunity for English skills development.
















































