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Unit content
1. Know how human resources are managed
Human resources: Staffing to meet changing business demands; coordination of team resources to meet targets; monitoring of team performance; liaison with other departments; establishment of professional culture e.g. levels of formality, separation of professional from private activities; provision of appropriate incentives; encouraging creativity and initiative; outsourcing versus in-house decisions

Maintenance of operation: adequate resources to meet tasks e.g. staffing, equipment, working capital, facilities, administration; monitoring; trouble shooting and problem solving

Human resources: recruitment and retention; suitably skilled staff; contracts of employment; job descriptions
Employability skills; suitable qualifications; experience in a similar role; knowledge of products/services; experience of specific industry; effectiveness in meeting personal and team/department targets; ability to observe and raise professional standards of product/service delivery

Personal skills: patient; hardworking; able to work as part of a team; good interpersonal skills; cooperating with others; e.g. line managers, colleagues; negotiation e.g. in seeking agreements, resolving conflicts, agreeing targets, agreeing budgets; interviewing skills
2. Know the purpose of managing physical and technological resources
Physical resources: buildings and facilities; materials and waste; plant and machinery; equipment including ICT; planned maintenance and refurbishment; emergency provision; insurance; security

Technological resources: intellectual property e.g. designs, drawings, text, music, video, accumulated experience and skills; software licences; protection via patents and copyrights

3. Know how to access sources of finance
Internal sources: owner’s savings; capital from profits

External sources: banks e.g. overdraft, business loan, commercial mortgage, venture capital, hire purchase, leasing, factoring, share issues

4. Be able to interpret financial statements
Cost and budgets: costs managed to budget (fixed costs/variable costs, monitoring budgets and variances); breakeven; bidding to increase future resources e.g. capital grants, investments, provision of appropriate liquidity/working capital; provision of appropriate reserves to address emergencies/crises

Financial statements: profit and loss (purpose and use, measure of trading performance, establishing profit figures) and balance sheet (purpose and use, establishing net worth, business valuation)

Basic ratios: to determine solvency e.g. current ratio, acid test ration; to determine profitability e.g. gross profit percentage; net profit percentage; return on capital employed; to determine performance e.g. stock turnover, debtors’ collection period, asset turnover

BTEC National Diploma in Business

Assignment Brief

Unit 2: Business Resources
Overview:  
On completion of this unit you will:

1. Know how human resources are managed
2. Know the purpose of managing physical and technological resources
3. Know how to access sources of finance
4. Be able to interpret financial statements

Assignment 1 and 2 Scenario:
You have obtained work experience as an assistant manager of a business consultancy firm that provides advice and support to new business start-ups.  Your company has been invited to participate in a roadshow to promote services for people who are thinking of starting up in business.

You have been asked to produce material for an information pack on business resources and have agreed with your manager that a case study approach, using a selected organisation, would be the most useful and interesting approach for producing this material for prospective clients.  Your manager has suggested that you could use your school as the case study.

ASSIGNMENT 1
 Recruiting and Retaining the Right People
Aims:

In this assignment you will learn how the employees within SHS are recruited and the importance of HR management.
TASK 1:

Using the school as your organisation, describe the recruitment documentation used when a vacancy needs to be filled
This task provides evidence for P1 
TASK 2:

Identify a non-teaching role within SHS.   Obtain a job description and an application form.  Draw up a person specification for the job and describe the attributes that you already have, or expect to have, that would enable you to do the job.

This task provides evidence for P2 and M2

	Grading tips

	P1
	Collect examples of the documents used.  Draw up a table to list their purpose and usefulness

	P2
	Think carefully about the skills a person needs to perform the job well – which are essential and which are just desirable

	M2
	Explain how recruiting the right person benefits the school in its aims and objectives


	Grade
	Date Set
	Date Due

	P1
	
	

	P2/M2
	
	


ASSIGNMENT 2

The Impact of Non- Financial Resources

Task 3:

You now need to consider the main physical and technological resources required for business success.  Produce a presentation, in pairs, which in its first section, describes the suitability of the school’s physical and technological resources covering the following aspects:

a) planned maintenance

b) refurbishment

c) protection and security

In the second section of the report, you will need to consider the impact that the physical and technological resources of the school have on the school’s performance.

This task provides evidence for P3 and M1

	GRADING TIPS

	P3
	Conduct a survey of the school’s physical and technical resources.  

	M1
	Ask speakers from the school’s leadership group to talk to you about how resources are managed and how they are used to improve the school’s performance.


	Grade
	Date Set
	Date Due

	P3
	
	

	M1
	
	


ASSIGNMENT 3: The Role of Financial Resources
Scenario:

You are employed as a trainee in a local firm of financial advisors – Green, Interest and Co.  Your role involves providing support to the senior business advisors who give banking and financial advice to new and existing businesses.  After three months in the role, your supervisor gives you the task of providing advice and guidance to two recently qualified hairdressers – Lois and Liam – who are in the process of setting up in business. ‘Locks’ will be the name of their new salon.
Aims:  
This assignment investigates the financial resources available to start-up businesses.  You will learn the importance of controlling costs and budgets and the consequences of not keeping adequate control.  You will learn how managing budgets and business resources effectively can improve business performance.
TASK 4: 

Lois and Liam need some guidance on the financial support available for starting a new business.  They also require advice on how they may obtain funds in the future for expansion.  In response, you decide to put together a presentation that describes the sources of finance (both internal and external) that a new business start-up can access, using information that you have collected from financial institutions.
This task provides evidence for P4
	GRADING TIPS

	P4
	Collect information from local banks and the internet on raising funds for new businesses.

Produce a PowerPoint presenting the information gathered in an easy to understand format


	Grade
	Date Set
	Date Due

	P4
	
	


TASK 5:
Lois and Liam are concerned about the financial management of their new hair salon.  They know very little about costs and budgets and would benefit greatly from some proper advice and guidance.  With this in mind, you decide to put together some information and basic examples on costings and budgeting that can be presented to the pair at a forthcoming meeting.  .  The materials should describe:

a) The different types of costs that Locks is likely to incur and the reasons for keeping those costs under control, including an explanation of break-even analysis and the role it plays in the financial planning of their business.  The breakeven case study for Headlines Hair Salon can be used to help illustrate this for Liam and Lois.
b) The different types of budgets, their purpose and how they can be used to monitor and control the performance of Lois and Liam’s business.  This should include a description of the budget setting process, the monitoring of actual performance against budget and the use of variance analysis.
c) An analysis of the impact that changes in costs and sales revenue have on the break-even point of Headliners Hair Salon.

d) An explanation of the problems apparent in the cashflow forecast of Headliners Hair Salon, the likely causes and possible remedies.

e) An explanation of the problems with the sales budget of Headliners Hail Salon, the likely causes and possible remedies.

You will be provided with three case studies to guide you with parts c, d and e.  

This task provides evidence for P6 M4, and D3
	GRADING TIPS

	P6
	Use Headliners to explain why budgets are necessary.  Explain the various types of budgets that can be prepared

	M4
	Use a breakeven analysis to show what can happen if costs are not controlled

	D3
	Discuss and evaluate the various problems that can arise from unmonitored costs and budgets


	Grade
	Date Set
	Date Due

	P6
	
	

	M4
	
	

	D3
	
	


TASK6:
Lois and Liam are delighted with the support you have given them so far.  You supervisor at Green, Interest and Co is also very pleased and would like you to put together a training session for new businesses focussing on how budgetary control and managing resources affectively can improve the performance of a business.  You decide to prepare some training materials, including some handouts and a short PowerPoint presentation which provide Lois and Liam with:
a) An evaluation of how managing resources and controlling budgets can improve the performance of their business.  Include the ways in which the management of their staff, physical and technological resources and the control of budgets and costs can improve their:

· Sales and profits

· Customer base

· Levels of employee and customer satisfaction

· Staff turnover

· Levels of efficiency in their salon

This task provides evidence for D1

	GRADING TIPS

	D1
	In this presentation you need to show how improvements can be made through effective control of budgets and management of resources. You can summarise the main issues in bullet point format in a PowerPoint presentation.  You then need to provide an evaluation of the improvements you have suggested


	Grade
	Date Set
	Date Due

	D1
	
	


ASSIGNMENT 4: Financial Records
Aims: 
In this assignment you will learn the key items in a business profit and loss account.  You will also learn how to make broad judgements on the financial performance of a business by looking at and considering those key items.  You will learn about the main accounting ratios that are used to interpret how well a business is performing and how to apply those ratios to given sets of financial statements.  You will also learn how to analyse the results and make detailed judgements on the financial health of the business.  Finally, you will learn about the possible limitations of those accounting ratios in providing a totally reliable picture of the financial position of a business.

Scenario:

Your supervisor is delighted with the support that you have provided to Liam and Lois and their new hairdressing venture.  In fact, he is so pleased with your performance he decides to promote you to a full time financial advisor.  Your sixth month probationary period is up and he feels that you have all the qualities to make a success of your new role. Well done!
Your first job in your new role is to provide financial advice to a new client, Alexander Lane Motors Ltd.  They are a relatively new company with two major shareholders Peter Watson and Mark Brown.  They buy and sell used cars and have just completed their second year of trading.  They are keen to get some professional advice on how the business is performing and whether they are in a strong enough position to expand the business. 
Peter and Mark bring you copies of their first two years’ profit and loss accounts and balance sheets and ask you to provide them with a straightforward report on the company’s performance.

TASK 7:

From the profit and loss accounts and balance sheet provided by Peter and Mark, you are required to provide them with:

a)  An interpretation of the contents of the profit and loss account and balance sheet for Wansbeck Motors Ltd.  This will give them a better understanding of their current trading performance.

This task provides evidence for P5
b) An illustration of the financial state of the business using:

· The profit and loss account for Alexander Lane Motors Ltd

· The balance Sheet for Alexander Lane Motors Ltd

· An appropriate range of accounting ratios
This task provides evidence for P7 
c) A detailed explanation of the accounting ratios and how you have used them to monitor the financial position of Alexander Lane Motors Ltd over the two year period.
This task provides evidence for M3

	GRADING TIPS

	P5
	 You need to explain the purpose of each major item shown on the trading, profit and loss account and the balance sheet of Alexander Lane Motors Ltd.

	P7
	Using the information in P5 describe the financial state of the business

	M3
	Use accounting ratios to further help you explain the performance of the business


	Grade
	Date Set
	Date Due

	P5/P7
	
	

	M3
	
	


TASK 8
All this is new to Peter and Mark, and although they find your report very interesting and enlightening, they feel that they need to know a little more about the relevance of the information and how it can be used to make important financial decisions.  They are looking to expand the business and need to communicate the findings of the report to their shareholders.  With this in mind they ask you to prepare a briefing paper and presentation that they can use when they meet with the shareholders next month.  The paper and presentation need to include:

a) An introduction to the accounting ratios used in Task 7
b) An evaluation of the use and adequacy of the accounting ratios as a means of monitoring the financial health of the business

This task provides evidence for D2

	GRADING TIPS

	D2
	Explain – using examples from Alexander Lane Motors Ltd- the problems encountered when using accounting ratios.


	Grade
	Date Set
	Date Due

	D2
	
	


ALEXANDER LANE MOTORS LIMITED

Balance Sheet as at 31st December 

(£’000s)

	
	
	2008
	
	2009

	Fixed Assets
	
	110
	
	115

	
	
	
	
	

	Current Assets
	
	
	
	

	Stock
	120
	
	125
	

	Debtors
	45
	
	50
	

	Bank balance
	20
	
	
	

	
	185
	
	175
	

	
	
	
	
	

	Current Liabilities
	
	
	
	

	Creditors
	90
	
	100
	

	Bank overdraft
	
	
	10
	

	
	90
	
	110
	

	
	
	
	
	

	Net Current Assets
	
	95
	
	65

	
	
	205
	
	180

	less
	
	
	
	

	Long term liability
	
	
	
	

	Bank loan
	
	50
	
	60

	
	
	155
	
	120

	
	
	
	
	

	Financed by
	
	
	
	

	Share Capital
	
	50
	
	50

	Retained Profits
	
	105
	
	70

	
	
	155
	
	120


ALEXANDER LANE MOTORS LTD

Trading and Profit and Loss Accounts 31st December 

                                       (£’000s)

	
	
	2008
	
	2009

	
	
	
	
	

	Sales
	
	700
	
	800

	Less Cost of Sales
	
	450
	
	600

	Gross Profit
	
	250
	
	200

	
	
	
	
	

	Less  Expenses
	
	
	
	

	Wages
	60
	
	65
	

	Rent and Rates
	15
	
	16
	

	Light and Heat
	10
	
	11
	

	Advertising
	6
	
	5
	

	Insurances
	9
	
	10
	

	Directors salaries
	25
	
	27
	

	Sundry expenses
	5
	
	6
	

	
	
	130
	
	140

	
	
	
	
	

	Net Profit
	
	120
	
	60

	
	
	
	
	

	
	
	
	
	


HEADLINERS SALON
For details of Headliners financial information please see separate sheet
Grading Criteria

	
	PASS
	MERIT
	DISTINCTION

	P1

M1

D1
	Describe the recruitment documentation used in a selected organisation
	Explain how the management of human, physical and technological resources can improve the performance of a selected organisation
	Evaluate how managing resources and controlling budget costs can improve the performance of a business

	P2
M2
	Describe the main employability, personal and communication skills required when applying for a specific job role
	Assess the importance of employability and personal skills in the recruitment and retention of staff in a selected organisation
	

	P3
	Describe the main physical and technological resources required in the operation of selected organisation
	
	

	P4
	Describe sources of internal and external finance for a selected business
	
	

	P5
M3

D2
	Interpret the contents of a trading and profit and loss account and balance sheet for a selected company
	In addition to P5 explain how accounting ratios can be used to monitor the financial performance of the organisation
	Evaluate the adequacy of accounting ratios as a means of monitoring the state of the business in a selected organisation, using examples

	P6
M4

D3
	Illustrate the use of budgets as a means of exercising financial control of a selected company
	Analyse the reasons why costs need to be controlled to budget
	Evaluate the problems they have identified from unmonitored costs and budgets

	P7
	Illustrate the financial state of a given business 
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