Business & Communication Systems 
GCSE

Revision Guide
Assessment Information: 
	Unit 8
	40%
	Written Paper (1 hour)
	60 Marks Available

	Unit 9
	35%
	Computer based Exam (1 ½ hours)
	60 Marks Available

	Unit 10
	25%
	Controlled Assessment
	40 Marks Available


* You have already completed Unit 10 – the Controlled Assessment
Unit 8 – ICT Systems in Business

1. Administration

	Topic
	Content
	Notes

	The Business Environment
	• aims and objectives of business

• the criteria for judging the success of a business

• the influence of stakeholders


	

	Business Administration
	• the role of administration

• how administration supports the main business functions

• the importance of accuracy in the preparation, 

storage and retrieval of information

• job roles

• routine and non-routine tasks

• routine and non-routine decision-making

• prioritising and planning


	

	Workplace Organisation
	• different kinds of working environment

• advantages and disadvantages of different office layouts

• impact of modern developments on working

practices

• ergonomics

• sustainability.


	

	Health & Safety at Work
	• the importance of health and safety in the workplace

	

	Security of Data.
	• methods of protecting data

• data protection legislation

	


2. Human Resources

	Topic
	Content
	Notes

	Recruitment & Selection of Staff
	• contracts of employment

• methods of internal and external recruitment

• job description and person specification.
	

	Training
	• methods of training

• induction

• in-house training

• off-the-job training.
	

	Rewarding Staff
	• methods of remuneration

• other forms of reward
	

	Employment Rights & Responsibilities
	• equal opportunities.
	

	
	
	


3. Communication

	Topic
	Content
	Notes

	The Purpose of Communication
	• the importance of communication

• the benefits of communication.
	

	Communication Systems
	• the process of communication

• channels of communication

• methods of communication

• choosing the most appropriate communication medium

• barriers to communication.
	

	The importance of ICT in Business Communications
	• uses of applications software

• use of local and wide area networks, including intranet and the internet.
	

	The Internet & E-Commerce
	• the purpose of a website

• business opportunities

• business risks
	


Unit 9 – Using ICT in Business
	Topic
	Content
	Notes

	Selection of Appropriate Software for Business Purposes
	•
 types of data

•
 uses of data

•
 presentation of data
	

	Using Appropriate Software: Word Processing
	•
 create a document for business purposes

•
 use a range of fonts and page layouts

•
 use a range of graphics

•
 combine text and graphics.
	

	Using Appropriate Software: Spreadsheets
	•
 create a spreadsheet for a business purpose

•
 manipulate data

•
 use single and multiple (linked) sheets to 

create tables

•
 key in labels, values, formulae and functions

•
 create and apply validation rules

•
 use conditional formatting

•
 create charts.
	

	Using Appropriate Software: Databases
	•
 design and create appropriate data capture 

forms

•
 design and create database tables

•
 sort records using single or multiple criteria

•
 search records using single or multiple criteria

•
 filter records data and create reports.
	

	Using Appropriate Software: Graphics
	•
 create graphics

•
 edit graphics

•
 combine text and graphics.
	

	Using Appropriate Software: Presentation
	•
 create slide(s) for a business presentation

•
 create transitions and animations

•
 modify presentations

•
 create presenter notes

•
 create handouts.
	

	Using Appropriate Software: Web Authoring
	•
 create a business web page

•
 animate text

•
 create hyperlinks.
	


