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lll Human Resources

Candidates should be sble o demonstrte knowledge and
sndesstanding of:

© merhods of iteenal and external recruitment of saf,eg notice
boasds, carcerssevices, job centes, sgencies, advertsements,
cgin newspapers, perodicals and he inerme;

+ merhods of seeston: evaluaton of spplicaton formss and
urscala vine (V" shortlising

© interviews: the importance of prepararion and the sering,
oterview rechniques,

 contacts of employment; job descriptions person specificatons;

 waining inducion; suff development in-house, cxterl,
on-the-job and off.th-job waining:

o fomms of semunseaton: wages and salarie;time raes, pisce i,
oventime, bonus, commission, performance-related pay, finge
benefis, ross and netpay; (Candidates should be able o caey
ot ssspl calealarions,

+ employment sights and responsibilfies and equal opportanities:
cutline knowledge of currentlegisaion relating to Equal Pay, Sex
Discsiminaton, Race Relations and Disabily Discriminaton, and
the significance of European Union legsaton;

© teomination of mployment: dismisel, edundaney, resgnarion
and revement.

Wit regard toal of the sbove topic area, candidares should be able
o demonstte the abiliy to apply his knowledge and understanding.
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(Teachers should note thar Frther gudance on the tesching of the
Subject Content can b found in the Teachers' Guide.)

n The Business Environment

Candidates should be sble o demonstrte knowledge and
sndesstanding of:

© aims and objectves in busines the criteri for fuding suceess o
peofiabili; wealh creaion,job creaton, macket shase, cash flow,
Considesed from the viewpoint of al sukeholders, but wirh
particulss exsphasis on staf

o the way in which and the degree to which the wishes and ntereses
of vasious sakeholders impose constaints on 3 busines, i the
recd for profibili, customer saisfacion, government
egidation, employes organisatons;

o the way businessesaec organised to meet thie objecives,

g the toles of managers n businesses
“The topics above serve o provide a context for the use of informarion

and communicaion systsns, and critesa by which to evaluate their
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Busiess and CommunicaronSsie s~ AQA GCSE Spedfaton, 2008

In Workplace Organisation

Candidates should be sble o demonstrte knowledge and
sndesstanding of:

+ dfferent kinds of working environment, g open plan and celllar
offices, and how the tpe of offce layout s influenced by the
atuce and nesds of the organistion and the demands of the tsk;

o developments in working pracie,  “hor-desking”,
‘eleworking, fexble working

+ exgonomics how desgn iy inflsence physical comfort and
working conditions and may maimise eficiencr:

the importance of healh and safery i the workplace and irs
mpact on the working environment, an swasencss o the Health
and Safery at Work Act and the Health and Safery (Display Sercen
‘Equipment) Regulaions and the responibiites of employers and
employess in har contest;

 the importance of accussey in the preparation, storsge and
stieval of information within the workplacs including computer
dles:

 the importance of the securiy of dama (ncluding personal and
nancil) within the workplace and the necd to be mindfel of
azacds, both physical and n selaton o da sich s viruses:
methods of protecting dats cusrent dara prorection legidlatons:

o the effecive use of human resources, th effecive use of ober
eesources, g ssucs of wasiage and recycling,

it g o e above e v, andidars o el
e the abiliy o apply this knowledge and understanding.
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IE Communication

Candidates should be sble o demonstrte knowledge and
understanding o the Sgrifizancs of efective communication in
mecing the aims and objectves of a business. The Following themes
should be addressed:

+ the bencfits of effscive internaland external commanicaton, cg
St ase moriated and wellinforsmed leading o efficent working,
stomers are saisfed leading o repeat orders, good company
nage gving potental forincressed profiabiliy, the significance
of efective marketng in cresting and maintining customer
reress

o efects of poor inteenal and external commuricaton, cg poor
working elaionships leading to demorvaton, misinformaton and
isinterpretsion in deling with suppliersresltng i Loss of
dients, e

o the difference benveen forml and inforenal commanication;

o verbal communicaton: discussions, mestings, video conferences,
‘elephone, voicemail;

 documention,including busines lewers, agendas, minutes,
memoranda, reports, messages, otices, newslerters;

 dectronic communicasion: mobile phoncs, pagers, 2%,
nformation services

 theinteemer and i role in business, 252 souece o informarion, 3
means of communication and 1 ool for marketing and selling
(e-cormmerss), og -mai, web site, o ine caalogues and booking
rvices;

 theimpact of the growth of e-commerce on businesses and their
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504 GOSE Spefeatir, 2008 - Bsiess  Communiatin Stems

ln ICT in the Business Environment

Candidates should be sble o demonstrte knowledge and
sndesstanding of:

o the purposes of the main dara inpar devices, eg keyboard, sasner,
MR, pointing devices, digal camerz;
the puposes of the main dam sorsge devices,eg hasd dive,
Aoppy disk drive, CD/DVID deive, bigh capaciy storage devices:
the purposes of the main dam ourpur devices, g prnter (for
maw, ek je, lase), communicaton hardware;

the charssteisticsand uses of applicarions software, eg word
prossssing, presentation software, spreadsheers, database, graphics
30 DT 3 hei value for partcalas asks:

the use o local and wide aea nenworks inclading intranetand the

With regard t0al of the sbove topic area, candidares should be able
10 demonstete the abiliy 1o apply this knowedge and understanding.
They should be encouragsd to anslyse and evaluate suatons,
investgate advantages and dravbacks and t suggest improverments
and solutions.
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Computer Applications:
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141 File Management Candidates should be sble o:
e, save, reieve, edit and dlee files e all applicatons;
o printhasd coprs

+ impostand export data berween applicaions.

142 Word Processing Candidates should be sble o:
+ opesate the computer to produce sczuate copy:

o enifyand correct nmarkes exvors,including erors in spellng,
puncruston snd grammar 2 wel 8 in the conventons o layout
nd display,

o diplay e an approprite manner, including blocked or
indented syles, line spacing, centing, ustfication, cnumeaion,
bullet poiars

ke effszive use of display Fesrures including closed capils,
spaced capials, emboldening ilics a variery of fons and
ifesent font point szss:

© cormesty cany our given amendments, to printed o handwrinen
‘material,inthe form of balloons arrows, delrions, inseeons, ic;

 sasang material in alphabeicd, mumerical and chronological
equence;

o use seasch and replace faclies
o move texs, using cur copy and pasts Functions;

 undersand bow mail merge can be used in conjuncion witha
dasbase fle;
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145 Gaprics and Clsart Condidaes should be bl

e smpe shand shapes and o drw gemerica hapes o
pyeotpnry

make efecive e ofshding s s
ke efecive e of 4 range of s sy, o broken;

commbine s and graphics, whes approprint;

i graphis,wing s, crpy and passFclie,align shapes snd
et sppropeie

[ Tp——T——

147 Compositon Condidaes should be bl

© design/compone  respane o givensnce sl e foem.
of, o cxarngle, e, memorancham, e, adverisemet o
‘e, ving nformaria fom ame o e st witin he
quesion papr mking accuns o he g and
denee/ e o e dosumen,
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The Specification and Topic Area’s








