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BTEC First Diploma in Business ~ Course Details

The following information details the topics that the students are studying within the BTEC First Diploma in Business.

ASK YOUR YOUNG APPRENTICE WHAT YEAR THEY ARE IN. You can then look at the following to find out more about what they are studying or what they have already learned.
In Year 1 (school Year 10):  

Exploring Business Purposes
· Understand the nature of business and ownership. The size and scale of the business, sector – public, private, voluntary.  Activities eg supply of goods, services – for free, below cost, at cost, at profit.
· Understand the classification of business activities – primary, secondary and tertiary businesses.

· Understand business aims and objectives in different sectors. Types of resources. Aims such as – profit maximisation, break even, service provision. Objectives including those with and without SMART targets.

· Know the main functional areas that support business organisations – specialisation into functional tasks and departments, linking functional activities, monitoring performance.

Developing Customer Services
· Understand how customer service is provided in business – customer needs and expectations.  Internal customers – colleagues, supervisors, managers. External customers – existing, new, individuals, groups. Benefits – to the customer; to the organisations; to the employee.

· Be able to apply appropriate presentation and interpersonal skills in customer service situations – Presentation skills – personal presentation eg personal hygiene, uniform, dress.  Interpersonal skills – attitude, behaviour, respect, efficiency.  Communication skills – tone of voice, pitch, language.  Situations – face to face, email.
· Know how consistent and reliable customer service contributes to customer satisfaction. Consistent and reliable – scope of job role, knowledge of products.  Customer satisfaction – confidence in service, working under pressure.  Codes of practice – industry, ethical standards.
· Know how to monitor and evaluate customer service within an organisation  – Monitor – informal customer feedback, customer questionnaires/comments.  Evaluate – level of sales , repeat customers.  Improvements – improvements to service, attracting new customers.
Starting Up a New Business
· Understand how to prepare for business.

· Know how different aspects affect preparation for business.
· Understand how to start and run a business.
Year 2 details - overleaf
In Year 2 (school Year 11):
Investigating Financial Control

Students develop competence in handling key business calculations such as the manipulation of costs and revenues to achieve profitability and develop their understanding of relevant financial flows.

· Understand the costs, revenue and profit for a business operation.
· Know how businesses use break even analysis.
· Be able to prepare a cash flow forecast.
· Understand ways of recording financial transactions.
People in Organisations
Students study how employees can make effective contributions to the workplace, and familiarise themselves with key features of employment contracts and related employment law. They also learn about recruitment, appraisal and staff development.

· Know how to prepare for employment.
· Understand terms and conditions of employment
· Know how working practices are developed.

· Be able to plan career development.

Sales and Customer Service

This subject is meant to develop students’ contributions to sales and customer service. Students examine some of the legal and regulatory guidelines, which they must observe when organising a sales promotion. They will investigate effective pre -sales preparation through the training and development of customer service skills in order to perform effectively in a retail setting. Students then explore requirements of effective after – sales service in order to create the crucial customer base necessary for repeat sales. 

· Understand the purpose of sales personnel.
· Know how to prepare for personal selling.
· Be able to demonstrate personal selling skills and processes.
· Understand how to identify customers’ objections and closing sales techniques.
For further details, please contact:
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