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Roding Valley High School 
 

 

Pearson BTEC Level 3 National Extended Certificate in Business – Summer 

Handbook and tasks  

Instructions:   

This booklet contains clear information about starting this course. Please read it carefully before       

starting in September.  Complete all of the tasks set in this booklet before beginning your BTEC         

Business course in September.  

 

Before joining the course officially, this booklet must be totally complete and handed in on your first    

day.  Failure to complete this booklet will result in your being sent away from your first Business        

lesson.  

Specification 

 

 

https://qualifications.pearson.com/en/qualifications/btec-nationals/business-2016.html 
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Overview of the course 

Equivalent in size to one A Level. 4 units of which 3 are mandatory and 2 are external.  

Mandatory content (83%).  External assessment (58%). 

Unit Internal/external Mandatory/Optional Unit size  

1 - Exploring 
business 
 

Internal M 90 credits 

2 - Marketing 
Campaign 

External M 90 credits 

3 - Personal and 
business 
Finance  

External M 120 credits  

8 - Recruitment 
and selection 

Internal O 60 credits  

14 - Customer 
service 

Internal O 60 credits 

 

External assessments 

The styles of external assessment used for qualifications in the business suite are:   

• Examinations – all learners take the same assessment at the same time, normally with a written 

outcome  

• Set tasks – learners take the assessment during a defined window and demonstrate understanding 

through completion of a vocational task. 
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Unit 1 – Exploring a business 
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Unit 8 – Recruitment and selection 
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Unit 14 – Customer service 
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Resources/Equipment/Reading list 

 

What students should bring to every lesson?   

You should have pens, pencils, rulers, highlighters and a calculator as a minimum set of        

equipment to study this course.  

 

You will need to buy the following textbooks: 

BTEC Nationals Business Student Book 1 

ISBN – 9781292126241 

 

 

 

Revise BTEC National Business Revision Guide: Second edition 2017 

ISBN-13: 978-1292230566 
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Instructions 

You need to complete the tasks below. Typed would be preferred.    

You MUST print off and bring your task responses along with this booklet to your first day of

sixth form – Tuesday 3rd September 2019 . 

You will need this booklet, fully completed in order to attend your first Business lesson. 

 

Task 1 

Find the definitions of all these Business Studies key terms below.  

  

Key term definition example: 

Business Local - A company that provides goods and services for a small local area. These 

businesses are often locally owned. EG corner shop 

 

National Business   

  

  

  

International Business   

  

  

  

Global Business   

  

  

  

Private Sector   

  

  

  

Public Sector   
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Voluntary Sector   

  

  

  

Profit making business   

  

  

 

Not-for-profit  

  

  

  

Primary Sector   

  

  

  

Secondary Sector   

  

  

  

Tertiary Sector   

  

  

  

Sole Trader   

  

  

  

Partnership   
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 Task 2 

  

Task 2: Write a essay explaining the key features of an international business. The business you 

choose be somewhere that you often shop or somewhere that interests you.  

 

Potential Report Plan Introduction 

• Introduction 

o How did the business start? 

o What does the business sell/provide?  

o Type of ownership? 

o How do they sell and promote their business?  

o Why did you choose that specific business?  

 

• Main Body - This section can be directed by you based on the research you find on the 

internet. 

o  Go through the new definitions (above) and see which key features your business 

has. Make sure you include the definition and an example of how they use it. You 

may wish to include some information you find about key business terms that you 

have found on your own. 

o How has the business expanded/grown over the years? 

o  You could also compare your business with a different business to see how they are 

similar/different.  

 

• Conclusion  

 

o Sum up your key findings and anything else you would like to know if you were to do 

more research  

o What areas does the business need to improve on and how could they do this? 

 

 Minimum 2 sides of A4 Typed 

• References  

Any online research undertaken must be referenced.  Ensure you list the websites used so we can 

see where the information came from. This should be a list at the end of your essay. 
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Task 3 

Using the below information/case study complete a cashflow statement for Sue’s Pottery business. 

There will be a reward for the individuals that have done this correct. 

Please remember that Sue has £15000 to start her business. 

Case study: 
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Complete the cashflow forecast below: 

  January February March April May June 

Inflow             

              

Start up Capital 15000 0 0 0 0 0 

              

Sales revenue              

              

Total inflow:             

             

Outflow             

              

Van             

Stock              

Building Work             

Miscellaneous Equipment             

Wages              

Utilities              

Van running expenses             

              

Total Outflow:             

              

Net Cash Flow:             

              

Opening Balance: 0           

Closing Balance:             

 


