Year 13 Student Friendly Scheme of Work

Subject: Business Studies

Unit Two: Personnel

Time Topic What I need to do Resources
Week 1- | Employment documents | Produce the following employer's documents for a specified job: x Class text books and
2 Job Description, Personal Specification and Advertisement. notes
Carry out an analysis of the above employer’'s documents. X Internet
Produce notes on the above documents. x Employer's
documents
Week 3 | Application forms Get three candidates to apply for a specified job via an application x Class text books and
form. notes
Carry out an analysis of the application form. X Internet
Produce notes on application forms and CV'’s. x Employer's
documents
Week 5- | PEST Analysis Produce a PEST analysis on how the external environment will X Class text books and
8 have an affect on employment opportunities: NI Peace Process, The notes
Government, EU, World Events, Trade Union Activity, Exchange Rates, X Internet
Interest Rates, Market Competition, Unemployment, Disposable x Newspaper Reports
income, Inflation, Consumer spending, Technological advances
Week 9 | Short listing Carry out short listing and produce notes on the process. x Class text books and
notes
X __Application forms
Week 10 | Interview Carry out an interview with candidates, select the most X Class text books and
appropriate person for a job and produce notes on the process. notes/Employment
documentation
X Candidates
Week Discrimination/Motivation/ | Explain discrimination laws in relation to recruitment. x Class text books and
11-12 Labour Turnover Explain the methods employers can use to motivate staff. notes
Compare labour turnover rates of an employer to that of average X Internet
NI employment statistics.
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Subject: Business Studies

Week Roles and responsibilities | Produce a report on the roles and responsibilities within a x Class notes
13-14 business in three levels of employment. X Interviews

Assessment: The above will be assessed internally and will account for one third of your overall mark at ‘AS’ Level.



