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Each question is worth 10 marks. 
 

Note form is acceptable where this conveys all the necessary information. 
 
 
1. List: 
  
 (a) five ways in which market research may be used; (5)
   
 (b) five external sources of market data. (5)
  
  
  
  
2. In relation to human resources management: 
  
 (a) list four key requirements that could be included in a recruitment 

advertisement; (4)
   
 (b) outline the criteria you might use to arrive at an applicant short list; (4)
   
 (c) identify two criteria that cannot be used as part of the process. (2)
  
  
  
  
3. Explain briefly the essential features of a mission statement.  (10)
  
  
  
  
4. (a) Outline the role of a company’s external auditors. (4)
   
 (b) Identify three of the checks the company’s external auditors should 

undertake. (6)
  
  
  
  
5. (a) (i) Outline the key features of a functional management structure. (4)
    
  (ii) Illustrate your answer with an appropriate structure chart. (2)
   
 (b) List four other types of organisational structure. (4)
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6. (a) List six characteristics of effective internal communications for an 

organisation. (6)
   
 
 

(b) Outline four benefits that efficient internal communications will bring to 
an organisation. (4)

  
  
  
  
7. In relation to data protection legislation, define the following terms: 
   
 (a) data subject;  (1)
   
 (b) personal data; (5)
   
 (c) ordinary personal data; (1)
   
 (d) sensitive personal data. (3)
  
  
  
  
8. (a) Outline the role of a chief executive officer (CEO). (8)
   
 (b) Identify two aspects of running an organisation which are likely to be 

heavily dependent on the personal values of the CEO. (2)
  
  
  
  
9. (a) Explain briefly:  
   
  (i) budgeting; (3)
    
  (ii) forecasting. (3)
   
 (b) List four methods of budgeting. (4)
  
  
  
  
10. Psychometric tests may be used as part of an organisation’s recruitment 

process. 
  
 (a) Explain briefly the format and purpose of psychometric tests. (6)
   
 (b) Outline two main disadvantages of using such tests. (4)
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11. Outline briefly five features of a company limited by guarantee. (10)
  
  
  
  
12. Prepare and calculate a simple balance sheet using the following end of period 

figures. 
  
 Opening capital  £30,000 
 Purchase of freehold premises £15,000 
 Purchase of machinery (on credit) £10,000 
 Profit for period £500 
 (You should ignore depreciation)  (10)
  
  
  
  
13. (a) Define ‘marketing’. (4)
   
 (b) List six activities that might be undertaken by a marketing department. (6)
  
  
  
  
14. (a) Explain briefly joint consultation. (4)
   
 (b) Outline why joint consultation is a preferred method of building rapport 

between managers and workers. (6)
  
  
  
  
15. You have been asked to take the minutes at a committee meeting.   
  
 List: 
   
 (a) five guidelines that might help you achieve this task; (5)
   
 (b) five actions you should take after the meeting. 

(5)
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16. Outline five key features of management accounting. (10)
  
  
  
  
17. In relation to budgeting and variance analysis, explain briefly the concept of 

‘management by exception’. (10)
  
  
  
  
18. Outline five phases of the management planning process. (10)
  
  
  
  
19. (a) List five types of media advertisements for financial services 

promotions that are monitored by the Financial Services Authority 
(FSA). (5)

   
 (b) Outline what powers the FSA has if it finds an advertisement to be 

against its rules. (5)
  
  
  
  
20. Outline five actions an organisation can undertake to determine the influence 

stakeholders may have on the business. (10)



 

 


