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B u s i n e s s

K N O W L E D G E  O R G A N I S E R  G U I D A N C E
I t  i s  a d v i s e d  t h a t  y o u  p r i n t  t h e  r e l e v a n t  s u b j e c t  k n o w l e d g e  o r g a n i s e r s  a n d  h a v e  t h e m
a v a i l a b l e  t o  y o u  w h e n  n e e d e d  a t  a l l  t i m e s .  

A n  a l t e r n a t i v e  r e c o m m e n d a t i o n  w o u l d  b e  t o  d o w n l o a d  t h e  k n o w l e d g e  o r g a n i s e r s  f o r  y o u r
s u b j e c t s  o n t o  y o u r  e l e c t r o n i c  d e v i c e s  s o  y o u  c a n  a c c e s s  t h e m  w h e n  n e e d e d .  

W i t h  t h e  k n o w l e d g e  o r g a n i s e r  y o u  s h o u l d  m a k e  r e v i s i o n  c a r d s  t o  h e l p  r e v i s e  a n d  b u i l d  i n  t i m e
d u r i n g  i n d e p e n d e n t  s t u d y  t o  t e s t  y o u r s e l f  w e e k l y  o n  t h e  c o n t e n t .

W h i l e  y o u  h a v e  i n d e p e n d e n t  s t u d y ,  y o u  s h o u l d  u s e  y o u r  K n o w l e d g e  P l a n n e r  t o  s t u d y  t h e
r e l e v a n t  s u b j e c t ’ s  K n o w l e d g e  O r g a n i s e r  a n d  l e a r n  t h e  i n f o r m a t i o n  p r o v i d e d .
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Key Words

 
Private Business
Public Business
Stakeholders

Aims and Objectives
Organisational Structure
Organisational Culture

PESTLE
Corporate Social

Responsibility
SWOT

Monopoly
Oligopoly
Demand
Supply

Innovation
Enterprise

Learning Aim Key content Areas
Recommended Assessment

Approach

A. Explore the features
of different businesses
and analyse what makes
them successful

A1: Features of Business
A2: Stakeholders and their influence
A3: Effective business
communications

A report that examines the features
of two contrasting businesses,
looking at how each is organised,
how their structures enable
achievement of their aims and
objectives and the relationship and
communication with stakeholders.

B. Investigate how
businesses are
organised

B1: Structure and organisation
B2: Aims and objectives

C. Examine the
environment in which
businesses operate

C1: External environment
C2: Internal environment
C3: Competitive environment
C4: Situational analysis

A report that examines the effects
of the internal and external
environment on a large business and
how the business has, and will,
respond to changes.D. Examine business

markets

D1: Different market structure
D2: Relationship between demand,
supply and price
D3: Pricing and output decisions

E. Investigate the role
and contribution of
innovation and
enterprise to business
success

E1: Role of innovation and enterprise
E2: Benefits and risks associated with
innovation

A presentation that investigates the
usae of enterprise and innovation in
an existing business

Unit 1: Exploring Business
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Principles of Marketing

Anticipate demand
Stimulate demand
Recognise demand
Satisfy demand

Key Term Definition

Primary Research

Research compiled directly
from the original source,
which may not have been
compiled before. Learners
are expected to understand
the advantages and
disadvantages of different
primary research methods.

Qualitive
Research

Descriptive data, such as
data drawn from open-
ended questions in
questionnaires, interviews or
focus groups.

Quantitative
Research

Data in numerical form
which can be categorised
and used to construct graphs
or tables of raw data.

Secondary
Research

Published research reports
and data, likely to be based
in analysis of primary
research.

Marketing aims and
objectives

Understand customer
needs and wants
Develop new products
Improve profitability
Diversification
Increase market share
Increase brand awareness
and loyalty

Unit 2

Marketing Mix:
The 7 P's
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Market Segments

Age
Income
Buying habits
Gender
Ethnic, cultural and religious back grounds
Socio-economic groups

External influences on
market

Political
Economic
Social
Technological
Legal
Ethical and Environmental

Target Market

Age
Education
Occupation
Consumer behaviour
Ethnic, cultural and religious background
Income
Gender

Pricing strategies

Penetration Pricing
Price skimming
Competitor-based pricing
Cost-plus pricing

Unit 2
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Command Word Definition: what it is asking you to do

Give examples
justifications

You can provide: 

Outline Your work, performance or practice provides a summary or overview or a brief description

Identify
Indicate the main features or purpose of something by recognising it and/or being able to discern and
understand facts or qualities

Illustrate Include examples, images or diagrams to show what is meant within a specific context

Calculate Work out an answer, usually adding, multiplying, subtracting or dividing. Can involve the use of formulas

Explain
Your work shows clear details and gives reasons and/or evidence to support the opinion, view or argument.
It could show how conclusions are drawn (arrived at). You are able to show that you understand the origins,
functions and objectives of a subject and its suitability for purpose.

Discuss
Consider different aspects of: a theme or topic; how they interrelate; the extent to which they are
important
A conclusion is not required

Analyse
Present the outcome of methodical and detailed examination by breaking down: a theme, topic or situation
in order to interpret and study the relationship between the parts and/or information or data to interpret
and study key trends and interrelationships.

Assess
Present a careful consideration of varied factors or events that apply to a specific situation or identify
those which are most important or relevant and arrive at a conclusion.

Evaluate
Your work draws on varied information, themes or concepts to consider aspects such as: strengths or
weaknesses; advantages or disadvantages; alternative actions; relevance or significance. Your inquiries
should lead to a supported judgement showing relationship to its context. This will often be in a conclusion.

Unit 3

Functions of
money:

Units of
account
Means of
exchange
Store of
value
Legal tender

Ways to pay:

Cash
Debit card
Credit card
Cheque
Electronic
transfer
Direct debit
Standing order
Prepaid cards
Charge cards
Store cards
Mobile banking
BACS and
Faster
payments
CHAPS
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Break Even Analysis

Formula Equation

Total revenue Selling price x quantity sold

Total costs Fixed costs + total variable costs

Profit Total revencue - total costs

Total contribution Sales revenue - total variable costs

Contribution per unit Selling price - variable costs

Profit using contribution Contribution per unit x margin of safety

Break even output Total fixed costs / unti contribution

Margin of safety Actual sales - break even level of output

Measuring Profitability

FORMULA EQUATION

Gross profit margin Gross profit / revenue x 100

Mark up Gross profit / cost of sales x 100

Profit Margin Profit / revenue x 100

Return on capital Profit / capital employed x 100

Statement of Financial Position

FORMULA EQUATION

Net current assets Current assets - current liabilities

Net assets Non current assets + net current assets - long term liabilities

Capital employed Opening capital + profit for the year

Balance sheets Net assets = capital employed

Measuring Liquidity

FORMULA EQUATION

Current ratio Current assets / current liabilities

Liquid capital ratio Current assets - inventory / current liabilities

Trade payable days Trade payables / credit purchase x 365

Trade receivable days Trade receivables / credit sales x 365

Statement of Comprehensive Income

FORMULA EQUATION

Revenue Unit price x quantity sold

Gross profit Sales revenue - cost of goods sold

Cost of goods sold Opening inventory + purchases - closing inventory

Profit / loss for the year Gross profit - expenses + other income

Net book value Cost - depreciation

Break Even Analysis

FORMULA EQUATION

Net cash flow Total cash inflow - total cash outflow

Closing balance Opening balance + net cash flow

Measuring Efficiency

FORMULA EQUATION

Inventory turnover Average inventory: Turnover / cost of sales x 365

Unit 3
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Simple sentence: A sentence containing one main clause with a subject and a verb. 
He reads.  
Literacy is important. 

Compound sentence: Two simple sentences joined with a conjunction. Both of these simple sentences would make
sense on their own. Varying conjunctions makes your writing more interesting. 
He read his book because it was written by his favourite author. 
Literacy is important so students had an assembly about reading. 

Complex sentence: A longer sentence containing a main clause and one or more subordinate clause(s) used to add
more detail. The main clause makes sense on its own. However, a subordinate clause would not make sense on its
own, it needs the main clause to make sense. The subordinate clause is separated by a comma (s) and/or
conjunction. The clause can go at the beginning, middle or end of the sentence. 
He read his book even though it was late. 
Even though it was late, he read his book. 
He read his book, even though it was late, because it was written by his favourite author.

How can you develop your sentences? 
1. Start sentences in different ways. For example, you can start sentences with adjectives, adverbs or verbs.
Adjective: Funny books are my favourite!  
Adverb: Regularly reading helps me develop a reading habit. 
Verb: Looking at the front cover is a good way to choose a reading book. 
2. Use a range of punctuation. 
3. Nominalisation 
Nominalisation is the noun form of verbs; verbs become concepts rather than actions. Nominalisation is often used in
academic writing. For example:  
It is important to read because it helps you in lots of ways. 
Becomes: Reading is beneficial in many ways. 
Germany invaded Poland in 1939. This was the immediate cause of the Second World War breaking out. Becomes:
Germany's invasion of Poland in 1939 was the immediate cause of the outbreak of the Second World War.

Connectives and Conjunctions

Cause 
And 

Effect

Because 
So 
Consequently 
Therefore 
Thus

Addition 
And 
Also 
In addition 
Further (more)

Comparing 

Whereas 
However 
Similarly 
Yet 
As with/
equally/Likewise

Sequencing 

Firstly 
Initially 
Then 
Subsequently 
Finally 
After

Emphasis 
Importantly 
Significantly 
In particular 
Indeed

Subordinate 
Who, despite, until, if,  
while, as, although,
even though, that,
which

S P a G
G r a m m a r :  W r i t e  i n  S e n t e n c e s
A  s e n t e n c e  i s  a  g r o u p  o f  w o r d s  t h a t  m a k e  s e n s e .  S e n t e n c e s  s t a r t  w i t h  a  c a p i t a l
l e t t e r  a n d  e n d  w i t h  a  f u l l  s t o p ,  q u e s t i o n  m a r k  o r  e x c l a m a t i o n  m a r k .  A l l  s e n t e n c e s
c o n t a i n  c l a u s e s .  Y o u  s h o u l d  t r y  t o  u s e  a  r a n g e  o f  s e n t e n c e s  w h e n  w r i t i n g .  T h e r e
a r e  t h r e e  m a i n  t y p e s  o f  s e n t e n c e s .  
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Punctuation 

Use a range of punctuation accurately when you are writing. 

. Full stop Marks the end of a sentence. 

, Comma Separates the items on a list or the clauses in a sentence. 

‘ Apostrophe Shows possession (belonging) or omission (letters tak en away).
 
“ ” Quotation marks Indicate a quotation or speech. 

‘ ’ Inverted commas Indicate a title.  

? Question mark Used at the end of a sentence that asks a question. 

! Exclamation mark Used at the end of a sentence to show surprise or shock.
 
: Colon Used to introduce a list or an explanation/ elaboration/ answer to
what preceded. A capital letter is only needed after a colon if you are writing
a proper noun (name of person or place) or two or more sentences.  

; Semi-colon Joins two closely related clauses that could stand alone as
sentences. Also used to separate items on a complicated list. A capital letter
is not needed after a semi-colon unless you are writing a proper noun (name
of person or place). 

Brackets Used to add extra information which is not essential in the
sentence.

S P a G :  S p e l l i n g  a n d  P u n c t u a t i o n

Spelling

Use the following strategies to help you spell tricky words.
 
1. Break it into sounds (d-i-a-r-y) 

2. Break it into syllables (re-mem-ber) 

3. Break it into affixes (dis + satisfy) 

4. Use a mnemonic (necessary – one collar, two sleeves) 

5. Refer to word in the same family (muscle – muscular)  

6. Say it as it sounds - spell speak (Wed-nes day)  

7. Words within words (Parliament – I AM parliament) 

8. Refer to etymology (bi + cycle = two + wheels) 

9. Use analogy (bright, light, night, etc) 

10. Use a key word to remember a spelling rule (horrible/drinkable
for -ible & -able / advice/advise for -ice & -ise) 

11. Apply spelling rules (writing, written) 

12. Learn by sight (look-cover-say-write check)


