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INTRODUCTION



Higher Business Management

Welcome to Essential SQA Exam Practice: Higher Business Management.

This book has been written specifically to prepare you for the latest Higher Business Management course. It will guide you through exactly how to answer questions in both sections of the Higher Business Management question paper, and equip you with the skills and knowledge required to succeed through plenty of practice at every type of question.



How to use this book

The book contains two sections.


	•  Part 1 contains clear guidance on how to answer every type of question in the Higher Business Management exam. Questions are arranged by topic area (e.g. Marketing, Finance), by type (such as case study questions) and also by command word (level of difficulty) to help you feel prepared for every possibility in the exam. There is a helpful index grid, so you can pick out the types of question you feel you need to work on. Look out for the tips and ensure you check the answers provided after attempting each question.





[image: ]

HOW TO ANSWER

Each topic area gives advice on how to answer the different types of question you could face. There are example responses, with an indication of the marks awarded and tips on how to improve the answer.

[image: ]





	•  Part 2 includes two full practice papers that mirror the SQA question paper in terms of difficulty, style and length. Answers are given, together with essential tips on common mistakes, how to improve your marks and things to remember.





The course

The Higher Business Management course is split into five main topic areas:


	•  Understanding business

	•  Management of marketing

	•  Management of operations

	•  Management of people

	•  Management of finance



Your final grade (A–D) will be assessed based on an assignment and an exam. The question paper (exam) will be split into two sections.




	Assessment element
	Marks available
	Percentage of grade





	Assignment
	30 marks
	25%



	Question paper – Section 1
	30 marks
	25%



	Question paper – Section 2
	60 marks
	50%







The question paper

The question paper is set by the SQA and will be taken during the main examination diet. The exam is closed book, i.e. you will not have access to notes, books or anything other than a pen, paper and calculator. The question paper is designed to allow you the opportunity to apply your knowledge and understanding of business concepts from all topics in the course. This is your chance to really show the examiner what you are capable of. You should be ready for this – even excited to get in there to pull together a year of studying the course and get the grade you deserve.


Section 1

This section contains a 30-mark case study question. The case study will be made up of a main text (around 750 words) with exhibits containing additional information. It will be based on an organisation suitable for the Higher Business Management course – usually a large business such as Google, Ryanair or Toyota, or it could be a large public-sector or third-sector organisation.

Some of the questions in this section can be very different from the types of questions in Section 2, and students often struggle to use the case study effectively. Questions will require you to demonstrate your application of skills, knowledge and understanding from studying the course and apply them to the case study. In other words, you will get no marks from simply taking answers from the case study or exhibits. You need to add your own knowledge to what is in the case study in some way. Likewise, you will not get full marks if you just regurgitate knowledge without applying it to the context of the case study and question. Do not panic, though. This book will help you understand how to answer case study questions and will give you plenty of practice at them too.



Section 2

This section consists of four 15-mark questions. Each 15-mark question will be based on the following areas: Understanding business, Management of marketing, Management of operations, Management of people and Management of finance. A 15-mark ‘question’ can contain questions from any of these five areas. As in Section 1, all questions are mandatory, so make sure you are prepared for all topic areas. You cannot choose to skip a topic that you do not like.

Many students underestimate Section 2 – it is worth half your grade. The only way to be ready is to revise and practise. The questions in this section are pure theory – you do not have to apply them to the case study, which can be tricky and changes from year to year. With the Section 2 questions, if you have attempted a similar (sometimes exactly the same) question before a number of times, and learned the solution, you will do well.




Grading

As a rough guide you should aim for 70% for an A, 60% for a B, 50% for a C and over 40% for a grade D (this can change by 1% or 2% each year, depending on the difficulty of each year’s exam). Remember, your final grade will include your assignment mark too. However, assuming you score at least 25/30 for that (many students get this, and indeed even higher), then for the practice papers in this book use the following table as a guide to how your progress would translate into a final grade.




	Practice paper marks
	Assignment marks (estimate)
	Total marks
	Total %
	Grade





	60+
	25/30
	85+
	70+
	A



	47–59
	25/30
	72–84
	60–69
	B



	35–46
	25/30
	60–71
	50–59
	C



	24–34
	25/30
	49–59
	40–49
	D







Timing

The exam is worth 90 marks and you have 2 hours and 45 minutes to complete it. To make sure you do not run out of time, give yourself a limit for how long each question should take. A good strategy is to give yourself a good 15 minutes to read over the exhibits and case studies. You can check over the questions too and highlight the parts of the case study that are relevant to a particular question. For example, if there is a question on Maslow and you read a section on motivation, highlight the Maslow question and that part of the case study the same colour. When you come back to that question you will be able to see your highlighted section, which will make it much easier for you. A few highlighters of different colours are a worthwhile investment for the Higher Business Management exam.

The following strategy is straightforward. There will be a clock in your exam hall, so keep an eye on it. After 1 hour, move on to Section 2 (remember, half your overall grade is decided in Section 2). Then it is as simple as 22–23 minutes per Section 2 ‘question’ (i.e. each 15 marks worth). This strategy will also give you 15 minutes of ‘wiggle room’ at the end to go back over any questions you left out or extra points you have thought of.




	 
	Minutes per mark
	Marks available
	Total time (minutes)





	Case study – reading
	 
	 
	15



	Case study – answering
	1.5
	30
	45



	Section 2
	1.5
	60
	90



	Going over time
	 
	 
	15



	Total
	 
	 
	165







Revision

There are 50 key topic areas in the Higher Business Management course. See the Key Area Index Grid (pages 11–12) for a full list of these topic areas. The student margin in the practice questions section indicates which topic area each question covers. Aim to begin your revision by February half-term at the very latest. This should give you enough time to prepare for your exam in May, allowing for revising two topics per week.

As for how to revise, you are off to a good start – you have this book. Honestly, practice does make perfect and there are only so many questions that can come up in the Higher Business Management exam. If you attempt all the questions in this book a few times each, getting better each time, you will do very well.

Another tip is to actively seek out those questions that you fear. It might be to do with the command word, perhaps the Explain questions, or a topic you have struggled with, for example the Finance questions, or perhaps it is the case study questions. Use the Key Area Index Grid to focus your revision on these areas – you cannot avoid them in the exam. By practising them and improving each time, you will feel better about them.

We would also recommend doing something with your notes from class. Some ideas that can work well include:


	•  Knowledge organisers – there is a lot of theory in the Higher Business Management course. A good way to cut down the theory to the bare essentials is by making tables or lists for all the topics, and leaving spaces for the definitions/features/advantages and disadvantages. This way you can often fit a whole unit onto a few A4 pages. The table below is an example for types of decision.






	Feature
	Operational
	Tactical
	Strategic





	Length
	Day-to-day
	Medium term
	Long term



	Decision maker
	Supervisors/all staff
	Middle managers
	Senior managers



	Risk
	Low
	Medium
	High






	•  Flashcard apps – making your own flashcards is good revision in the first place, and then you can use the app to test your knowledge.

	•  Brain dump – write everything you know about a topic on a blank sheet of paper. Then check your notes or textbook and fill in anything you missed out. Try it again and this time try to include everything.

	•  Mind maps – have you heard the phrase ‘a picture is worth a thousand words’? Include as many drawings and images as you can. You can make a mind map on paper or on a computer – there are lots of free mind-mapping apps and programs available.

	•  Glossary – keep a notepad of all the key terms in the course alongside the definition of each one. If you want to make this digital, use Excel or a table in Word.



Finally, don’t panic about this exam, or any exam for that matter. Nobody wants you stressing and studying all night and all weekend and becoming unhappy and anxious. Take breaks, watch a show, get outside, and chat to your friends and family. These are all important. But take the time to prepare, too. Make sure you go into that exam ready for it. Examiners know when a student is prepared – it leaps right off the page when their paper is marked; it just looks as if they really know what they are doing. Make sure that is how you will appear before handing your question paper to the invigilator and leaving the exam room.

Enjoy the Higher Business Management course. We really hope this book helps you get the grade you are aiming for, and we wish you all the very best in the exam.

Craig McLeod and James Morrison
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