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Introduction

Welcome to How to Pass Higher Business Management. This book has been written specifically to prepare you for the new Higher Business Management course. It will help you pass the coursework assignment and question paper set by the Scottish Qualifications Authority (SQA). However, that doesn’t mean you have to learn everything in this book or indeed that this book contains everything you could possibly need to know in an assessment situation. If you haven’t realised already, Higher Business Management is a dynamic (this means always changing) course that is relevant to real life. In other words, there are endless possibilities when it comes to answering questions that can be exemplified by your own experiences of business as well as what you study in this book. You can also follow the author of this book on Twitter @mrmcleodbized for daily Higher Business Management hints and tips in the lead up to exams!

The subject

What do you mean, you have no experience of business? Of course you do! Every time you go into a shop, watch a TV advert or surf the internet for new clothes, you are engaging with business. Perhaps you have a part-time job or have taken part in work experience at school? These experiences will stand you in good stead when studying Higher Business Management.

Higher Business Management has grown in popularity over recent years. Many students like it for the reasons outlined above, that is, it is relevant to real life and interesting enough to pass the time with at school. Another reason why it is so popular, especially with those students ‘crashing’ the subject (that is attempting the Higher without having studied National 5), is because the course assumes no previous knowledge. There are some subjects that you have been studying since you were five. Sometimes it is difficult to attempt a Higher in something you have found tough throughout your school life. Well, the great thing about Business Management is that because the subject material is constantly being updated and is taught from scratch by your teacher each year, everyone starts at the same point, engaging with content that is relevant to them. As long as you are hard-working, revisit the day’s lesson at home each night and listen to your teacher’s advice, you will pass the course! Oh, and make sure you endeavour to write in proper sentences, too!

How to use this book

The book contains a number of features that are designed to help you make the most of your studies. They are:
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What you should know

These highlight key learning outcomes that you must know in order to demonstrate enough knowledge to meet the assessment standards for each section, as set by the SQA. Your teacher can, and will, assess you in a variety of ways, for example written tests, presentations, reports and so on. However, in all assessments you must prove that you meet these standards.
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Remember

This feature provides examiners’ advice on what key terms to remember, and how. It also suggests what you need to do to gain the maximum marks available in your final course assessment.
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Hints & tips

This feature gives you examiners’ hints and tips on how to achieve top marks. It also highlights common mistakes to watch out for and avoid!
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WWW

Useful up-to-date weblinks to help bring the topics to life for you.
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Case study

These present real-life examples of business, with points for discussion to deepen your understanding of key topics.
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Activity

Hands-on tasks that will help you revise each topic.
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Quick questions

Short-answer questions to help you digest the information in each assessment standard.
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Key questions

These are questions you must prove you can answer to meet the assessment standard and pass each outcome if you wish to pass the level 6 unit.
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Exam-style questions practice

These questions are written in the style of the external question-paper questions, complete with fully worked solutions, and hints and tips at the back of the book to help you prepare for your exam.
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The course

The Higher Business Management course is split into five areas of study:


•  1: Understanding business

•  2: Management of marketing

•  3: Management of operations

•  4: Management of people

•  5: Management of finance



Each chapter is divided into topics which cover the knowledge and understanding, and the mandatory skills required for each area.

Course assessment

The course assessment for Higher Business Management is made up of two components:


1  Question paper (90 marks, 75% of overall grade).

2  Coursework assignment (30 marks, 25% of overall grade).



Question paper

The question paper is set by the SQA and will be taken during the main examination diet. The exam is closed book, so you won’t have access to notes or books.

The question paper is designed to give you the opportunity to apply your knowledge and understanding of business concepts from all topics in the course. This is your chance to show the examiner what you are made of! You should be ready for this, even excited to get in there and have the chance to pull together a year of studying to get the grade you deserve!

The question paper has two sections:

Section 1 (30 marks): This is known as a ‘case study’ and will be made up of a main case study text with exhibits containing additional information. This section will consist of mandatory short answer questions (that is you must answer all of them), each worth between 1 and 8 marks, based on the case study.
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Remember

Questions will require you to demonstrate your skills, knowledge and understanding from studying the course AND your ability to apply them to the case study. In other words, all the answers are not contained in the case study and exhibits provided – you will need to draw on relevant material from your studies. There will be 0 marks for lifting information word for word from the case study and writing it as your answer. Likewise, you will not get full marks if you just regurgitate knowledge from your studies without applying it to the context of the case study and questions.
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Hints & tips

Try the exam-style case study at the back of this book to get practice at this key exam skill and make sure to check the solution and hints and tips too!
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Section 2 (60 marks): This section will consist of four 15-mark questions based on the following areas: Understanding business, Management of marketing, Management of operations, Management of people or Management of finance. These questions are your chance for big marks, you don’t have to worry about linking with a case study – just go for it and show the examiner what you have learned!
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Hints & tips

Yes, some Section 2 questions can be daunting as they can be up to 8 marks and cover ANY topic from the course. But don’t leave ANY answer blank! Write something and you just never know!
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Command words

Command words are used in each question in the question paper. The command word is usually the first word of the question and is designed to guide you to answer the question in the way in which it is intended to be answered.

Below is a list of the common command words used in Higher Business Management questions with advice on how you should tackle them. Further hints and tips on how to interpret command words can be found in the Solutions to exam-style questions section at the end of this book.
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Exam questions

You should practise exam questions containing all of the command words on page viii. A good way to understand the differences between the command words is to tackle similar questions but with different command words. You will be able to see the differences in the content and quantity of writing needed to gain marks for each one.

You will be able to find similar questions with different command words on the SQA website, www.sqa.org.uk. There they have guidance on which questions you can use from the old Higher as well as specimen questions from the new Higher. There are also exam-style questions at the end of each chapter in this book. You can also study the solutions provided to see how they should be tackled – after attempting them, of course!

You also need to be aware of the wording of each question as this can give you clues about how to answer it. Let’s break down an example question to see what it tells us.
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Exam-style question practice

Explain methods of external growth. (4 marks)
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Activity 0.1

Below are five exam-style questions, all on the same straightforward ‘introductory’ topic that you should cover in the early stages of the course. Attempt all five questions, paying close attention to the command word in each one. Check your answers with a partner or ask your teacher to look over them for you.


1  Describe the features of:




    a)  a private limited company

    b)  a public limited company. (4 marks)




2  Discuss the following types of organisation:




    a)  a private limited company

    b)  a public limited company. (4 marks)




3  Compare the following types of organisation:

a private limited company and a public limited company. (4 marks)

4  Distinguish between the following types of organisation:

a private limited company and a public limited company. (4 marks)

5  Explain why a business would want to:




    a)  become a public limited company

    b)  remain a private limited company. (4 marks)
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Coursework assignment

The coursework assignment is worth 30 marks (25% of your overall grade) and will be completed by you at school or college and sent to the SQA to be marked. The marks will be awarded as follows:



	Element
	Maximum marks available



	Introduction
	2 marks



	Research
	4 marks



	Analysis and interpretation
	13 marks



	Conclusions and recommendations
	10 marks



	Collating and reporting findings
	1 mark



	Total
	30 marks




Your assignment is to research an organisation of your choice AND a business issue of your choice, and produce a report of your findings. The organisation can be from any sector of the economy, that is, private, public or third sector. The business issue should be directly related to a topic and/or concept from the Higher Business Management course. This should not be an entire area but a specific topic. For example if you want to investigate Coca-Cola and are particularly interested in marketing, you could choose:


•  the pricing strategies of Coca-Cola

•  the product portfolio of Coca-Cola

•  the extended marketing mix of Coca-Cola

•  the out-of-the-pipeline promotions of Coca-Cola.



Once you have decided on your organisation and business issue, you then have to plan and gather evidence as well as typing up your report. You have 8 hours to do this. Make sure you split the time up appropriately – don’t spend too long researching background information on your chosen organisation for the introduction as this section is only worth 2 marks.

Let’s take a look at each section.

Introduction (2 marks)

The introduction should set the tone of your report.


1  First, you must state the organisation you are researching and the business issue you have chosen.

2  Second, you must state the topic you have chosen.

3  You should give some background information on the organisation, for example, a brief history, the product or service it provides, their target market, the structure of the organisation, and so on. Limit this information to two points only but make sure you describe what the business does, i.e. what it makes/sells/provides.
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Hints & tips

Don’t be too vague with your ‘topic’, e.g. ‘Analysing the business model of …’ or ‘Comparing business X with business Y’. Assignments like this have scored poorly in recent years.
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Research (4 marks)

The research section requires you to justify the methods of research you have chosen.


1  You must choose at least two sources of information. These can be gathered via field or desk research. For example:




    •  websites – your chosen business and/or the competition’s

    •  review sites – a quick way to access customer opinions

    •  social media – you may have to gather this evidence at home

    •  surveys – you could set up an online survey to ask your classmates questions

    •  personal interviews – perhaps with a customer or an employee if you can

    •  notes from field trips or guest speakers

    •  newspapers/magazines/catalogues – can provide valuable visual evidence.




2  You have to explain why you have chosen these sources – what was the purpose of each source, what do you hope to find out?

3  You should also explain the value of each source, for example, the advantages of using the source.

4  Do not list everything you found out from your research in this section; this is done later.



Analysis and interpretation (13 marks)

The analysis and interpretation section is the main body of your report where you present your findings from your research.
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Remember

This is the analysis section – don’t offer any recommendations yet as you will receive no marks!
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Each analysis and interpretation point you make should relate to evidence from your research. This evidence could be presented as a graph, image or table and can be included as an appendix at the end of your report, signposted in this section. For example, Source 1, Source 2, and so on.


1  Your research evidence could also be analysed using an analytical technique. Examples of analytical techniques you could use are:




    •  Marketing mix analysis

    •  SWOT analysis

    •  PESTEC analysis

    •  product portfolio (Boston matrix)

    •  ratio analysis




2  Each point you make should be analysed. You can either suggest reasons for the finding or explain impacts of the finding on the business.

In other words don’t just list your research evidence; you must add to each piece of evidence and show the marker you have analysed EACH finding.
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Hints & tips

A good way to ensure you analyse your research evidence is to reference or write out a piece of evidence and then write ‘this shows …’ or ‘it is clear that …’ before analysing what it shows or tells you in relation to your topic!
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Conclusions and recommendations (10 marks)

This is the final section of your report, woo hoo!


1  You should make conclusions based on positives that you have found, so explain the likely benefits of something the organisation does well, based on your evidence.

2  You should also make recommendations based on negatives that you have found, so explain what the organisation should change, introduce or do better and the benefits and costs of doing so.



Collating and reporting (1 mark)

You don’t have to do anything specific in this section, just ensure that:


•  you have used appropriate headings throughout the report

•  your report isn’t too long: 2,000 words (+/− 10%)

•  you have used appropriate display materials, for example, charts, graphs, images

•  you have used business terminology throughout the report.



Revision tips

There are three things you must do to prepare for the Higher Business Management exam. They are: revise, revise and revise! Sure, a lot of Business Management is common sense and you can write about experiences you have of business. However, the course has its fair share of topics that you won’t know before you study the course and won’t remember your teacher teaching you either. So, you have to revise.

Here are a few things you can do to make your revision effective.

Key terms spreadsheet

Creating and updating a key terms spreadsheet should be an ongoing revision activity that you do throughout your studies. If it is already too late, try creating one during your study leave as you revise each topic.
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Hints & tips

Many candidates struggle with this section:


✓  When concluding, don’t re-word your findings (no marks); try to ‘sum up’ the analysis.

✓  Justify your recommendations, i.e. refer back to findings and say WHY the business should follow your advice.

✓  Develop your recommendations by explaining possible impacts on the business.
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Hints & tips

Make sure you are awarded the mark for ‘collating and reporting’, e.g. it is recommended that you use 11pt font size with 1.5 line spacing and include page numbers. You should view this as a free mark that will only be lost through lack of care and attention on your part!
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Activity 0.2


1  Create a table using spreadsheet software, add four columns: Term, Definition, Advantage and Disadvantage.

2  Use the Glossary at the back of this book to find out what key terms are used in the course and so should be on your list. Try and pick out the ones you know first and define them yourself. Then look up the terms you don’t know or can’t remember.

3  Revise these terms. Copy down some notes, use the internet to find out some more and then update your spreadsheet. You can sort your spreadsheet alphabetically or you could have a different sheet for each topic. It’s up to you.
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Questions that give you the fear!

As you revise by tackling exam-style questions – either from this book, the SQA website or from your teacher – there will be questions that you really don’t like the look of. In other words, they give you ‘the fear’! A revision technique I use with my own students at school is to stop avoiding these questions and actually embrace them. You should do this too! The more you practise answering them, the more straightforward and less daunting they will become.

So, flick through the exam-style questions in this book, specimen papers, old past papers, and so on and make a list of the questions for which, off the top of your head, you can’t think of an answer that would score you at least half of the available marks. These are your ‘fear’ questions. Don’t avoid them; revise them. (Chances are the extra time you spend looking at these areas will be all it takes to give you some confidence.) Attempt the question. Don’t worry if you can’t get full marks; remember, you were struggling to get even some or any marks before! Take your answer to your teacher or check it yourself.

It is also especially important to do this, as all questions in the final exam are mandatory so, you never know – the type of questions that give you the fear might just come up!
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Hints & tips

There are a number of diagrams/charts in this course. Revise these and add to your revision notes/mind maps. They are often easier to remember than large areas of text and can be worth marks in the exam.
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Mind maps

Mind maps are useful in Higher Business Management as there is so much jargon, theory and terms.


•  Ever heard the phrase ‘a picture is worth a thousand words’? Including visual representations of the information, as drawings and images, in your revision notes will really help it stick in your mind.

•  What is more, by the time you finish the course, you should start to see patterns emerging and the same theory being repeated in different topics – and this will be easy to see when you compare your mind maps.

•  You can make a mind map on paper or on a computer – a number of kinds of free mind mapping software are available.

•  Try making a mind map with a friend. One of you can even record the other drawing your mind map (perhaps after a few practice shots!) and, when you speed it up, it will make a neat revision video. You could even dub commentary over the top.



Make sure you go into that exam ready for it. As an examiner myself, I know when a candidate is prepared – it leaps right off the page when I mark their question paper. Make sure that’s how your question paper looks!

Enjoy the course, enjoy your studies and all the very best.

Now, on with the book!
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Remember

… passing Higher Business Management is down to you – your hard work, your revision, you paying attention in class. You have to submit the best assignment you possibly can and make sure you answer every question in the exam to the best of your ability – never leave a question blank! But you can do it – there is nothing stopping you!
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