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INTRODUCTION
This Delivery Guide has been developed to provide practitioners 
with a variety of creative and practical ideas to support the 
delivery of this qualification. The Guide is a collection of lesson 
ideas with associated activities, which you may find helpful as 
you plan your lessons. 

OCR has collaborated with current practitioners to ensure that 
the ideas put forward in this Delivery Guide are practical, realistic 
and dynamic. The Guide is structured by learning outcome so 
you can see how each activity helps you cover the specification.

We appreciate that practitioners are knowledgeable in relation 
to what works for them and their learners. Therefore, the 
resources we have produced should not restrict or impact 
on practitioners’ creativity to deliver excellent learning 
opportunities.

Whether you are an experienced  practitioner or new to the 
sector, we hope you find something in this guide which will help 
you to deliver excellent learning opportunities.

If you have any feedback on this Delivery Guide or suggestions 
for other resources you would like OCR to develop, please email 
resourcesfeedback@ocr.org.uk.

PLEASE NOTE
The activities suggested in this Delivery Guide MUST NOT be 
used for assessment purposes. (This includes the Consolidation 
suggested activities).

The timings for the suggested activities in this Delivery Guide 
DO NOT relate to the Guided Learning Hours (GLHs) for each 
unit.

Assessment guidance can be found within the Unit document 
available from www.ocr.org.uk.

OPPORTUNITIES FOR 
ENGLISH AND MATHS 
SKILLS DEVELOPMENT
The Wolf Review of Vocational Education recommended that all 
learners studying post-16 qualifications have the opportunity to 
further develop their English and maths skills, with the aims of: 

•	 achieving a GCSE in English and/or maths at grade A*-C if 
they have not already done so or 

•	 making significant progress towards GCSE entry and 
success if this is some way off for the individual. 

We believe that being able to make good progress in English 
and maths is essential to learners in both of these contexts 
and on a range of learning programmes. To help you enable 
your learners to progress in these subjects, we have signposted 
opportunities for English and maths skills practice within this 
resource. These suggestions are for guidance only. They are not 
designed to replace your own subject knowledge and expertise 
in deciding what is most appropriate for your learners.

OPPORTUNITIES FOR 
WORK EXPERIENCE
The Wolf Report also recommended that learners have the 
opportunity to apply their skills and extend their learning 
outside the classroom through work experience, part time 
jobs, work shadowing and work placements. There are lots of 
opportunities within these qualifications to take some of the 
teaching and learning outside of the classroom and into a work 
environment. We are working to provide you with resources 
to support you in achieving this, please visit www.ocr.org.uk 
shortly for more information. 

KEY

	 English

	 Maths

	 Work experience
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UNIT 2 - BUSINESS RESOURCES
Guided learning hours : 60

Credit value: 10

PURPOSE OF THE UNIT

The unit looks at how a range of resources including human, physical, technological and financial resources are used and managed 
within business. 

This unit will help the learner to have an understanding of how human resources are managed and of the employability and 
personal skills required of personnel in an organisation. Learners will gain an understanding of the purpose of managing resources 
effectively, not only in relation to human resources but also in terms of physical and technological resources.

Learners will also gain an understanding of how an organisation can gain access to sources of finance, both internally and externally 
and be able to interpret financial statements. There are clear links between this unit and many of the other units; it serves as a useful 
introduction to areas that may be covered in depth in further units.

Learning Outcome (LO)

 The learner will:

Pass
The assessment criteria are the 
pass requirements for this unit.

 The learner can:

Merit
To achieve a merit the evidence 
must show that, in addition to 
the pass criteria, the learner is 
able to:

Distinction
To achieve a distinction the 
evidence must show that, in 
addition to the pass and merit 
criteria, the learner is able to:

1    Know how human 
resources are managed

P1 describe the recruitment 
documentation used in a 
selected organisation

M1 analyse the recruitment 
documentation of a selected 
organisation

P2 describe the main 
employability and personal 
and communication skills 
required when applying for a 
specific job role

2    Know the purpose of 
managing physical and 
technological resources

P3 describe the main physical 
and technological resources 
required in the operation of a 
selected organisation

3    Know how to access 
sources of finance

P4 describe sources of internal 
and external finance for a 
selected business

M2 analyse the advantages and 
disadvantages of a range of 
different sources of finance for 
a selected business

D1 evaluate the best source 
of finance to meet the needs 
of a selected business

4    Be able to interpret 
financial statements

P5 interpret the contents of 
a trading and profit and loss 
account and balance sheet for 
a selected company

P = Pass, M = Merit, D = Distinction
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LEARNING OUTCOME 1 - KNOW HOW HUMAN RESOURCES ARE 
MANAGED 

Suggested content Suggested Activities Suggested timings Links to 
Assessment 
Criteria

1 Recruitment and 
selection

Working in small groups, learners could mindmap what 
they consider the recruitment process consists of and 
the documents used. Learners could compare their 
findings with each other and prepare a flow diagram of 
the interview process illustrating what documents are 
required at the various stages. For example, once the 
vacancy has been identified then the job advertisement 
can be created and circulated. The flow diagram could 
be displayed and used for future reference. The learners 
could then be divided into small groups to research the 
purpose of each of the recruitment documents. Each 
group could present and share their findings to the other 
groups, these findings could also be displayed.

2 hours

P1 describe the 
recruitment 
documentation 
used in a selected 
organisation 

P2 describe the 
main employability 
and personal and 
communication 
skills required 
when applying for 
a specific job role

2 Consolidation

Learners could be set the task of collecting examples 
of recruitment documents. Using the information 
relating to the purpose of the documents, learners could 
examine these documents and annotate strengths and 
weaknesses of them and complete a brief review.

1 hour

3 Assessing your 
personality
 

The teacher could use the following web links as an 
introduction to personality tests  http://www.bbc.co.uk/
go/em/fr/-/news/magazine-18723950. To assess learners 
interpersonal skills a personality test could be completed.  
For example  www.123test.co.uk and  www.bbc.co.uk - 
follow links to science and nature, human body and mind, 
evolutionary  psychology, intelligence and memory which 
can be accessed via the internet and are free. 

2 hours

4 Participating in the 
recruitment process

The teacher could provide a range of good and bad 
examples of recruitment documents. These documents 
are discussed and the learners highlight the differences 
on the documents. The teacher could provide the learners 
with an application form that they need to complete for 
a given vacancy. On completion of the task the learners 
could then exchange their completed application forms 
with their peers for them to review and comment upon.        

1 hour

Learning Outcome - The 
learner will:

Assessment Criteria - The 
learner can:

Merit Distinction

1     Know how human 
resources are managed

 

P1 describe the recruitment 
documentation used in a 
selected organisation

M1 analyse the recruitment 
documentation of a selected 
organisation

P2 describe the main 
employability and personal 
and communication skills 
required when applying for a 
specific job role

P = Pass, M = Merit, D = Distinction



6 UNIT 2 - BUSINESS RESOURCES

OCR LEVEL 3 CAMBRIDGE TECHNICALS IN BUSINESS

DELIVERY GUIDE

LEARNING OUTCOME 2 - KNOW THE PURPOSE OF MANAGING PHYSICAL 
AND TECHNOLOGICAL RESOURCES

Suggested content Suggested Activities Suggested timings Links to 
Assessment 
Criteria

1 Understanding 
managing resources

Learners could undertake an audit within their 
organisation, focussing on the physical and technological 
resources used and their impact on the organisation.  
Initially learners could produce an audit and discuss 
their findings as a group. Learners could produce a 
summary for the organisation evaluating their findings 
and justifying the purpose of technological and physical 
resources.

A lesson element is available to support this activity.

2 hours

P3 describe the 
main physical 
and technological 
resources required 
in the operation 
of a selected 
organisation

Learning Outcome - The 
learner will:

Assessment Criteria - The 
learner can:

Merit Distinction

2 Know the purpose of 
managing physical and 
technological resources

P3 describe the main physical 
and technological resources 
required in the operation of a 
selected organisation

P = Pass, M = Merit, D = Distinction
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LEARNING OUTCOME 3 - KNOW HOW TO ACCESS SOURCES OF FINANCE

Suggested content Suggested Activities Suggested timings Links to 
Assessment 
Criteria

1 Sources of finance

The teacher could give the learners the titles of sources of 
finance on individual cards.  These cards could be given 
randomly to learners to research and prepare a brief  
presentation to give to the rest of the group.

2 hours

P4 describe 
sources of internal 
and external 
finance for a 
selected business

2 Making decisions

Learners could be provided with a range of scenarios 
where they will make judgements on the advantages and 
disadvantages of using different sources of finance for a 
selected business and evaluate the best source for the 
business.

Alternatively, download the lesson element ‘Business 
resources - Sources of Finance’ which provides sample 
scenarios and allows the learners to decide on the most 
appropriate source of finance for each scenario.

2 hours

M2 analyse the 
advantages and 
disadvantages of a 
range of different 
sources of finance 
for a selected 
business

D1 evaluate the 
best source of 
finance to meet 
the needs of a 
selected business

Learning Outcome - The 
learner will:

Assessment Criteria - The 
learner can:

Merit Distinction

3 Know how to access sources 
of finance

P4 describe sources of internal 
and external finance for a 
selected business

M2 analyse the advantages 
and disadvantages of a range 
of different sources of finance 
for a selected business

D1 evaluate the best source of 
finance to meet the needs of a 
selected business

P = Pass, M = Merit, D = Distinction
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LEARNING OUTCOME 4 - BE ABLE TO INTERPRET FINANCIAL 
STATEMENTS

Suggested content Suggested Activities Suggested timings Links to 
Assessment 
Criteria

1 Budgeting

Learners could be given a fictitious amount of money 
for which they must be accountable. The teacher could 
then provide the learners with a list of actual expenditure 
and some costs which are variable and ask the learners 
to prepare a spreadsheet to record their income and 
expenditure. The teacher could make adjustments 
during the task asking that some of the variable costs be 
removed or added. The learners could then discuss the 
importance of budgeting effectively and the importance 
of ensuring there are sufficient funds available for 
unexpected costs.

2 hours

2 Profit and loss

Learners could prepare their own income and 
expenditure account and monitor it over a given period 
of time.  At the end of the period they could discuss their 
results with the group/teacher.

30 minutes

3 Why firms keep 
accounts

The teacher could prepare in advance samples of 
companies profit and loss accounts and balance sheets 
which could be shared and discussed with the learners.  
Learners could investigate why firms keep accounts and 
provide an explanation of the functions of a profit and 
loss account and balance sheet and how the two are 
related.

2 hours

P5 Interpret the 
contents of a 
trading and profit 
and loss account 
and balance sheet 
for a selected 
company

4 Terminology
Learners could prepare a glossary of the terminology used 
in the balance sheet and profit and loss account.

2 hours

5 Interpreting financial 
information

The teacher could provide the learners with a range of 
ratios and definitions. Learners could then match the 
ratios to these definitions.

30 minutes

6 Consolidation

Using the data provided in the lesson element 
‘Interpreting Financial Ratios’ learners could evaluate 
and report their findings.  Use the revision quiz  Financial 
efficiency ratios by Jim Riley on www.tutor2u.net to 
support this learning.

2 hours

Learning Outcome - The 
learner will:

Assessment Criteria - The 
learner can:

Merit Distinction

4 Be able to interpret financial 
statements

P5 Interpret the contents of 
a trading and profit and loss 
account and balance sheet for 
a selected company

P = Pass, M = Merit, D = Distinction
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CONTACT US

Staff at the OCR Customer Contact Centre are available to take 

your call between 8am and 5.30pm, Monday to Friday. 

We’re always delighted to answer questions and give advice.

Telephone 02476 851509
Email cambridgetechnicals@ocr.org.uk
www.ocr.org.uk 1685817605


