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Level 3 Cambridge Technical in Business
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Unit 2: Working in business

Time allowed: 1 hour 30 minutes plus your additional time
allowance
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INSTRUCTIONS
Use black ink.

Write your answer to each question in the space
provided. You can use extra paper if you need to, but
you must clearly show your candidate number, the
centre number and the question numbers.

Answer ALL the questions.

INFORMATION
The total mark for this paper is 60.
The marks for each question are shown in brackets [ ].

ADVICE

Read each question carefully before you start your
answer.
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Answer ALL the questions.

Text 1

Layla Green wishes to set up her own shop selling
fashion clothing. Layla is in her mid-twenties and is a
graduate in fashion design. She has worked as a shop
assistant in a retail outlet for the last two years. Layla
cannot wait to be an entrepreneur. She has decided to
call her business ‘Green Chic’.

‘Green Chic’ will sell ethical clothing. The intended
target audience is men and women aged 16 to 46 years.
Layla has found a diagram that provides some useful
information for the business she intends to set up (see
FIG. 1 on page 5).



%L

%LC

%8¢

%6V

Jojoej Jolew e si |[aqe| pue.q

a9y} ‘swial buiyyods Buiseyaind usypn

Buiyjo|o buiAnq uaym

Jojoej Jueuoduwi ysow ay3 si aoud ay |
JUSWIUOIIAUD 3y} abewep jJou saop

Buiyjo|d Jo Hurinjoeinuew ayj jey) Jueroduwl si )
suol}ipuod Bunjiom Jiey aney Buiyjo|ds
ainjoejnuew oym ajdoad jeyj juepoduwi si )

Jusawidlels yoea yym paaabe Ajbuouays oym sjuapuodsau Jo abejuaoioad
MN 3y} Ul UoIYyse} |BIIY}d SpIemo]) Sapnjijie ,SIdWNSUO0I UO YIIedasay

I "Old



1 Refer to Text 1.

(a) Layla is wondering how to choose suitable
suppliers for her new business.

Rank the factors that the data in FIG. 1 suggests
Layla should prioritise by labelling in the table
the factors from 1 — 4 (1 being the most important
and 4 being the least important). [4]

Priority 1,

Factor 2. 3 or 42

Fair working conditions for those who
make the clothes

The brand label of the clothing

The price charged to the customer

How environmentally friendly the
manufacturing process is

(b) Explain ONE likely consequence to ‘Green Chic’
of not listening to potential customers.

[2]
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Text 2

It is vitally important that Layla orders stock of the right
design and quality for ‘Green Chic’s’ target customers.
Layla’s research about suitable suppliers indicates that
they are mostly located overseas, mainly in East Asia.
Layla realises that once her business starts trading she
will need to communicate with her suppliers frequently
to ensure ‘Green Chic’ does not run out of stock.

2 Refer to Text 2.

Layla is considering the following three ways to hold
meetings with suppliers:

telephone conferencing

web conferencing

face-to-face at each supplier’s venue.

Explain ONE different advantage and ONE different
disadvantage to Layla of using each of the methods
shown in the table to hold meetings with suppliers.
[12]
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Text 3
Layla is fully aware of the importance of carefully

checking meeting documentation, such as the minutes
of meetings, for accuracy.

3 Refer to Text 3.

Evaluate the importance to ‘Green Chic’ of Layla
keeping accurate minutes of her meetings with the
intended overseas suppliers. [12]
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Text 4

With the opening of ‘Green Chic’ only two months away,
Layla has begun to prioritise the tasks that require her
attention. She has delegated the design of

‘Green Chic’s’ business card to her teenage sister,

Ali, who is currently studying GCSEs. This makes it
possible for Layla to focus on the recruitment of a sales
assistant for the shop.

Layla has drawn up the following list of tasks the shop
assistant will be expected to perform:

Welcome customers into the store.
Represent the store in a professional manner.

Answer customer queries regarding products and
prices.

Stock shelves.

Help with window displays.

Process payments.

Notify owner when stock is low.

Inform customers of upcoming sales and special offers.
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4 Refer to Text 4.

(a) Complete the table below by identifying THREE
skills and THREE personal attributes that Layla
should include in the person specification for a
sales assistant. [6]

Skills Personal attributes
1 1
2 2
3 3

(b) Other than the job title, identify TWO items that
Layla will need to include in the contract of
employment for the sales assistant.

[2]
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(c) Layla needs to book a serviced office to interview
applicants for the post of sales assistant. The
interviews are planned to take place four weeks
from today. Layla will need the office space for a
whole day. The serviced office needs to provide
IT equipment, photocopying facilities, stationery,
car parking and refreshments. Cost and location
(in terms of availability of public transport) are
also important considerations for Layla.

Compose an email of enquiry which Layla can
send to various serviced offices so that she can
choose the most suitable one.

You will be assessed on the content, tone and
layout of your email.

Use the proforma provided on page 16 to write
your email.

You MAY use the space on the next page to draft
your email. You will NOT receive any marks for
your draft. [12]
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You may use this box to draft your email.
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To: Undisclosed recipients

From: Layla Green

Subject:
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(d) Explain TWO likely reasons why Layla prefers to
write an email to these organisations rather than
telephone them with her enquiries.

[4]
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(e) Layla feels that the draft design of the business
card that Ali has produced is not fit for purpose
and needs to be improved.

Front of business card

- B\
Greew Chie

For all you e clothing weeds, come to Groon (Uhic!

- /

Back of business card

4 )

967 Green Lane, Sanderton, Nortonshire, NU6 3IK
T: 0129 984587 M: 07566 999000

See you there 4
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Identify SIX ways the business card could be
improved. [6]

Improvement 1

Improvement 2

Improvement 3

Improvement 4

Improvement 5

Improvement 6

END OF QUESTION PAPER
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