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Introduction 

Our examiners’ reports are produced to offer constructive feedback on candidates’ performance in the 

examinations. They provide useful guidance for future candidates.  

The reports will include a general commentary on candidates’ performance, identify technical aspects 

examined in the questions and highlight good performance and where performance could be improved. 

The reports will also explain aspects which caused difficulty and why the difficulties arose, whether 

through a lack of knowledge, poor examination technique, or any other identifiable and explainable 

reason.  

Where overall performance on a question/question part was considered good, with no particular areas to 

highlight, these questions have not been included in the report.  

A full copy of the question paper and the mark scheme can be downloaded from OCR. 

  

Would you prefer a Word version?  

Did you know that you can save this PDF as a Word file using Acrobat Professional?  

Simply click on File > Export to and select Microsoft Word 

(If you have opened this PDF in your browser you will need to save it first. Simply right click anywhere 
on the page and select Save as . . . to save the PDF. Then open the PDF in Acrobat Professional.) 

If you do not have access to Acrobat Professional there are a number of free applications available 

that will also convert PDF to Word (search for PDF to Word converter). 
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Unit 2 series overview 

Apart from Question 1, most candidates performed relatively well throughout the paper. There is a 

marked improvement in candidates’ ability to answer the level of response question compared to 

January 2021, with a good number attempting to provide a justified conclusion. The majority of 

candidates appeared well-prepared for this unit, but there is evidence that perhaps there is a lack of 

synoptic knowledge. 

Question 1 tests candidates’ knowledge of different methods of meetings and the preparations involved 

in organising a meeting. The main reason for low marks on this question is poor exam techniques, 

especially in answering 1(a)(i), 1(a)(ii) and 1(c)(ii). These will be discussed in more detail below. 

Question 2 tests candidates’ knowledge of why certain tasks should be prioritised over others. This 

includes a level of response question which a good number of candidates answered well showing good 

analytical skills. Candidates generally performed well in this section apart from the question requiring 

synoptic knowledge. 

Question 3 is all about paying employees, with an in-tray exercise which most candidates performed 

well. Candidates’ lower marks on the question on payment method was usually due to poor exam 

techniques. 

Question 4 concerns promotional materials; it tests candidates’ knowledge of different electronic media 

available on the market and their ability to create an effective webpage for the business. Candidates who 

performed well included the details required by the question, the key to scoring high marks for 

composition questions. 

  

Candidates who did well on this paper 

generally did the following: 

Candidates who did less well on this paper 

generally did the following: 

• showed good analytical skills 

• answered in context 

• were able to apply knowledge drawn from 
Unit 1 

• interpreted questions accurately. 
 

• did not fully understand the questions asked 

• showed gaps in their knowledge 

• demonstrated poor exam techniques 

• gave vague responses that do not show 
knowledge of topic concerned or case study 
in question. 
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Question 1 (a) (i) 

Few candidates scored full marks on this question. Candidates were required to state a beneficial 

feature of holding a face-to-face meeting e.g. can see body language, does not rely on technology, etc; 

before marks could be given. Candidates are advised to take note of this requirement when answering 

similar questions on methods of communication, payment methods, etc.  

 

Question 1 (a) (ii) 

As in Question 1(a)(i), the mark scheme requires candidates to state a beneficial feature of holding a 

virtual meeting before any marks could be given. On the whole candidates performed better in this 

question than in the previous one with many recognising the fact that virtual meetings are not confined to 

a geographic location. 
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Question 1 (b)  

This was a straightforward question for the majority of candidates who were able to identify different 

methods of checking personnel availability. There is evidence of good covering of this part of the 

specification. 

 

Question 1 (c) (i)  

Most candidates were able to identify two meeting documents and explain their respective purpose 

accurately. The most common responses being agenda and minutes of meetings. Some of the 

responses for minutes of meetings show that candidates had prepared well for this topic, following 

feedback from the previous Examiners’ Report 2021. 
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Question 1 (c) (ii)  

According to the specification, Business Support Services is the functional area responsible for printing 

and distributing internal business documents. However, this was unknown to the majority of candidates. 

The mark scheme has allowed Administration, IT and reprographics to be accepted. 

 

Question 1 (d)  

This was the most poorly performed question on the paper. Many candidates’ responses were vague 

e.g. to check spelling and grammar, to avoid making mistakes, etc. The mark scheme requires specific 

examples of mistakes that should be avoided e.g. getting the time/date of the meeting wrong; to make 

sure the venue is correctly stated, etc. Few candidates scored any marks. 
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Question 2 (a) (i) 

Some candidates misinterpreted this question and discussed the importance of prioritising the three 

tasks given in Text 2. Responses pertaining to Tasks 2 and 3 were not given any marks. The question 

requires responses to focus on Task 1 which the majority of candidates managed to do, even though 

some made a mistake in their conclusion by justifying why Task 1 is of the highest priority. The question 

asks candidates to choose the most important reason, not why Task 1 is the most important. Candidates 

are advised to read the question carefully before attempting to respond, and then frequently refer back to 

it to make sure that they do not go off at a tangent and lose marks. 

It is worth pointing out that ‘being/appear unprofessional’ is too vague to be considered analysis. 

Candidates are also advised not to use the word ‘affect’ or ‘impact’ in their analyses without making it 

explicit in terms of whether it is a good or adverse effect or impact. Often analyses marks were lost for 

vague responses such as ‘it will affect their reputation’.  
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Question 2 (a) (ii) 

The majority of candidates were able to give practical rules that the business could introduce to stop 

inappropriate use of IT. Targeted at the distinction level, the question has proved to be a lot more 

accessible perhaps because of candidates’ own experiences in their centres. 

 

Question 2 (b) (i) 

This was a relatively easy question for most candidates who were able to explain delegation in sufficient 

depth to gain full marks. Some candidates used examples in their explanation which were fully 

acceptable. 

 

Question 2 (b) (ii) 

Another relatively well-answered question by the majority of candidates who were able to recognise that 

Task 2 is likely to require a lot of research which can be time-consuming. 
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Question 2 (c) 

The majority of candidates did not know what economic factors were. Candidates are reminded that 10% 

of the marks in the examination for this unit will be allocated to synoptic application of knowledge. There 

will be questions that draw on knowledge and understanding from Unit 1 The business environment that 

has to be applied in the context of this unit. 

 

Question 3 (a) (i) 

Most candidates were able to identify payslip accurately. 

 

Question 3 (a) (ii) 

This question was not nearly as well-performed as 3(a)(i). Most candidates identified Finance as the 

functional area in charge of the task. There was a clear misunderstanding that Finance is the department 

in charge of any task to do with money. This is another synoptic question that requires candidates to be 

well-prepared for before sitting this paper. 
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Question 3 (a) (iii) 

This question is marked in exactly the same way as 1(a)(i) and 1(a)(ii). The mark scheme requires 

candidates to state a beneficial/detrimental feature of using electronic transfer before any marks could 

be given. Candidates are advised to avoid giving vague responses e.g. it is quicker, easier. Responses 

need to contain some knowledge of what electronic transfers are. In addition, explanation of feature 

identified has to be business-facing, e.g. how Izukupets Ltd can benefit from using the payment method 

and not its employees. 
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Question 3 (b) (i) 

An easy question for most candidates who were able to calculate gross pay and net pay accurately. In 

addition to good numeracy skills, candidates have demonstrated sound knowledge of how gross and net 

pay are calculated. 
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Question 3 (b) (ii) 

This question was not as well-answered as it might have been given that most candidates clearly 

understood the difference between gross and net pay in 3(b)(i). However, the mark scheme requires a 

clear understanding of the term ‘pay’ and this is what most candidates did not show. There was also 

some confusion over what deductions consist of, some candidates thought they were expenses or costs 

which were not acceptable. 

 

Question 3 (b) (iii) 

A straightforward question for most candidates who were able to identify two contractual obligations of a 

business correctly. 
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Question 4 (a)  

This question was answered relatively well by the majority of candidates who were able to identify 

different electronic media correctly. Candidates most commonly scored 2 marks, with some candidates 

suggesting TV and radio; evidently not reading the question carefully enough. 
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Question 4 (b)   
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Note - not to scale with the question paper 

Generally well-answered showing good grasp of the content of a webpage. Candidates are to be 

commended on the efforts they put into the design of the webpage, some images of the product were 

especially impressive. However, few candidates included a button or link to make a purchase, even 

fewer included a menu bar for navigating the webpage. It was pleasing to see that the majority of 

candidates were able to follow the instructions closely by including details given in Text 4 for the product. 

There was a small number of candidates however who decided to ignore the details given and created a 

completely different product. These candidates did not read the question carefully. Candidates are 

reminded to check the spelling of company and product names to make sure that they are accurate.  

Copyright 

Any reference to existing companies or organisations is entirely coincidental and is not intended as a 

depiction of those companies or organisations. 
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