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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 Teach Cambridge.

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

Unit 2 is a one-hour exam paper which carries 45 marks. This series the paper comprised of three
guestions and 11 part-questions. Candidate achievement this series has depended on their knowledge
and understanding of the specification and their ability to identify and interpret key words within the

guestions.

Candidates who performed well also showed knowledge of the topic areas within Unit 1: Principles of
Administration, where they link to topic areas within this unit.

Candidates who did well on this paper

Candidates who did less well on this paper

generally:
e demonstrated knowledge and understanding
of topics across the specification

e demonstrated knowledge and understanding
of Unit 1 topics

e focused in on what the question was asking

e understood the requirements of each
command verb

e knew how to fully complete an invoice,
including the correct calculations.

generally:
e demonstrated alack of knowledge of key topic
areas within the specification

e focused on the topic rather than what the
question was asking (therefore not answering
the question set)

¢ identified rather than explained or analysed

e did not know how to structure/word a
business-related email.
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Question 1 (a)

Fields Ltd

Fields Ltd was set up 14 years ago by two potato farmers, Riley and Dev. The owners decided to use the potatoes they grew to
produce packets of crisps in unique flavours, for example chicken and chorizo. The crisps were marketed as premium products.

Today the company has grown much larger. Riley and Dev still run the business but are supported by a team of specialist
employees. There are now specific functions that are responsible for finance, human resources, sales, marketing, production and
administration.

(a) Riley and Dev hold weekly meetings with the employees in each functional area.

Identify two reasons why weekly meetings support effective teamwork.

[2

Achievement for this question was dependenton whether candidates identified that the question related
to supporting effective teamwork (or not).

Many candidates focused on what may be discussed during team meetings, and the benefits of this,
rather than how these meetings can support effective teamwork.

Assessment for learning

Encourage candidates to identify (and highlight) key words/information within the question to
make sure they are answering the question set.
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Question 1 (b)

{b) An administrator in the human resources function has the following three tasks to complete.

Task A Arrange training for a production operative who has just started working at Fields
Ltd. Without the training they may struggle to do their job efficiently.

Task B Complete the paperwork for a pay rise for all production operatives. They expect
to receive the pay rise at the end of next month.

Task C Create a contra_cl of employment for a production supt_en_risc—r who _slarts work
next month. This task has been requested by the administrator’s line manager.

Which task should be prioritised? Justify your answer.

[81

This question tested LO3.3: How to prioritise tasks to meet deadlines. Most candidates showed some
understanding of prioritisation; however, some did not refer to the ‘how’, i.e., according to urgency,
importance, etc. This limited the marks achieved to the lower end of each mark band.

Few candidates analysed a potential impact on the business/management of the chosen task being
prioritised or not prioritised. Therefore, few candidates achieved Level 3 or Level 4.

To achieve full marks candidates needed to include context in their response, which went beyond the
information given in the three tasks listed. No candidate did this. Encourage candidates to use context
provided within the initial scenario when answering levels of response questions.

Assessment for learning

Encourage candidates to analyse all points they are making within levels of response
questions to allow them to access the higher mark bands.

In this specification, candidates can identify the levels of response question as it is the only
question that carries 8 marks.
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Question 1 (c)

(c) Identify three internal communication documents used in a business.

[3]

The full range of marks was achieved for this question. The question clearly differentiated between those
candidates who knew what internal communication documents are and those who did not.

Internal communication documents are included within LO4.1.1 of this specification. The teaching
exemplification links this part of the specification to Unit 1 LO6.1.1, which is where these documents are
listed.

Common responses included email and text. These are not documents and therefore no marks were
achieved for such responses. Other common incorrect responses included folders, files and telephone.

Assessment for learning

Make sure that candidates have studied and revised the sections of the Unit 1 specification
that are signposted as linked to this Unit 2 specification.
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Question 2 (a)

Trade exhibition

Next month, Riley and Dev are going to a trade exhibition in Birmingham. They will have a stall to promote the company’s crisps to
business customers. Potential business customers can try the flavours and talk to Riley and Dev.

(a) Riley and Dev need to travel to Birmingham. It is 135 miles from where they live.

Explain two factors that should be considered when deciding whether to travel to Birmingham
by train or by car.

[4]

The full range of marks were achieved for this question.

Some candidates did not answer the question set; instead making a decision about whether Riley and
Dev should travel by train or by car, e.g., train is faster, car is cheaper.

The guestion requires factors be identified and then explained that they would need to consider when
making a decision, e.g., cost, whether they have a driving licence, the duration of the journey, etc.
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Question 2 (b)

(b) An administrator has been asked to book accommodation for two nights in Birmingham for Riley and Dev.

Analyse two factors the administrator should consider when booking the accommodation.

[6]

The full range of marks were achieved for this question.

Most candidates were able to identify at least one factor that should be considered. Fewer then went on
to explain either why the factor should be considered or to provide an example. Very few candidates
provided a business-facing impact or consequence of the factor.

For example; Location (Factor — 1 mark) is important because they need to be near the venue for the
exhibition (Explanation — 1 mark). If itis too far away then they might be late to the exhibition (Business-
facing consequence — 1 mark).
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Question 2 (c)

(c) An administrator has been asked to produce a leaflet about Fields Ltd. It is to be handed out to potential business customers at
the trade exhibition.

Should the leaflet be printed in colour or in black and white? Give reasons for your answer.

[3]

Most candidates made an explicit judgement as to whether the leaflet should be printed in colour or
black and white; either choice was awardable. However, some candidates did not make an explicit
choice, therefore not achieving any marks.

Some candidates were able to provide an appropriate reason for their choice and then develop this.
However, some candidates gave reasons that could relate to either choice, e.g., because you can read
it, because you can see it clearly. The explanation needed to specifically relate to the candidate’s choice
for the second mark to be given.

Many candidates did not achieve the third mark because a reason given for rejecting the alternative was
a direct opposite of the reason for their choice, e.g., colour because it's more interesting, not black and
white because it’s boring.
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Question 2 (d)

(d) Identify two reasons why the administrator may use a written form of communication to share complex information.

[2]

Many candidates did not achieve marks for this question as they focused on the benefits of written
communication rather than why it would be used to share complex information.

Some candidates provided responses as to why (hand) written communication is better than using a
computer; which does not answer the question set.
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Question 3 (a) (i)

New customers

The trade exhibition was a success. New customers have placed orders for Fields Ltd's crisps.

Examiners’ report

A business called Shoreway Deli Ltd is one of these new customers. Shoreway Deli Ltd has just taken delivery of its first order.

(a)

{i) An invoice needs to be sent to Shoreway Deli Ltd for the following items:

= 25 boxes of nduja crisps at £32 50 per box
= 20 boxes of paneer crisps at £32 50 per box.

Complete the invoice using the information above and today's date.

[6]

Invoice
Fields Ltd
Bingham Farm
Y034 9X7
Customer address: Customer number: BF843
Shoreway Deli Ltd
Harlden
HD4 0DF
Date:
Order number: 2046
Invoice number: 62300
Unit price Total
Description Quanti
P Yy () (®)
Subtotal
VAT @ 20%
Total

This question was not as well-answered as similar questions in previous series. Many candidates did not
include ‘box’ within their descriptions therefore not achieving the 2 marks available for accurate entries
(description, quantity, unit price and total).

Most candidates gave the correct date and subtotal (although this may have been OFR). Some
candidates deducted VAT rather than adding it to the subtotal.

12
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Question 3 (a) (ii)

(ii) Outline two reasons why it is important to follow data protection protocols when completing the invoice.

[4]

Candidates who recognised that data protection protocols were key words in this question generally
scored marks. Candidates who did not, gave responses such as ‘to make sure that it's accurate’ and ‘to

give proof’.

Some candidates who did recognise that data protection protocols were key still provided vague
responses such as ‘because of their reputation’ and ‘to stop customers complaining’. Responses needed
to clearly link to data protection to achieve marks.

Some candidates also answered in the negative, i.e., because if they didn't......... This is not what the
guestion is asking; the responses needed to be why it is important to do this rather than the
repercussions if it is not done.

‘ Assessment for learning

Encourage candidates to identify (and highlight) key words in the question. In this instance,
‘data protection protocols’.
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Question 3 (b) (i)

(b)

(i) The invoice will be sent to Ms Yana Cooper at Shoreway Deli Ltd by email.
Dev has asked an administrator in the finance function, to write an email to accompany the invoice.
Write an email to accompany the invoice, using the template below.

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

[6]

From: BTims@fieldscrisps.org.uk
To: Ycooper@shorewaydeli.org.uk

Subject:

This question differentiated between those candidates who knew how to structure and word a business -
email and those who did not.

Candidates who included ‘invoice’ within the subject heading were given a mark for an appropriate
subject heading. However, some candidates either left it blank or used more general subject headings
such as ‘finance’ or ‘accompanying email’.

Some candidates were not appropriately formal in their content or tone, e.g., using ‘Hi’ or ‘Hello’ as the
opening.

Some candidates included all of the details from the invoice within the email including quantities, prices
and totals.

Make sure that candidates practice writing emails for a range of business contexts as part of their
learning for this specification.
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Question 3 (b) (ii)

(ii) Other than an email, identify one type of written communication that it would be appropriate to use to accompany the invoice.

11

Most candidates correctly identified a letter as another type of written communication that would be
appropriate. However, responses such as SMS and Skype were seen.
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Supporting you

Teach
Cambridge

Reviews of
marking

Keep up-to-date
OCR

Professional
Development

Signed up for
ExamBuilder?

Make sure you visit our secure website Teach Cambridge to find the full
range of resources and support for the subjects you teach. This includes
secure materials such as set assignments and exemplars, online and
on-demand training.

Don’t have access? If your school or college teaches any OCR
qualifications, please contact your exams officer. You can forward them
this link to help get you started.

If any of your students’ results are not as expected, you may wish to
consider one of our post-results services. For full information about the
options available visit the OCR website.

We send a monthly bulletin to tell you about important updates. You can
also sign up for your subject specific updates. If you haven'’t already,

sign up here.

Attend one of our popular CPD courses to hear directly from a senior
assessor or drop in to a Q&A session. Most of our courses are delivered live
via an online platform, so you can attend from any location.

Please find details for all our courses for your subject on Teach
Cambridge. You'll also find links to our online courses on NEA marking
and support.

ExamBuilder is the exam paper builder platform for a range of our
qualifications. Find out more.

Free for all OCR centres with an Interchange account, it allows unlimited
users per centre. We require an Interchange username to verify your
centre’s users for ExamBuilder.

If you do not have an Interchange account, please contact your centre
administrator (usually the Exams Officer) to request a username.

Once you have an Interchange username, use the form on this page to
sign up for ExamBuilder, or ask an existing user at your centre to create
an ExamBuilder account for you.


https://teachcambridge.org/landing
https://www.ocr.org.uk/administration/support-and-tools/my-cambridge/index.aspx
https://www.ocr.org.uk/administration/support-and-tools/my-cambridge/index.aspx
http://ocr.org.uk/administration/stage-5-post-results-services/enquiries-about-results/
https://www.ocr.org.uk/qualifications/email-updates/
https://ocr.org.uk/qualifications/past-paper-finder/exambuilder/
https://interchange.ocr.org.uk/SingleSignOn/ValidateAuthentication.aspx?ReturnURL=/
https://www.ocr.org.uk/qualifications/past-paper-finder/exambuilder/sign-up/

Online courses

Enhance your skills and confidence in internal assessment

What are our online courses?

Our online courses are self-paced eLearning
courses designed to help you deliver, mark

and administer internal assessment for our
qualifications. They are suitable for both new and
experienced teachers who want to refresh their
knowledge and practice.

Why should you use our online
courses?

With these online courses you will:

* learn about the key principles and processes
of internal assessment and standardisation

» gain a deeper understanding of the marking
criteria and how to apply them consistently
and accurately

+ see examples of student work with commentary
and feedback from OCR moderators

* have the opportunity to practise marking and
compare your judgements with those of OCR
moderators

» receive instant feedback and guidance on
your marking and standardisation skills

* be able to track your progress and
achievements through the courses.

How can you access our online
courses?

Access courses from Teach Cambridge. Teach
Cambridge is our secure teacher website, where
you'll find all teacher support for your subject.

If you already have a Teach Cambridge account,
you'll find the link to the Online courses under
the Assessment or Training tab — hover over
Assessment or Training on the horizontal menu
and select Online courses from the dropdown.

If you don’t have a Teach Cambridge account
yet, ask your exams officer to set you up — just
send them this link and ask them to add you as a
Teacher.

Access the courses anytime, anywhere and at
your own pace. You can also revisit the courses as
many times as you need.

Which courses are available?

We recommend all teachers complete the module
on Online courses — NEA for their subject. These
courses provide subject-specific information about
course content; how to prepare for planning,
marking and submitting; and support with
understanding the marking criteria.

The subject-specific courses are tailored for each
qualification that has non-exam assessment (NEA)
units, except for AS Level and Entry Level. They
cover the following topics:

» the structure and content of the NEA units

+ the assessment objectives and marking criteria
for the NEA units

+ examples of student work with commentary and
feedback for the NEA units

* interactive marking practice and feedback
for the NEA units.

We are also developing courses for some of the
examined units, which will be available soon.

How can you get support and
feedback?

If you have any queries, please contact our
Customer Support Centre on 01223 553998 or
email support@ocr.org.uk.

We welcome your feedback and suggestions on
how to improve the online courses and make them
more useful and relevant for you. You can share
your views by completing the evaluation form at
the end of each course.
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Tell us what you think

Your feedback plays an important role in how we develop, market, support and resource qualifications now and
into the future. We want you and your students to enjoy and get the best out of our qualifications and resources,
but to do that we need your honest opinions to tell us whether we're on the right track or not.

You can email your thoughts to resources.feedback@ocr.org.uk or visit our feedback page to learn more about how
you can help us improve our resources.

Designing and testing in collaboration with you and your students

@ Helping young people develop an ethical view of the world

o
% Equality, diversity, inclusion and belonging (EDIB) are part of everything we do

Contact the team at:

Q& 01223 553998
® ocr.org.uk

To stay up to date with all the relevant news about our qualifications,
register for email updates at ocr.org.uk/updates

Visit our Online Support Centre at support.ocr.org.uk

CAMBRIDGE
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OCR is part of Cambridge University Press & Assessment, a department of the University of Cambridge.
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We are committed to providing a fully accessible experience across all our products, platforms, and websites. Find out more about our
accessibility standards.

© OCR 2025. All rights reserved. We retain the copyright on all our publications. However, our registered centres are permitted to copy and distribute our
material for their own internal use, in line with any specific restrictions detailed in the publication. Find out more about our copyright policies.

We update our publications regularly so please check you have the most up-to-date version.

We cannot be held responsible for the persistence or accuracy of URLs for external or third-party internet websites referred to in this publication
and do not guarantee that any content on such websites is, or will remain, accurate or appropriate.

When we update our specifications, you'll see a new version number and a summary of the changes. While we do our best to reflect these
changes in all associated resources on Teach Cambridge, if you notice any discrepancies, please refer to the latest specification on our website
and let us know.

Our resources do not represent any teaching method we expect you to use. We cannot be held responsible for any errors or omissions in our resources.
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