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INTRODUCTION
The annual qualification review provides qualification–specific support and
guidance to centres. This information is designed to help teachers preparing to
teach the subject and to help candidates preparing to take the examination.
The reviews are published in September and take into account candidate
performance, demonstrated in both on demand and series examinations, over
the preceding 12 months. Global pass rates are published so you can measure
the performance of your centre against these.
The review identifies candidate strengths and weaknesses by syllabus topic area
and provides examples of good and poorer candidate responses. It should
therefore be read in conjunction with details of the structure and learning
objectives contained within the syllabus for this qualification found on the
website.
The review also identifies any actual or proposed changes to the syllabus or
question types together with their implications.

PASS RATE STATISTICS
The following statistics are based on the performance of candidates who sat this
qualification between 1 September 2013 and 31 August 2014.
Global pass rate 43.7%
Grade distributions of candidates achieving pass or higher
Pass 28.5%
Merit 13.7%
Distinction 1.5%
* This figure excludes absences on the day of the exam
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GENERAL STRENGTHS AND WEAKNESSES

Strengths
•

Majority of candidates completed the paper within the time allowance

•

Correct layout and identification of required means of communication in the
first question. Improvement seen during the year.

Weaknesses
•

Knowledge of syllabus coverage

•

Poor understanding of question requirements

•

Poor application of knowledge in parts

•

Incomplete answers

•

Lack of expansion of answers

•

Poor linking of answers to scenarios

•

Not taking time to read the questions thoroughly prior to responding
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TEACHING POINTS BY SYLLABUS TOPIC
Syllabus Topic 1: Internal Organisational Environment

Series 3 2014 Paper
Two learning outcomes from this topic were tested in this paper. AC1.1.2 and
1.1.5 in Question 2.
Question 2c concerned mission statements and business objectives (1.1.2). The
majority of candidates displayed good knowledge and were able to score marks
on this part of the question. However, in part 2d candidates struggled to score
any marks at all. This question was asking how business objectives might impact
on team objectives and targets. The question did not ask for a list of objectives
the company might have, which is what many candidates provided.

Syllabus Topic 2: Managing the Work of a Team
AC2.2.1 and 2.3.4 were tested in Question 3 and 2.1.2 and 2.14 were tested in
Question 4.
In question 3 b (ii) many candidates were able to explain the importance of
setting targets and were able to achieve 3 marks available. Part c did not appear
to cause too many problems for candidates who had obviously covered this
syllabus topic. However, candidates did not expand the points made so instead
of being awarded 6 marks in many cases were only able to be credited with 3
marks.
In Question 4 a (i) candidates displayed knowledge of the importance of agreeing
quality standards and timescales (2.1.2). Similarly in 4a (ii) candidates made a
good attempt at explaining two factors to be considered when allocating work
fairly amongst team members.

Syllabus Topic 3: Communication in Business Organisations
AC3.3.1, 3.3.2, 3.3.3 and 3.3.4 were tested in Question 1. 3.1.2 and 3.1.4 were
tested in Question 4.
Ten marks were available for syllabus topics 3.3.1, 3.3.2, 3.3.3 and 3.3.4 in
Question 1 Producing Written Communications for a Range of Purposes. Initially,
candidates/centres seemed unsure of the requirements of this part of the
question. However, the responses from candidates is much improved with very
few candidates ignoring the scenario and trying to answer the requirements in
note form. It is important that candidates are clear as to the requirements of
selecting an appropriate method of communication, being able to use the correct
layout of the document and giving reasons for their choice of document. For this
part of the question 4 marks are available.
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Presentation skills and communication barriers were tested in Question 4.
Candidates had difficulty in describing three ways of adapting presentation skills
when speaking to a management team with the majority only being able to
suggest that the language used should be appropriate to the level of
understanding of the management team members. Six marks were available for
this part of the question. Candidates lacked knowledge to complete this question
appropriately. Communication barriers did not seem to present a problem and
the majority of candidates were able to provide four barriers to successful
communication.

Syllabus Topic 4: Planning, Organising and Supporting Meetings and
Events
AC4.2.3, 4.5.1 and 4.6.1 were tested in in Question 1
AC4.1.4 and 4.1.7 were tested in Question 2
AS 4.3.1was tested in Question 3
Candidates generally performed extremely well across the areas of Topic 4 that
were tested.
The majority of candidates scored 5 marks for the features of trade fairs (4.5.1)
and 4 marks for identifying resources (4.2.3). Whilst many candidates scored
marks for the different types of travel that might need to be booked (4.6.1)
there were several candidates who detailed the accommodation and diet
requirements of travellers. This was not asked for in the question which clearly
stated ‘travel’ and marks could not be awarded for this information.
In question 2 candidates were asked how to prioritise diary entry requests.
(4.1.4) The majority of candidates explained how to enter diary requests, which
was not required. Candidates must read the questions. In view of the incorrect
information being provided in the first part of the question candidates were
unable to score marks in the second part of the question because their answers
referred to how to enter diary requests and not how to prioritise diary entry
requests.
The majority of candidates scored the 2 marks available for describing security
issues. (4.1.7)
Candidates scored excellent marks for explaining the differences in procedures
for holding informal and formal meetings. (4.3.1) in Question 3.
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Syllabus Topic 5: Information Management in Business Organisations
AC5.2.4 was tested in Question 3
AC5.1.1 and 5.1.4 were tested in Question 4

Candidates were able to identify four benefits of updating information systems
(AC5.2.4) in Question 3.
In Question 4 (5.1.1) many candidates did not read the question properly or did
not understand the wording. Candidates were asked to identify two sources of
information but listed several resources that could be used when planning a
presentation. The following question (5.1.4) tested whether candidates could
describe two factors when evaluating the relevance of information but clearly
candidates were unable to identify the link between the two parts of the
question.
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EXAMPLES OF CANDIDATE RESPONSES
Question Paper Series 3 2014
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FAIL Response
Comments
This is an incomplete answer. Only 4 of the 10 marks available for the first part
of this question could be awarded. This candidate did not provide a date and
copied ‘one week from today’ from the scenario. The candidate included
information regarding the departmental meeting and correctly identified a memo
which was set out with the required headings. A correct spelling was included
and one correct reason for choosing to use a memo. Only 2 of the 5 marks were
awarded for 2 correct features of trade fairs. Part (c) was omitted. In part (d) the
candidate identified three forms of travel without any explanations. Nine marks
were awarded overall.
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PASS Response
This candidate scored very few marks for the first part of this question.
However, all parts of the question were attempted. In this instance the candidate
chose a circular as the form of communication. This was not acceptable in view
of the fact that the meeting was to be held one week from the examination date
and a circular letter may have been mislaid or lost when being circulated
throughout the office. Some members of staff may have been on holiday or off
sick and would not have seen the communication and not attended the meeting.
The reasons for identifying a circular letter were also incorrect because a circular
is not personal and would not have gone directly to each member of staff.
The 4 available marks were awarded for part (c) and the candidate was also
awarded marks for part (d).
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DISTINCTION Response
This is an excellent paper where all parts of the question have been correctly
answered. The memo is correct and includes the correct layout and reasons for
choosing to use a memo, date and five correct features of international trade
fairs.
Four correct resources were identified in part (c) and 5 of the 6 marks for part
(d) were awarded.
Overall a complete answer.
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FAIL Response
Only 5 marks were awarded for this answer. This candidate did not
understand/misread the question (b) (i). Resources instead of sources of
information were included. The responses to parts (a) (i) (c) also indicated that
this candidate did not really understand the requirements of the question.
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PASS Response
This candidate clearly understood the question and was awarded marks across all
the parts. The candidate provided two sources of information in part b (i) and
was also awarded 2 of the 4 marks available for part b (ii). Four marks were
awarded for part (c) (ii).
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MERIT/DISTINCTION Response
This is an excellent response to the question with good marks being awarded
throughout the paper. The candidate displays knowledge across all three topic
areas covered in this question, ie Topics 2, 3 and 5. The answers are clearly set
out. Where required this candidate has expanded the initial point made so that
full marks for the question can be achieved.
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