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Level 3 Diploma in Business and Administration

Unit Title: Business Resources

Unit Code: ExI3507

EQF Level: 4

Credit Value: 10

Assessment Method: Centre Devised Assignment

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 a 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 unitand many of the other units; it serves as a useful introduction
to areas that may be covered in depth in further units.
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ASSESSMENT AND GRADING CRITERIA

Learning Outcome (LO) Pass Merit Distinction

The assessment criteria are the To achieve a merit the evidence To achieve a distinction
pass requirements for this unit. must show that, in addition to the evidence must show
the pass that, in addition to the
The learner will: The learner can: criteria, the learner is able to: pass and merit criteria,
the learner is able to:

LO1 Know how human AC1.1 describe the 1M1 analyse the recruitment
resources are managed recruitment documentation  dgcumentation of a selected
used in a selected

S organisation
organisation

AC1.2 describe the main
employability and personal
and communication skills
required when applying for a
specific job role

LO2 Know the purpose of AC2.1 describe the main

managing physical and physical and technological

technological resources resources required in the
operation of a selected
organisation

LO3 Know how to access  AC3.1 describe sources of 1M2 analyse the advantages  1D1 evaluate the best

sources of finance internal and external finance  and disadvantages of a range of source of finance to meet

for a selected business different sources of finance for a the needs of a selected

selected business business

LO4 Be able to interpret ~ AC4.1 interpret the contents

financial statements of a trading and profit and loss
account and balance sheet for
a selected company
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DELIVERY & ASSESSMENT GUIDANCE

Learning Outcome 1

Learners could be asked to use a job advertisement for an organisation with which they are already
familiar, such as through part-time employment, work experience or as a customer. They could
then work in small groups to identify all of the stages involved in the process prior to issuing the
job advertisement, as well as a list of the stages involved after the job has been advertised. This
could be followed up with research and the collection of various examples

of recruitment documents. Learners could then use these to create a set of documents which could
be used by the organisation advertising the job. A great deal of information is likely to be available
on the organisation’s website, but

it would be helpful if a visit from someone who works in a Human Resources department could be
arranged.

Learners could select a job advertisement that interests them, and undertake research into the
skills that are required for the chosen role. This would provide an opportunity for learners to find
out more about a role that they have an interest in, and allow them to compare their skills with
those required by the job role they have chosen. It would be useful for learners to visit careers
advice organisations and careers websites

in order to find out the particular skills that are required for certain jobs. Some websites provide an
interactive facility that enables learners to gain a profile of their own skills which they should find
interesting to do.

Learning Outcome 2

Learners could be asked to carry out an audit of their learning environment in order to identify the
range of resources that are required for the organisation to operate. They could then work in small
groups to discuss which are physical resources and which are technological, and classify them
accordingly. Each group could then be asked to justify their classifications.

Learning Outcome 3

Learners could work in groups to prepare a guide to business finance. The guide should outline the
availability of various sources of finance, as well as their respective advantages and disadvantages.
Learners could use various sources to assist them, including leaflets and booklets from banks.
Learners could then be asked to participate in a role play, whereby they are asked to play the role
of an advisor, and recommend a suitable source of finance for a business in differing scenarios.
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Learning Outcome 4

Tutors will need to spend time explaining the two financial documents to learners. Learners could
then use the trading and profit and loss account and balance sheet for two companies and
undertake a comparison of the documents for both companies. Whilst learners are only required to
use one company to meet the assessment criteria, comparing two sets of documents may help to
develop understanding. Learners should be looking for both similarities and differences in the
values within the documents. They could decide which of the two companies is in a better financial
position, explaining their reasons.



