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Certificate II in Business

	Task No & Title:

Unit 1


	Unit Descriptor Unit Descriptor This unit covers the skills and knowledge required to work effectively within a commercial or business environment. It includes identifying the rights and responsibilities of employees and employers and conducting business in accordance with the organizational goals, values and standards.

	Title:
	BSBCMN201A Work effectively in a business environment

	Suitable for Classes:

	Certificate II Business

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 1 Lesson

	Date Due:


	  Today

	Task Brief:
	

	Files Required
	


Items highlighted in yellow are tasks for you to complete
Items in Purple are help tips

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


Work effectively in a business environment
1.1 Identify and read organisation’s requirements and responsibilities and seek advice from appropriate persons, where necessary

1.2 Develop and utilise a current working knowledge and understanding of employee and employer rights and responsibilities

1.3 Comply with relevant duty of care, legal responsibilities and organisational goals and objectives

1.4 Identify roles and responsibilities of colleagues and immediate supervisors 

1.5 Identify standards and values considered detrimental to the organisation and communicate this through appropriate channels

1.6 Identify, recognise and follow behaviour contributing to a safe work environment

2 Work in a team

2.1 Display courteous and helpful manners at all times

2.2 Complete allocated tasks

2.3 Seek assistance when difficulties arise

2.4 Use questioning techniques to clarify instructions or responsibilities

2.5 Identify and display a non-discriminatory attitude in all engagements with staff, management or clients

3 Develop effective work habits

3.1 Identify work and personal priorities and achieve a work/life balance 

3.2 Apply time management strategies to work duties

3.3 Observe appropriate dress and behaviour as required by job role
COMMON CAUSES OF BUSINESS FAILURE
Save the work
Question 1

Distinguish between Bankruptcy and Liquidation.

Bankruptcy is when a Sole Trader or a Partnership cannot deal successfully with the customers or suppliers, normally due to insolvency.  Insolvency means that the business has insufficient cash funds to meet their financial commitments when they fall due.

Liquidation is when a Company – Proprietary or Public – cannot deal successfully with the customers or suppliers, normally due to insolvency.

Question 2

Explain the following business terms:

(a) Profit

Profit is the amount left over when a business deducts all the cost and expenses from the revenue and income earned during a period of time.

(b) Turnover

Turnover is the value of sales generated by a business.  The sales would include both credit and cash transactions.

(c) Markup

Markup is the term given to the extra amount added to the cost price of an item to achieve the selling amount of the good or service.

(d) Seasonal

Seasonal means that there is not a normal consistent pattern during a given period of time, but rather it has peaks and troughs due to outside influences.  For example, there are more pies sold in winter than summer due to the colder climate.

(e) Short Term

Short Term in relation to business activity means a period of time from 1 day up to 2 years.  For example, you would expect that your credit customers would pay their account within 30 days – short term.

(f) Medium Term

Medium Term in relation to business activity means a period of time from 2 years to 5 years.  For example, the business would buy a computer for the medium term, that is, it would expect the machine to be functional for a period of time between 2 to 5 years.

(g) Long Term

Long Term in relation to business activity means a period from 5 to 20 years.  For example, a business would expect that a mortgage to buy land and buildings would take at least 10 years to repay the amount of the loan.

(h) Leverage

Leverage in business terms means the ratio of the finances provided to the business from outside lenders compared with those finances provided within the business from the owner.

(i) Empower

Empower means that the supervisors or owners of the business will give the key people in the organization the rights and authority to make decisions and management will support their actions.
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