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How to use this booklet 

This booklet contains knowledge organisers for each topic within Theme 1: 

Building a Business. 

After each knowledge organiser, there is a blank page. This page is for you to 

use as retrieval practice.  

Study the knowledge organiser. When you feel confident that you can recall 

the information on it, turn the page and write down everything that you can 

recall. You may do this by trying to recreate the knowledge organiser, or draw 

a mind map with colours and pictures that help you to organise your memories 

onto the page.   

When you have spilled everything you can remember out onto the page, 

compare it with the knowledge organiser. Whatever you have missed out are 

the part that you need to keep on revisiting until it is locked into your long-

term memory. 

Of course, you can repeat this process as many times as you need. All you need 

to do is get 22 blank sheets of paper and staple them into a retrieval practice 

booklet. 

Remember, repetition is key to being able to store your learning in long term 

memory for you to retrieve in the future… and it takes lots of practice! Now is 

the time to make memories!  
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Subject content What students need to learn: 

2.5.1  

Organisational structures 

Different organisational structures and when each are appropriate: 

• hierarchical and flat 

• centralised and decentralised 
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Subject content What students need to learn: 

2.5.1  

Organisational structures 

The importance of effective communication:  

• the impact of insufficient or excessive communication on efficiency and motivation  

• barriers to effective communication. 
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Subject content What students need to learn: 

2.5.1  

Organisational structures 

Different ways of working: 

• part-time, full-time and flexible hours 

• permanent, temporary, and freelance contracts 

• the impact of technology on ways of working: efficiency, remote working 
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Subject content What students need to learn: 

2.5.2  

Effective recruitment 

• Different job roles and responsibilities:  

o key job roles and their responsibilities: directors, senior managers, supervisors/team leaders, operational and support staff.  

• How businesses recruit people: 

o documents: person specification and job description, application form, CV 

o recruitment methods used to meet different business needs (internal and external recruitment). 

 •  
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Subject content What students need to learn: 

2.5.3  

Effective training and 

development 

• How businesses train and develop employees: 

o different ways of training and developing employees: formal and informal training, self-learning, ongoing training for all 

employees, use of target setting and performance reviews.  

• Why businesses train and develop employees: 

o the link between training, motivation and retention 

o retraining to use new technology. 

 •  
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Subject content What students need to learn: 

2.5.4  

Motivation 

• The importance of motivation in the workplace: 

o attracting employees, retaining employees, productivity.  

• How businesses motivate employees:  

o financial methods: remuneration, bonus, commission, promotion, fringe benefits 

o non-financial methods: job rotation, job enrichment, autonomy. 

 •  

 

Key vocabulary 

Motivation The desire to do the best you 

can. 

Renumeration All the financial rewards 

received from work, both 

direct and indirect. 

Fringe 

benefits 

Rewards you get from work 

that are non-financial such as 

a company car or free 

membership of a club. 

Salary An annual amount paid to 

employees, usually divided 

into 12 equal payments. 

Wage An hourly rate. 

Overtime Working more than your 

contracted hours. Sometimes 

paid at a rate above your 

normal pay. 

Bonus Extra payments over and 

above your basic wage, often 

related to a target. 

Commission Being paid a percentage of 

the value of a sale you made. 

Promotion Being given a more 

important job in the 

organisational structure. 

Job rotation Having several tasks to do at 

work to remove the 

boredom of doing the same 

thing all the time. 
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