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Gateway Qualifications Level 2 Diploma in Business Administration
Understand Employer Organisations – Lesson Plan
Tutor Guidance	
This session is designed to provide some of the knowledge and understanding to support the completion of this unit of the Level 2 Diploma in Business Administration. As you work through the session, activities are provided to support the collection of evidence for the knowledge unit with guidance as to the criteria they cover.
Although this lesson plan refers to ‘group’ the lesson may well be delivered to one learner at a time.
	Resources Required 	
	Handouts Required

	· Laptop and projector
· Pens and paper
· Copy of slides and procedures
· Highlighter pens and complaints
	· Activity 1 – Understand organisational structures
· Activity 2 – Understand the organisational environment
· Copy of matrix
· Organisational structures handout
· Organisations handout
· PESTLE handout
· SWOT handout
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	Slide
	Content
	Tutor Guidance
	Handout/Resources Required

	1
	Title Slide
	Welcome the group to the session.
Explain that there are a number of different types of organisations, each with its own function, and it is important to have an understanding of the different types of organisation in order to see where an individual fits within the grand scheme of things.
Explain this session is designed to deliver a level of understanding on the different types of organisation, including looking at the factors that influence how an organisation operates. Explain the students will complete activities throughout the session which will provide some evidence for the unit.
Hand out a copy of the slides and the unit matrix
	Laptop and projector
Pens and paper
Copy of slides
Unit matrix

	2
	Aims of the session
	Discuss the aims of the session and agree these with the group.
	

	3
	Agenda
	Read through the points of the agenda. Explain the session is designed to develop an understanding of the key points contained within the unit.
	

	4
	Different types of organisation
	Explain that there are 3 recognised types of organisation, the private sector, public sector and voluntary sector organisation.
Explain that the sector the business is within impacts on a number of elements including the funding of a business and the ownership of the business.
Explain that each sector has different features.
Handout - Organisations
	Organisations handout

	5
	Different organisational structures
	Explain that, as there are many different organisations working in many different sectors, there are also many different organisational structures.
Bring up each different type of structure individually and provide the additional info.
Flat hierarchical – Most commonly seen in small businesses, this is a structure with few levels of authority and each person within the organisation takes on a wide range of responsibilities. This type of structure makes it easy to resolve problems and make changes to meet the needs of the local market.
Tall hierarchical – Most often seen in large organisations, this structure introduces many levels of authority. Each person has a narrow area of responsibility and is expected to be knowledgeable in that area.
Functional – The functional structure is seen in both large and small organisations. Each person has a single manager they report to and any problems are directed to a single point of contact.
Matrix – The matrix structure is usually seen in large organisations where people take on responsibility within one department but may be called on to help in another. In this case, working relationships are developed between departments to ensure work is completed.
Handout – Organisational structures
	Organisational structures handout

	6
	Legal structures of organisations
	Explain that the different legal structures of organisations relate to the type of organisation and the sector they choose to operate in. 
Explain that, once an organisation is identified as a specific type of organisation (e.g. the sole trader), the legal structure will be pre-determined; so, for example, if the organisation is set up as a sole trader, they will have to register this with HMRC for tax purposes and will become liable for all debts of that organisation.
Refer the group back to the handout on organisations for more information on liabilities.
	

	7
	Understand organisational structures
	Hand out Activity 1 – Understand organisational structures.
Explain the group may need to refer to the handouts on organisations and organisational structures to complete the activity. They may also want to complete additional internet research on the subject.
Give 30 mins then feedback.
	Activity 1 – Understand organisational Structures

	8
	What are the internal and external influences on organisations?
	Split the group into pairs.
Ask them to consider the internal and external influences on organisations. Ask each pair to produce a list of internal and external influences.
Give 20 mins then feedback
	

	9
	Internal influences
	Explain what an internal influence is then bring up the points individually and give the additional information.
Communication – this could be positive or negative. If the organisation has good lines of communication, information can be shared efficiently and there is very little/no confusion with what people need to do; however, if there are poor processes in place, then this will have the opposite effect.
Manager Motivation – If the Manager is good at motivating staff, work is completed correctly, staff perform well and this reflects well on the organisation. However, if the manager is poor at motivating staff then the opposite will happen.
Company image – if the company has a good image and reputation they will be successful, attract customers and be able to expand. If there is a poor image, it is unlikely they will be able to attract customers and will be less successful.
Policies – If an organisation has good policies in place everyone knows what they need to do and there is consistent delivery of service. If there are poor policies, this can lead to the business having a poor reputation.
Recruitment processes – If the organisation has a policy of recruiting well skilled staff, they can ensure work is completed and service is of a good standard; if the recruitment process does not have this focus then it could lead to poor service, work not being completed and a poor reputation for the business.
Staff skills – if staff are well skilled, with skills constantly being developed it will mean the team can perform well and will result is a higher standard of service delivery. Poorly trained staff will be unmotivated, unable to complete work and may let customers down.
	

	10
	External Influences
	Explain that an external influence is something the organisation cannot control.
Bring up the points and provide the additional information:
Interest rates – These may have an impact on the cost of goods or and credit agreements with customers and are set by the Bank of England.
Government regulations – All organisations need to adhere to relevant legislation and regulations; failure to do so will result in fines or custodial sentences. If any legislation changes, the organisation needs to ensure they have taken this on board (relate to the recent changes in storage of tobacco products)
Competition – if a competitor makes changes that have an impact on your organisation this is out of your control; you need to ensure you monitor what your competitors are doing and ensure you always remain one step ahead.
Financial lending conditions – Lending conditions can impact on the organisation being able to take out loans, or can impact on credit agreements for customers and could result in loss of custom.
Weather – the weather can impact on what customers want to purchase or do.
	

	11
	What is a SWOT analysis?
	Ask the group the question and ask if they have completed a SWOT analysis within their roles.
Bring up the points and go through.
Handout  -  SWOT
	SWOT handout

	12
	What is PESTLE?
	Ask the group the question and explain that this is another type of analysis for an organisation before bringing up the abbreviations and give examples of the factors to consider for each point.
Political – for example taxes, local government priorities
Economic - Inflation rates, local disposal income
Social – Employment rates, culture, age, gender
Technological – cost of new equipment, how to make sure you have the most up to date equipment
Legal – Current/new legislation, making sure you meet the standards
Environmental – recycling, ethical implications of changes etc.
Handout – PESTLE Analysis
	PESTLE handout

	13
	Why is change important?
	Explain that change within business has been discussed previously so you are just reiterating the points made
Explain to the group there are a number of reasons change will occur within the workplace and how they respond to the changes will impact on how successful the change and the business will be.
Bring up the points individually and give the reasons for change.
	

	14
	Understand the organisational environment
	Hand out Activity 2 – Understand the organisational environment
Give 20 mins to compete the questions then feedback.
	Activity 2 – Understand the organisational environment

	15
	Aims of the session
	Review the session aims and agree if these have been met.
Explain that the activities completed can be referenced into the student portfolio and complete the unit.
	

	16
	Any questions?
	Check if anyone has any additional questions.
	













[bookmark: _GoBack]© Copyright 2016 Gateway Qualifications. Permission granted to reproduce for use with cohorts registered with Gateway Qualifications only. Commercial copying, hiring, lending is prohibited.
image1.png
gateway

qualifications





