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Introduction to Business - 2

o SUITABLE FOR COURSES AT NQF LEVEL 2;

o COMPREHENSIVE COVERAGE OF CORE TOPICS;

e (D ROM OR PHOTOCOPY MASTERS AVAILABLE;

o INCLUDES FREE DUPLICATION AND SITE LICENCE;

o (D ROM FEATURES INTERACTIVE CROSSWORDS.

The crosswords, wordsearches and word exercises can all be used at any time and are equally suitable
for homework or classwork. The resource pack is available as printed photocopy masters (200 pages)
or on CD ROM in both Microsoft Word and Adobe Acrobat formats. The CD ROM also provides
a detailed glossary, additional word exercises and 54 interactive crosswords - you can view,
complete, check and print crosswords from within your favourite Web Browser. The interactive

crosswords are ideally suited for use on an interactive whiteboard or ordinary monitor.

Literacy in Business Studies Literacy in Business Studies
Accounting & Finance - 2 Production - 3
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the words in the grid. Words can go across, down and in two diagonals

CH PRODUCTION  NON-DURABLE QUALITY CONTROL

ITAL EQUIPMENT ~ GOODS SECONDARY
LN OF PATENT INDUSTRY
DUCTION PRIMARY INDUSTRY ~ TEAM PRODUCTION

ISION OF LABOUR  PRIVATE BENEFIT TERTIARY INDUSTRY
PRODUCTION PRIVATE COST WORK STUDY
N PRODUCTION PRODUCTIVITY

BS 2 S.S.E.R. Ltd. registered in England & Wales. Registration number: 3230968.



[USE MS WORD TO EDIT TERMINOLOGY OR ALTER CLUES AND DEFINITIONS!

Topic

Number of
Crossword &
Wordsearch Sets

Accounting & Finance

)

Business Growth & Change

The Business Environment

Communication

Customer Service

Human Resources

The Use of ICT

Introduction to Business

Marketing

Production

Retailing

Social & Ethical Issues

Structure & Organisation

Types of Business

NIN|IN|WARRN|RR|N|SNN

N.B. Sets contain crosswords,
wordsearches, solutions, support
sheets and word exercises.

Differentiate by allowing the pupils to choose

between a crossword or wordsearch - the
associated word exercises ensure a similar

outcome. The crossword support sheets provide
a differentiated task level between a crossword

Literacy in Business Studies
Marketing - 6

Across Down

2 Promotional material in the form of a prepared statement to the
media. (5,7)

3 Agapinthe market. (5)

4 Apricing tactic, such as penetration pricing or skimming. (7.8)

6 Toasses and caleulate how effective something s. (8)

7 Atype of survey conducted by asking people questions face-to-

icking in return for an association with an
or well known individual. The financial backer
d public relations and advertising through the

¢ @8

The promotion of goods at the point of sale, especially in face. (8,6)
retailing. It also means selling or givingaway products suchas 9 Research done by gatheringseconary dy'\ from/prticles, books

tea-shirt calendars, in order to promote key products. or the Intemet. (4,8)

a3) 10
15 Atype of survey conducted by mailingout questionnaires. (6,6) 11
16 The combination of marketing activities. The four ‘P’s -

Product, Place, Price & Promotion. (9,3) 12

18 A middleperson who provides a link betweena manufacturer 13
and a retailer. (10)
19 Anagent who trades on behalf of someone else. (6) 14

20 Pricinga product accrding to the price of other similar
products in the market. (6,7)

and a wordsearch. The site licence allows you to put the interactive crosswords on any
number of networks and standalone computers, and to print off any number of
crosswords for use within the site. This resource is aimed at GNVQ Intermediate
Level, GCSE, Applied GCSE or other courses at NQF Level 2.

the day-to-day running of a business. (5,9) 627

w

4,2,7)

Literacy in Business Studies
Structure & Organisation - 2

Across Down

‘The most senior manager who has overall charge of 1 The line of authority from the top to the bottom of a hicrarchy.

A senior director who runs a business on aday-to- 2 The wayan organisation is managed. It can be autocratic,
day basis. (8,8) consultative or participative. (10,5)

8 Transferring authority to a person lower down the 4  The distribution of power to regional managers - the opposite of
chain of command. (10) centralisation. (16)
12 The department ofa company that researches ways 5 A group of people elected by the shareholders to control a
to improve current products, and tries to apply new company. (5,2,9)
ideas to the development of new products. (8,3,11) 6 A member of the board of directors of a company, who has overs
13 A diagram that shows the organisational and responsibility for a department, and can take decisions on behalf
hicrarchical structure of an organisation. (12,5) the board of directors. (9,8)
14 Where the power and control of an organisation is 7 The senior director who runs the board meetings. (5,2.3,5)

concentrated at the centre. (14) 9 A partner who invests capital into a business, but plays no part
in the running of it. They share the profits and the losses. (8,7)
10 The number of people that a manager has direct control over.

11 Describes a system of authority based on a structure of levels -
each level is more important than the one below it. (12)

© SSER

Literacy in Business Studies
Business Growth & Change - 1

Across Down

2 Atbank or venturegapitagst wha invests money in a The joining together of two businesses to form one larger
business. (6)

When an individual or a business that is not incorporated
has more liabilities than assets, they can be
declared................... (8)

Reduced average costs from increasing the output or the
size ofa business. (9.2,5)

Reorganising a company in order to be more efficient.
(13)

When private companies are taken over by the state - the
opposite of privatisation. (15)

A detailed strategy of the development of a business.
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[ SUITABLE TO SUPPORT CLASSWORK, HOMEWORK OR EXAM REVISION!

Literacy in Business Studies Literacy in Business Studies
Human Resources - 4 Communication - 1
Literacy in Business Studies - Crossword Support GBBNNXRKLKDCZR
Production 2 PRNRQHETLNBTILXTLK
Here are the answers to help you with the crossword. LMFPKTZPNQEMATLL
NNWCWTFOVZCDGRN
H Added Value Operating Costs Specialisation DVKNOKROQDNGBTDTE RD
Efficiency Over-capacity Specification
B Fixed Costs Physical Resources Stock Control LCKMNNTTEDEKXFW
Flow Production Production Line Supplier
= Industrial Estate  Production Manager Unit Cost LI MENTFGXKKLGK
u Job Rotation Sales Volume ZNMCFERAEXNRVYVND
. NYTVMMKMRYNUJBF
MBQTNPI KWETGKT
Literacy in Business Studies - Crossword Support
Production 3 KQMKLVFNCMNIBILV
. FTGKNRUJLUHPCXJ
Here are the answers to help you with the crossword.
BRI EFI NGBTMUJEWM
] Batch Production  Non-durable Goods Quality Control JNVKJRQRNAEMZN
Capital Equipment Patent Secondary Industry
Chain of Production  Primary Industry Team Production RJGGDLHGIRRBSZI
Division of Labour  Private Benefit Tertiary Industry YAYKTCAGYMRTGBZN
Job Production Private Cost Work Study
Lean Production Productivity I RK NKLAMNZMRR RYV
J JMGPI1I JVTNKGTECDO
cross ‘ o ‘ DVJMDQGJFQPHWI
2 Previous practice of doing a job which required the same 1 A letter wh Literacy in Business Studies - Crossword Support HHODXRZRNAQFYGC
or similar skills. (10) applying fo| Production 4
3 A feeling of self worth and inner confidence. (4-6) 2 Awritten d LCLTXPMFTFHIXDBGE
4 A personal recommendation of personality or responsibil . )
performance in a previous job. (9) 5 Aperson’s Here are the answers to help you with the crossword. ECASTTTQHXKTRY
11 When workers refuse to work overtime as part of 6 Paymenta
industrial action. (8,3) rather than Benchmarking Group Production Layout by Process e arid. Words can go across, down and in two diagonals.
12 A payment based on a percentage of the income 7 Something Cell Production Industrial Goods Organisational Gaods
gencrated from the work. (10) work hard !
14 To give formal notice when leaving a job. (6) 8 Being com Economies of Scale  Just-in-time Profitability CONFERENCE MEDIA
15 Regulations at work which are designed to protect people 9 A feeling of External Economies  Kaizen Rate of Stock Turnover DELIVERY NOTE MEMO
from harm. (6,3,6) or from mal £ Scal Kanb Research and Development
16 A small group of candidates selected for interview, out 10 The level of ;xvcac;?e\'ve]:n dustr LZ;Q::_WE“SI,VEM dustr mzrguﬂ;: Mztzazmzz? DIAGRAM MINUTES
of all those who applied for a job. (9) 13 An inforn Y Y Y 9 IN EMAIL REPORT
17 Initial training for new employees. (9) it may lead| FAX SALES FORECAST
18 A combination of dress, personal hygiene, appearance,
personality, attitude and behaviour. (8.12) © SSER INVOICE

The exercises associated with each topic are graded with respect to conceptual difficulty
and therefore teachers can easily decide on the suitability of a crossword for a particular
class or pupil. Print the word exercises (below left) on the back of crosswords or
wordsearches to complement those activities and to provide pupils with a topic glossary.
Literacy in Business Studies - Word Exercise A The detailed glossary 1S eaSﬂy
Literacy in Business Customer Service - 4 adapted, e.g. Key word lists,
Cusfomer 56 Complete the following table. : 11
The missing words are the answers from the Customer Service 4 crossword. Wall dlsplays and reVISIOn

Complete the following table. W ‘ > .
The words are from the Customer Servid The words will be in alphabetical order when the table is completed.

Write down your own explanation of the alds can all be developed.

Word or Phrase i
Word Exﬁh =1 l:l Internet Explorer ‘
A type of body lang!
ClOSEd Body Lanquqqe indifference. File Edit View Favoites Tools Help ‘

H il Keeping customers’ | <= | = 3 D + * B 35 N E] e
COHfIdﬁnTIGIIW disc?os?ng themtoo | Back  Fuuwad STD)D HerT;‘sh ﬁe Stﬁh Faﬁes Mﬁa Hﬁy gn ;ﬁ Edit D\ﬁss Heium
Customer LOVGITV The feeling of alleg Address | C:ALieracy in Business Studiestwisb Pages*BusinessEnvironment3 himi =] 6o |Links
Dissatisfied Customer TN E

— They wil prehase a The Business Environment - 3
DIVEF‘SIT‘/ they have received. Across
EffIClenT P‘Xbe_rle_nce_ - 1 A group of people who il
Variation in differe campaign for a particular
EXTZT‘HGI Customer Describes a well-or¢ cause. B5)
. . achieves highly fron 5 Lifting restrictions to encourage
Facial Expression A purchaser or end R
Heﬂh'h (]nd Safe’ry A look on the face 9 The rate that prices rise, given

. A smile. as a percentage per year,

Hearing Tmpairment Regulations which o 29
’ A reduced ear capa 12 The use of the Euro in member
Internal Customers Colleagues who work courtries of the EU. B 8)

HE : organisation. 13 A person, group or organisation |
MObIIITY ImpalrmenT A reduced capacity Down
Non-Engl_[Sh Speaker‘ Describes a custome 2 An organization which forms

part of the European Union
Open Body Language aTbe oy lng B9
iendliness. |
f ;rznm;:‘ne:-rsion of dr 3 Permission that raust be given
Per‘SOHal PFeSeHTaTIon attitude and behavic hefore any new hujldin
Public I The impression that
RUb CT anaq,e Customers returning
2pear pusiness purchases.

. An opinion generally
REDUTGTIOH Particular needs of
SDCCiﬁC Needs thought and attenti

A reduced eye capa

Visual Impairment d
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Across

1 Trying to increase market
by reducing prices. (11.7)

3 The conditions of 2 credit
agreement. (6 5)

4 Lower pricing during a
prormation, in order to maximise
sales. (11.7)

7 The promotion of goods at the

point of sale, especially in

retailing. It also means selling
or giving away products such

Check

-
Dewn
-
1 Calculating the price of an
ohject by adding a percentage
mark-up to the cost price. (4-
4.7)
2 A retailer who is not tied to a
particular company's products -
they can sell what they want
(18
5 A form of credit which invohes
Across Down regular monthly payments,
1 A feeling of self-worth and inner confidence. (4-6) 2 Working variable hours and followis usually at a high interest rate. 1
5 Anything useful to society which is cither naturally present working practices to meet the needs -
or manmade. (8) (8.7)
6 The employment created by a business. (3,8) 3 Environmental damage, e.g. poor ai =
9 The banning of all trade with a country - usuallyas part of contaminated water supply. (9)
a sanction against a country for human rights ab 4 Tosell offa nationalised industry. (' [&] Applet CEWORD started 5 My Computer
10 When an employee chooses their own working 5 Making further use of a product by r El = e 22
within the rules set by the employer. (9) reprocessing it - this means that less raw material and
11 When one job is divided between two people. (3,7) energyis used in manufacturing. (9) : : .
12 A refusal o buy products from a particular companyor 7 A postive effct on the community of a business The chec utton provides 1mme 1ate teedback to the
country. (7) decision or an industry. (6,7)
16 The right to fair and equal treatment. (5,13) 8 An Act which established the right to equal pay for . .
18 An organisation which promotes and protects the rights of equal work. (5,3,3) b ll l tt d d h h h b
workers. 55) 13 R income vl considere o ow b bl o user oy removing all ICters and words wnich have been
19 Procedures and guidelines which involve equality and afford to live. (7.4)

L?L"i’ifﬁ consider the effect of businessactivities on 14 t;fl:;"r:\lzcl(v::‘e)rv to do work that was previously done ll’lCOI‘I‘eCtly entel‘ed. Each user can also pI‘ll’lt Off a Copy

20 A striking worker standing at the entrance toa company, to 15 A social and economic system where the government
voice their concerns to the management. (6) interferes as little as possible with market forces. (10)

21 The lowest wage that can be paid. (7,4) 17 Current shared views, habits or behaviour. (6) Of the]r Completed CI‘OSSWOI’d (ah‘eady CheCked al’ld
verified) from within the browser. g

‘. ) CURRICULUMONLINE ORDER FORM ‘. ) CURRICULUMONLINE
www.curriculumonline.gov.uk www.curriculumonline.gov.uk

REGISTERED CONTENT PROVIDER REGISTERED RETAILER

FORMAT - CD ROM or PRINTED
STOCK | CD ROM users require MS Word - any version to edit COST: COST: ([SUB TOTAL
DESCRIPTION CODE the files and a Java enabled web browser to load the QrY Exc. VAT | Inc. VAT | Inc. VAT
Interactive Crosswords, e.g. Internet Explorer.
Literacy In Business Studies (14-18)
CD ROM - includes Interactive Crosswords and
. LBSCD o . 40. 47.
theracy In additional Word Exercises not present on the £40.00 £47.00
Business Literac PllrlloltS0 c:' EZSIZI;‘: till::.s (14-18)
i y usi udi -
1 LBSPR 47.00 *A 47.00 *A
Studies PHOTOCOPY MASTERS (200 pages). £47.00%7 | £47.00
(14-18) PHOTOCOPY MASTERS (200 pages) - you must
LBSPRS also order, or have previously ordered, £20.00 * | £20.00 *
item LBSCD to obtain this low price!
All UK. customers (except Channel Islands) must pay the VAT inclusive prices. A licence, set of terms/ GRAND
conditions and a VAT invoice/receipt are sent with the goods - allowing eligible schools to reclaim the TOTAL £

VAT. Official orders are welcome but please attach a completed S.S.E.R. Ltd. order form indicating the
stock code required. If possible cheques should accompany the orders and are payable to S.S.E.R. Ltd. W ea’c////
N.B. Owing to the copyright nature of these resources S.S.E.R. Ltd. operates a no = <)

returns policy and does not operate an inspection copy service. In the rare case I EURGCARD
of damaged or faulty goods you must phone to obtain an official returns number. & @ @‘*“

soLo

Please complete the following table in BLOCK CAPITALS N.B. Goods are usually despatched within 24hrs. of receiving your order.

Name: SS.ER. LTD. « s

> >

Position: | Signature: P.O. Box 269, /NN

School name: Loughborough. 4 L"'y

School address: England. LE12 7ZL.
Phone/Fax:

(U.K.) 0871 2205369
(International) +44 (0)871 2205369
Pupil age range: Post code: Email SSERLtd@aol.com

School phone : Fax: Web Site: http://www.sserltd.co.uk

N.B. ~ Denotes purchases not eligible for eLCs. * Denotes goods not subject to VAT. All other goods are subject to VAT @ 17.5%.



