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About ABE

Recognition

ABE Level 4, 5 and 6 qualifications are designated higher education qualifications. They are aligned to the
Framework for Higher Education Qualifications (FHEQ) in England, Wales and Northern Ireland, and Quality
Assurance Agency (QAA) Subject Benchmark Statements. All ABE qualifications are part of the UK Regulated
Qualifications Framework (RQF).

ABE is fully regulated by Ofqual, the qualifications regulator for England. In addition to Ofqual, ABE has agreements
or recognition by regulatory authorities in many other countries where we operate — check our website for more
details.

ABE diplomas

Our diplomas are management focused and blend common units with more specialist subject areas, enabling you,
through the learning, to develop expertise in particular disciplines as well as a strong understanding of business
management in general. They represent the latest in professional standards and provide opportunities for students
to develop professional behaviours. Our focus on developing practical workplace knowledge and skills alongside
academic expertise, is a winning combination for ABE graduates.

ABE diplomas are valued internationally because they are:

Professional Our qualifications are designed to give you the knowledge and skills you need to excel in a
managerial career

Affordable ABE is a not-for-profit organisation; as such we endeavour to keep costs to a minimum. Our
fast track routes to degrees are often much less expensive than traditional routes.

Recognised In addition to respected regulatory authorities, our qualifications are recognised by colleges,
universities, employers and governments around the world.

Supported As an ABE member, you can access a wealth of resources designed to support your studies,
and enhance your learning experience. Each ABE unit has its own study guide and we
support our colleges with a wealth of tuition resources to help them deliver teaching to an
outstanding standard

International For more than 40 years, learners around the world have been benefitting from ABE
qualifications.
Proven Our alumni speak for themselves — see their testimonials on our website. They work in a

diverse range of industries and organisations. Many are in top jobs or running their own
successful enterprises.

Flexible You can study full time or part time at a pace that suits you. All our diplomas provide
expertise in business management and offer you the option of specialising in Marketing or
Human Resources alongside this.

A greatrouteto  ABE diplomas have credits which are accepted by universities around the world. Holders of
university ABE diplomas can fast track onto a degree course, meaning the cost of your education is
dramatically reduced.
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Why study with ABE

ABE has an outstanding history and an excellent global reputation. Our qualifications are designed to give you the
best chance of achieving your full potential in your chosen career. There is a world of opportunity waiting for you,
and ABE can help you seize that opportunity and succeed.

The content and format of our qualifications are the outcome of extensive research which explored the knowledge
and skills employees need to possess in order for businesses to succeed. When redeveloping the new qualifications
in Business, we collaborated with a wide range of students, employers, higher education providers, colleges and
subject experts to ensure that the new qualifications meet their needs and expectations. Our findings highlighted
that organisations require staff with a set of strong core business skills that can be flexible and adapted to diverse
environments.

This research, along with consultation with employers and subject experts, has provided the backdrop for ABE’s
outstanding portfolio. Our qualifications are designed to adapt and develop in line with the needs and demands of
employers now and in the future.

Whether you dream of becoming an entrepreneur, getting a great job, being promoted to senior management, or if
you are already in a leadership role and want to enhance your professional skill set, an ABE qualification will help
you turn your plans into reality.

About your qualification

ABE is regulated by Ofqual who also manage the Regulated Qualifications Framework, which ABE Diplomas are
accredited against. Qualifications within the RQF must be levelled against the RQF level descriptors to ensure they
are broadly similar in the knowledge and depth of understanding required to pass them. The size and the content
of qualifications at the same level can vary. The diagram below shows how the levels progress.

‘ Level 6

A » Same level of
difficulty as:
Level 5 bachelor's degree
A » Same level of final year
difficulty as: UK
Level 4 Foundation degree,
« Same level of bachelor's degree
r difficulty as: BTEC second year
Level 3 Professional Diploma,
» Same level of bachelor's degree
difficulty as: UK first year

A-Levels, BTEC
National Certificate

Pathways

ABE’s framework of business management qualifications runs from Level 3, right through to Level 6. You can enter
at Level 3 and progress all the way to Level 6, enabling you to accumulate the credits needed for a university top-
up, or you can enter onto the framework at any point depending on your centre’s professional and academic
judgement— see our ‘Entry guidance’ section for more details.
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Progression

'Level ¢

With this qualification
you canget onto the ‘ Will give you the strategic skills
second year of a eve 5 needed for progression into a
bachelor's degree senior management role with
Will equip you fora the responsibility to setting
middie management and driving strategic goals
I_ I 4 role, perhaps leading a
The grounding you need eve small team of people
10 help you successiully
Wi he skill
complele the nex ABE b el
academic level role, such as a general

manager, a digital marketing
executive or an HR officer

“Level 3

ABE qualifications have been designed with progression in mind and, after completing one of our qualifications, you
can progress to employment or to a higher level of study.

ABE offers you a full framework of qualifications that have been designed for you to be able to progress right from
Level 3 all the way up to Level 6. Each qualification builds from the one before, taking you from introductory units
through to strategic ones.

ABE allows you to progress from one level to the next. You must ensure to fully complete the initial level in order to
be awarded the next level. Should the higher level be completed first, ABE will withhold the certificates until the
initial level is achieved.

The ABE Level 4 Diplomas are each worth 120 credits, making them ideal for progression to higher education (e.g. a
university degree) or onto ABE Level 5 Diplomas. You can also take advantage of one of our university partnerships
(see website for more details on progression arrangement and exemptions).
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Qualification summary

Qualification title

ABE Level 4 Diploma in Business Management (603/1572/6)

Operational start date

15t June 2017

Qualification objective

The objectives of the ABE Level 4 Diploma in Business Management are as follows:

To equip learners with business skills, knowledge and the understanding necessary to achieve high
performance in the global business environment

To provide education and training for a range of careers in business, including management, human
resources and marketing

To provide insight and understanding into international business operations and the opportunities and
challenges presented by a globalised marketplace

To equip learners with knowledge and understanding of culturally diverse organisations, cross-cultural
issues, diversity and values

To provide opportunities for learners to enter or progress in employment in business, or progress to higher
education qualifications

To provide opportunities for learners to develop the skills, techniques and personal attributes essential for
successful working lives

To provide opportunities for those learners with a global outlook to aspire to international career pathways
To provide opportunities for learners to achieve a nationally-recognised professional qualification

To offer learners the chance of career progression in their chosen field

To allow flexibility of study and to meet local or specialist needs

Who is it for?

This qualification is for learners that are 16 and over.

The ABE Level 4 Diplomas build upon the subjects covered in the Foundation Diploma and give a more extensive
coverage of business management knowledge and understanding. You will expand your knowledge and skills more

by learning about entrepreneurship, quantitative methods and project management

Who regulates this qualification?

The qualification is regulated in the UK by:

Ofqual
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Entry guidance and criteria

There are no formal entry requirements to study ABE Level 4 Diplomas; however, the centre should ensure that
you have a reasonable expectation of success on the programme by assessing your previous qualifications and/or
related work experience.

Hence, it is their responsibility to use their professional and academic judgement when assisting you in making the
decision at which level you should enter the ABE programmes.

In order to successfully study for an ABE qualification, you should have an appropriate level of English language
skills (reading, writing, speaking and listening). For the ABE Level 4 Diplomas, ABE recommends the following
standards are met:

e |ELTS5.5

e Cambridge ESOL Cambridge English First

e Pearson Test of English Academic (PTE Academic) 51

e Common European Framework of Reference (CEFR) B2

Centres can use other English language tests as a measure of a learner’s English language skills; but the centre must
be satisfied that the score is equivalent to those recommended above.

Before the qualification can be assessed and awarded

To be awarded the ABE Level 4 Diploma in Business Management learners are required to successfully achieve the
four core mandatory, three mandatory, and one specialist mandatory units. There are no optional pathways as part
of this qualification.

Knowledge, skills and understanding to be assessed

The knowledge, skills and understanding being assessed in this qualification is as follows:

e analysing the impact of increasingly dynamic business environments and increasingly volatile markets on an
organisations ability to compete successfully using a range of relevant tools and frameworks

e developing an understanding of the principles of business and the different legal formations by which an
organisation can operate.

e introduction to the key skills, behaviours, and attitudes you need to demonstrate in order to be
‘employable’, and how to develop them if they are missing, through self-development and/or other
learning

e gaining a knowledge and understanding of accounting principles, processes, and concepts that can be
applied in a general management context

Staffing and physical resource requirements

As part of the centre accreditation process ABE asks for details around staffing and physical resource. For more
information on becoming an ABE Accredited Centre go to: https://www.abeuk.com/abe-accreditation
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Recognition of prior learning (RPL), accreditation of prior learning (APL), and exemptions

If you hold a qualification from either another professional body or university which is similar in content and level
to the ABE Level 4, 5 or 6 qualifications, you might qualify for RPL, APL or an exemption from some ABE units.

If you wish to find out if you qualify for any exemptions before you register with us, please send us a letter or
an email to admissions@abeuk.com and we will forward you a copy of the ABE Exemptions Policy and application

form.

If you are already registered, you can find further information on the ABE Portal.
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Localisation

It is very important when studying for your ABE qualification that you consider your local business environment and
try to apply what you are learning to relevant scenarios in your local business context. Doing this will help you to
put your learning into practice and use it in your professional day-to-day activities.

The nature and form of organisations varies widely. Internal factors such as ownership, business strategy, and size
each play a part in defining the shape and focus of an organisation. In turn, this impacts upon the expectations and
responsibilities placed on individual managers. Whilst trends in the external environment impact on organisations
differently, increased globalisation and digitalisation have led to increasing competition resulting in a growing need
for managers to be aware of external practices and approaches and to adopt a best fit approach.

You should take into account the following when preparing for your summative assessment:

e The structure, culture, size, vision, and mission of the organisation you are working for or basing your
assessment on

o The local culture and how it impacts on employee and stakeholder expectations of a manager

e Availability of resources

e Feasibility and suitability of practices within your specific setting
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Qualification structure
ABE Level 4 Diploma in Business Management (603/1572/6)

The ABE Level 4 Diploma in Business Management consists of four core mandatory, three mandatory, and one
specialist mandatory units. There are no optional units in this qualification. To be awarded the ABE Level 4 Diploma
in Business Management learners must achieve a minimum of a Pass in all units.

The total Guided Learning Hours (GLH) is 600 hours
The Total Qualification Time (TQT) is 1200 hours
The credit value is 120

Assessment
method

Unit Title GLH Credits

Core Mandatory Units

4UDBE Dynamic Business Environments 4 75 15 Timed Open
Book Exam
4UEQ Enterprising Organisations 4 75 15 Timed Open
Book Exam
4UESD Employability and Self-Development 4 75 15 Assignment
4UFM  Finance for Managers 4 75 15 Timed Open
Book Exam

Mandatory Units

4UIE Introduction to Entrepreneurship 4 75 15 Assignment
4UIQM Introduction to Quantitative Methods 4 75 15 Timed Exam
4UPM  Project Management 4 75 15 Timed Exam

Specialist Mandatory Units
4UDCT Dynamic and Collaborative Teams 4 75 15 Timed Exam
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QAA benchmarking

One of the key design principles of ABE qualifications is to enable progression to higher education university
programmes. As well as ensuring that each qualification level offers the appropriate credit values for progression,
we have also aligned the qualifications against sections of the QAA Framework. The QAA Framework applies to all
degree-awarding organisations, such as universities, in England, Wales, Northern Island and Scotland. The
framework describes the achievement represented by higher education qualifications.

The purpose of aligning ABE qualifications to the relevant sections of the QAA Framework is to show how well ABE
qualifications could map to those qualifications offered at Degree-Awarding Organisations and should help support
those wishing to progress to a degree programme.

In addition to this, the alignment also shows the business management skills, generic skills and attributes covered
in both degree programmes and ABE qualifications; highlighting in particular the underpinning knowledge of
workplace skills and competencies that you will consider whilst studying an ABE qualification.

Please see Appendix A for the mapping detail.
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Credits, Guided Learning Hours (GLH) and Total Qualification
Time (TQT)

Total Qualification Time

As part of its Ofqual regulation, ABE allocates a Total Qualification Time (TQT) to each of its qualifications. TQT is
the estimated total number of hours that learners will need in order to complete and achieve the qualification.

Examples of activities which can contribute to Total Qualification Time include:

e Guided Learning

e Independent and unsupervised research/learning

e Unsupervised compilation of a portfolio of work experience
e Unsupervised e-learning

e Unsupervised e-assessment

e Unsupervised coursework

e Watching a pre-recorded podcast or webinar

e Unsupervised work-based learning

Within the TQT value of each qualification, we also define the Guided Learning Hours (GLH). The GLH is the
estimated total number of hours for centres to deliver a qualification to their learners. The GLH covers any
activities completed under direct instruction or supervision of a lecturer/teacher/tutor etc. For example, classroom
learning supervised by a teacher, live webinar or telephone tutorial, e-learning supervised by a teacher in ‘real
time’ and all forms of assessment which take place under the immediate guidance or supervision of a
lecturer/teacher/tutor.

Credits

ABE qualifications also have credits assigned to them. When you achieve a qualification with credits, you can use
these credits towards progression to another qualification.
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Modes of study

To study for an ABE qualification, you should be registered with an ABE Accredited Centre. For more information on

finding an accredited centre, please see the ABE website.

When studying for your ABE qualification, you will most likely learn both with supervision from tutors at your

centre and through your own self-study time.

Your centre is responsible for teaching ABE qualifications and they will likely use a range of delivery methods. For

example, they might use:

Classroom delivery (face to face taught time)

Mentoring and coaching from tutors or external employers
E-learning

Formative assessment

Live webinars

Assessment support for assignment writing and revision sessions

Note: The list above is indicative; to find out more about how you will be taught, you should contact your centre.

Suggested reading and resources for the qualification

For each unit in the ABE qualifications, ABE will provide the following learning materials:

A Study Guide in PDF format available on the ABE Portal. This Study Guide is aimed at learners and will
expand on the Unit Syllabus, including case studies and examples, activities, and a glossary of terms
Tutor Resource Packs for centres. These will contain session plans, presentations, activities and wider
resources available for each unit

A Recommended Reading List, including online resources, available on the ABE Portal
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Assessment

ABE assessments are specifically designed to fit the purpose and objective of the qualification. The ABE Level 4
Foundation Diploma and ABE Level 4 Diplomas are all assessed by a combination of open book exams and
assignments, both externally set by ABE. You can find out how each unit is assessed by checking the Unit
Specification in this document, or the qualification tables above.

Timed Open Book Exams

ABE sets Timed Open Book Exams in the format of an OBE question paper and template answer booklet.
Sometimes a scenario is provided. Like the assignments, there is a requirement for an organisational context.
Learners can find the word count for Timed OBEs clearly outlined in the brief and repeated in the template answer
booklet. In addition, there is a separate guidance document outlining guide times for each Timed OBE.

Learners have two opportunities each year to submit Timed Open Book Exams. For further details please visit the
assessment section of the ABE website; https://www.abeuk.com/assessments

All Timed OBEs are submitted by centres to ABE for marking, and results will be released by ABE on each session’s
specified Results Day. For more information on results release, please consult the ABE Website. Centres can find
more information about submitting Timed OBEs in the Centre Delivery Guide.

Assignment

ABE sets assignments in the form of an assignment brief. Sometimes a scenario and/or templates are provided as
well. An organisation context is required. Learners can find the required word count for each assignment on the
front of the assignment brief. For more information on assignments, please go to the questions and answers
section of the ABE website.

Learners have three opportunities per year to submit assignments. For further details please visit the assessment
section of the ABE website; https://www.abeuk.com/assessments

All assignments submitted are marked by ABE. Results are released by ABE on each session’s specified Results Day.
For more information on results release, please consult ABE Website. Centres can find out more information about
submitting assignments in the Centre Delivery Guide.

Examination

At Level 4 each examination will be 3 hours long and there will be two examination sessions per year (June and
December). The examination will consist of long answer/essay-based questions, with various word count
requirements. For more details on the examination format, please see the Sample Assessment Materials available
on the ABE Portal.

For further information on ABEs examination hosting guidelines, please visit the ABE Portal.

Marking and moderation

ABE has a broad and varied external academic team with a breadth of experience across the qualification areas and
levels. Our external assessment team marks across the three assessment windows and is very familiar with ABE
students and the format of ABE exams and assignments. ABE has a very robust marking and moderation process:
assessments are marked and standardised by our external team, after which they go through two phases of
moderation. The results are presented to the assessment board for ratification, prior to publishing.
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Reasonable adjustments and special considerations

In the development of this qualification ABE has taken steps to ensure that there are no unnecessary barriers to
achievement. For learners with particular requirements reasonable adjustments may be made in order that they
can have fair assessment and demonstrate attainment. There are also arrangements for special consideration for
any learner suffering illness, injury or indisposition. Full details of the reasonable adjustments and special
considerations are available from the ABE Portal.

Appeals and enquiry of results

ABE has an appeals procedure that has been written in accordance with the regulatory arrangements in the Ofqual
General Conditions of Recognition. Full details of this procedure, including how to make an application, are
available on the ABE Portal.

You can find further information relating to ABE assessment on the Exam Regulations section of the ABE website.
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Grading

In order to achieve an ABE qualification, you must demonstrate sufficient depth of study and acquisition of
knowledge and skills expected for the qualification. You will need to demonstrate your achievement through the
assessments set by ABE. On completion of your ABE qualification, you will be awarded an overall qualification grade
based on your performance across all of your unit assessments.

The following qualification Units will be assessed using the following grading
grades are available: scale:
T I
Distinction Distinction 70-100
Merit Merit 55-69
Pass Pass 40-54
Fail Fail 0-39

Calculation of the qualification grade

The overall qualification grade will be calculated based on learner performance at unit level. Each unit carries a
maximum of 100 points. The calculation of the overall qualification grade is based on the learner’s performance in
all units to the value of 120 credits. All units in the qualification must be attempted and contribute to your final
grade. A minimum of Pass is required for all units in order to complete the qualification.

ABE L4 Diploma in Business Management (120 credits/ 8 units)

Distinction 560 - 800
Merit 440 - 559
Pass 320-439

Fail 0-319
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Grade descriptors

The table below details the grade descriptors that will be used to make judgements on grade boundaries. These
descriptors will also help you to understand what we expect to see in order to achieve each grade.
Level 4

40-54 70-100
Pass Distinction

Knowledge and understanding of the subject matter including underpinning theoretical concepts

Lack of, limited or Adequate knowledge and  Sound knowledge and Extensive knowledge and
incomplete knowledge understanding of most understanding of the understanding of the

and understanding of the  key areas of the subject subject matter and inthe  subject matter and in the
subject matter and matter and basic use of appropriate use of appropriate use of related
underpinning concepts their underpinning concepts and theories; concepts and theories,
and theories, including concepts and theories; understands how to apply including in-depth

their relevance; lack of sometimes able to apply them to a relevant understanding and

ability to apply concepts to a relevant context. context. application to a relevant
to a relevant context. context.

Awareness of relevant ethical, social, legal, regulatory and other local issues of relevance

Lack of awareness of Adequate awareness of Clear recognition of In-depth recognition of
relevant ethical, social, relevant ethical, social, relevant ethical, social, relevant ethical, social,
legal, regulatory and local legal, regulatory and local legal, regulatory and local legal, regulatory and local
issues. issues. issues. issues.

Professionalism business acumen, innovation and professional practice

Lack of or limited Adequate awareness of Sound awareness of Clear evidence of
awareness of business business acumen, business acumen, awareness of business
acumen, innovation and innovation and innovation and acumen, innovation and

consideration of relevant  consideration of relevant  consideration of relevant  consideration of relevant
professional practice. professional practice. professional practice professional practice

Investigating and solving problems using different methods including data gathering and use of literature

Lack of or limited use of Adequate use of Sound use of a range of Clear, consistent and
information gathering, information gathering, information gathering, appropriate use of a wide
investigation and problem investigation and problem investigation and range of information
solving methods; limited solving methods; some problem-solving methods; gathering, investigation
use of data and of use of data and of good use of data and and problem-solving
relevant literature. relevant literature. relevant literature. methods; use of data and

relevant literature
throughout.
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40-54

Pass

Critical evaluation, analysis and independent thinking

Lack of or limited
evidence of evaluation,
analysis and independent
thinking; conclusions are
unsupported or lacking;
content is highly
descriptive.

Adequate level of
evaluation, analysis and
independent thinking,
although some content is
descriptive; conclusions
are generally made but
often lack support.

Professional communication

Poor or inappropriate
standard of
communication and
editing, lacking in relevant
examples; limited
consideration of the
audience; inappropriate
choice of media and
format; poorly
referenced.

Adequate standard of
communication and
editing, generally using in
relevant examples where
appropriate; some
consideration of the
audience; some
appreciation of the choice
of media and format;
referencing is generally
adequate but
inconsistent.

Results and certification

Sound evidence of
evaluation, analysis and
independent thinking,
points made are generally
explored and supported;
conclusions made where
appropriate and are
supported.

Good standard of
communication and
editing, using in relevant
examples where
appropriate; consistent
consideration of the
audience; sound
appreciation of the choice
of media and format;
work is accurately
referenced throughout.

70-100

Distinction

Clear and consistent
evidence of evaluation,
analysis and independent
thinking, points made are
appropriately detailed
and supported;
conclusions are
consistently made, clear,
relevant and justified.

Outstanding
communication and
editing, using highly
relevant and topical
examples where
appropriate; clear and
consistent consideration
of the audience; thorough
appreciation of the choice
of media and format; high
quality referencing
throughout

The results release date for each session is published on your Portal dashboard and on the Assessment page of the

website.

If you are taking an ABE Diploma, please allow three months from the date of your results to the receipt of your

certificate. Certificates are usually dispatched around six weeks after results have been published (this is to allow

time for any enquiries about results or appeals). Transit times vary according to which country you are in so we say

allow three months, but most people won't have to wait this long

For a fuller explanation of the process see our blog
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Unit specifications

In the second section of this document, you will find the Unit Specification for each unit included in the ABE Level 4
Diplomas.

The Unit Specification contains all the information you need about a particular unit, including the Credit value,
Guided Learning Hours and the Unit Syllabus details. You should use the Unit Specifications to see what you will be
expected to learn and what you will be expected to demonstrate in your assessments.

Here are some key terms to help you read and use the Unit Specifications:

Qualification The qualification is the outcome of your studies and assessment, and represents your
achievement.

A unit is a component of the overall qualification, focusing on a particular topic or area
of study relevant to the qualification. Some units may be mandatory and some may be
optional so be sure to check before starting your studies.

Total Qualification TQT is the number of notional hours which represents an estimate of the total amount
Time (TQT) of time that could reasonably be expected to be required in order for a Learner to
achieve and demonstrate the achievement of the level of attainment necessary for the
award of a qualification.

Guided Learning GLH is an element of the TQT and is an estimate of the number of hours during which
Hours (GLH) the learner is given specific guidance by their tutor towards the achievement of the
qualification, for example: face to face teaching, e-learning, mentoring etc.

An element represents a segment of learning within the unit. Each individual element
has its own rationale and content.

Learning outcomes The learning outcome lays down the expectations of the learner and defines the
knowledge, understanding and/or skills they will acquire on completion of the Unit.

Assessment criteria The assessment criteria define what a learner must know, understand or be able to do,
proving that they can achieve the Learning Outcome.

Indicative content The indicative content is the scope of knowledge required in order to fulfil the
assessment requirements and achieve the learning outcome; it also outlines the
technical components of the programme.

Weighting The way in which a section of the content is emphasised in terms of teaching, learner
effort, and emphasis in assessment.

Indicative Content

Comprehensive indicative content for each unit can be found in the unit syllabus on the ABE Portal.
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Dynamic Business Environments 4UDBE

Unit Type: Mandatory

Level: 4

Credits: 15

GLH: 75

Assessment Method: Timed Open Book Exam

The world is changing at an ever-increasing rate, consumers are becoming more sophisticated, technology is part of
our everyday lives and, while there are numerous powerful global brands, there is also an increasing trend towards
localisation.

It is difficult to think of a change that doesn’t affect the business environment. Businesses now operate in ever-
changing dynamic environments.

Every business needs to be able to assess the opportunities and threats posed by its external environments and the
strengths and weaknesses of its internal environment, if it is to be successful.

While continuing to produce the same products and/or services may result in operation efficiencies, it is unlikely to
ensure success in markets that are not just changing daily but hourly.

Increasing dynamic business environments where tomorrow can be very different from today and increasing
market volatility where stock markets don’t just crash but they ‘flash crash’, mean businesses need to be ever more
responsive in order to be successful.

In this unit, you will analyse the impact of increasingly dynamic business environments and increasingly volatile
markets on an organisation’s ability to compete successfully using a range of relevant tools and frameworks. This is
often known as business strategy.
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What you’ll learn

The table below shows the learning outcomes of this unit (what you will be able to do or what you will know), along
with the assessment criteria (what you will be able to do to demonstrate achievement of the learning outcome).

Learning Outcomes

The learner will:

1. Explain the role of

business economics in

understanding

Assessment Criteria

The learner can:

1.1 Discuss the economic view of businesses

1.2 Compare different economic systems

Weighting

markets and the 1.3 Explain the potential impact of governments on business and 15%
potential impact of business environments
current economic 1.4 Discuss the varying level of competition in markets and the
Issues impact on price volatility
2. Discuss how analysing 2.1 Discuss relevant frameworks to analyse external
external environments environmental trends
el e 2.2 Apply relevant frameworks to analyse external environmental 25%
development of
] trends
successful business
strategies
3. Discuss how analysing 3.1 Discuss frameworks to analyse key aspects of the internal
internal environments environment
GRS i 3.2 Apply frameworks to analyse key aspects of the internal 30%
development of . . .
. environment to a given organisation
successful business
strategies
4. Discuss how analysing 4.1 Apply relevant frameworks to analyse competitor
competitive environmental trends
el s i el s 4.2 |dentify methods in which an organisation can gain 30%

the development of
successful business
strategies

competitive advantage in response to competitor analysis
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Capabilities

Alongside academic learning and development, ABE qualifications have been designed to develop your practical
skills and capabilities. These capabilities are highlighted as certain values, knowledge, skills, and behaviours that
will help you in your professional development.

Below is an overview of the behaviours, skills, and attitudes that you will develop through this unit:

Element of learning Key capabilities developed

Element 1 - Understanding Ability to evaluate the role of business economics in understanding markets and
the role of economics the potential impact of current economic issues

Business economics, the potential impacts of governments and levels of

competition
Element 2 - Analysing Awareness of external environmental trends
external environment Ability to analyse different types of business organisations and external

technological advancements

Understanding the external business environment, use of tools for external

analysis
Element 3 - Analysing Awareness of internal environmental trends
internal environments Ability to analyse different types of business organisations’ internal

environment

Understanding the internal business environment, use of tools for internal

analysis
Element 4 - Analysing Ability to use relevant frameworks to identify trends in the competitive
competitive environments environment

Ability to identify methods for gaining competitive advantage based on a
competitor analysis

Competitive environments, SWOT analysis, spotting opportunities for growth
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Enterprising Organisations 4UEQO

Unit Type: Mandatory

Level: 4

Credits: 15

GLH: 75

Assessment Method: Timed Open Book Exam

This unit develops an understanding of the principles of business and the different legal formations by which an
organisation can operate. As an organisation grows and evolves, the need for different structures will take effect.
You will also be introduced to the common organisation structures, whilst developing an appreciation for
contemporary structures, as both external influences impact upon an organisation requiring a more efficient and
effective approach to delivering products or services. You will be developing skills in evaluation of both quantitative
and qualitative data to make judgements about the types of structures suitable for different organisations and the
sectors in which they operate.

You will be introduced to the way organisations are managed at both and operational and strategic level. This will
include a review of both the internal and external requirements for corporate governance, performance standards,
standard operating procedures and ethical practice.

You will learn about organisational infrastructure and its role in enhancing organisational performance. This will
include an examination of physical and human resources and their role in delivering organisational performance.

You will also develop problem solving skills through the use of case study activities which will enable you to apply
the basic theories and concepts covered in the unit within a given organisational context.

As you progress through the unit, you will be developing qualities and transferable skills necessary for employment,
such as the ability to utilise relevant management tools such as SWOT analysis etc.
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What you’ll learn

The table below shows the learning outcomes of this unit (what you will be able to do or what you will know), along
with the assessment criteria (what you will be able to do to demonstrate achievement of the learning outcome).

Assessment Criteria

Learning Outcomes
Weighting

The learner will:

1. Explain the various

legal formations
and status of
private, public,
and not-for-profit
organisations

. ldentify traditional
and contemporary
organisational
structures

. Explain methods
by which
organisations are
managed
strategically and
operationally

. Assess the role of
organisational
infrastructure, and
its impact upon
organisational
performance

The learner can:

1.1 Identify the different types of organisational legal formations 20%

1.2 Analyse the main reasons for operating a particular legal formation

2.1 Discuss the main types of traditional organisational structures 20%

2.2 Analyse the external and internal factors that result in changing
organisational structures

2.3 Construct simple organisational charts to explain the relationships
between business functions

3.1 Explain the concept of operational management 30%

3.2 Summarise the differences between strategic and operational
management

3.3 Explain the concept of strategic management and its interaction
with operational management

4.1 Identify the components of effective organisational infrastructure 30%

4.2 |dentify factors affecting organisational infrastructure and its impact
upon organisational performance

4.3 Explain the concept of organisational performance

4.4 Outline the role of organisational infrastructure in ensuring high
performance within a range of organisations
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Capabilities

Alongside academic learning and development, ABE qualifications have been designed to develop your practical
skills and capabilities. These capabilities are highlighted as certain values, knowledge, skills, and behaviours that

will help you in your professional development.

Below is an overview of the behaviours, skills, and attitudes that you will develop through this unit:

Element of learning

Element 1 - The basic
principles of business

Element 2 — Introduction to
organisational structures

Element 3 — The differences
between strategic and
operational management

Element 4 — The role of
organisational infrastructure

Key capabilities developed

Ability to understand the legal requirements of setting up a business

Business acumen, analysis

Ability to draw the most appropriate organisational structure for your business
and to demonstrate the links between different organisational factors

Analysis, communication, constructing organisational charts, cross-functional
working

Demonstrable understanding of the difference between operational and
strategic management

Ability to utilise relevant managerial tools such as SWOT analysis, gap analysis

Analysis, knowledge of trends, globalisation

Ability to identify the factors that are key to organisational performance within
a range of organisations and ability to consider these in the light of the chosen
careers

Business acumen, analytical thinking, measurement techniques, business
performance

© ABE Qualification Specification — Version 3.3 27



Employability and Self-Development 4UESD

Unit Type: Mandatory

Level: 4

Credits: 15

GLH: 75

Assessment Method: Assignment

The nature of work is changing: the business environment is becoming ever more global and consequently, the
skills required to work are also changing. In the past, getting a job based on qualifications and technical experience
was the norm; today, employers are increasingly looking for people with commercial awareness and a ‘can do’
attitude, together with skills and behaviours that will enable them to quickly become part of an effective team and
add value to the organisation. These ‘soft skills’ enable staff to make a positive contribution to the organisation
from an early stage, work as part of various teams that are likely to be cross-functional in nature, and contribute
more effectively over time, as they recognise how the skills they have or are willing to develop, can benefit the
organisation.

This unit introduces you to the key skills, behaviours, and attitudes you need to demonstrate in order to be
‘employable’, and how to develop them if they are missing, through self-development and/or other learning,
development and improvement opportunities. It provides guidance on how to integrate this information to the
documents required for job applications, and how to present these skills at interview. It goes on to show how
demonstrating employability skills can help enable a smooth transition into work by establishing you in your new
job role and as part of a team.

The unit concludes by exploring how utilising feedback on performance can help ensure you maintain your value as
an employee and use your experience to advance your career potential.

You will be introduced to self-development practices, including self-reflection in order to develop a unique and
informative curriculum vitae (CV), complete job applications and prepare for job interviews. The course should help
to develop communication skills and self-awareness, and enable you to view your current position as part of a life-
long journey of learning and development, both professionally and personally.
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What you’ll learn

The table below shows the learning outcomes of this unit (what you will be able to do or what you will know), along
with the assessment criteria (what you will be able to do to demonstrate achievement of the learning outcome).

Assessment Criteria

Learning Outcomes
Weighting

The learner will:

Explain the concept
of employability, its
relevance and value
to both employing
organisations and
individuals

Assess your own skill
set in terms of
employability and use
it to write a unique
curriculum vitae (CV)
and complete
relevant job
applications,
maximising your
potential value to an
employer

Outline how your
skillset can be used to
demonstrate your
employability during
the recruitment and
selection process

Appraise how
employability skills
can help establish you
in a new job role and
become part of the
team

The learner can:

1.1 Explain what is meant by employability and the attitudes,
skills and behaviours that are increasingly demanded by

employers when recruiting staff
ployers w uiting 15%

1.2 Summarise the relevance and value of this shift in selection
criteria for new staff in relation to the changing workplace

2.1 Compare your own skill set against the employability skills
sought by employers in order to identify gaps and how you
might address these through personal development plans

2.2 Utilise your skill set effectively and creatively to complete the

documents required when applying for jobs
q pplying tor j 30%

3.1 Outline the different screening processes that may be used as
part of employee selection and how you would use your skill

set to navigate this screening effectively
25%
3.2 Reflect on how you intend to use your own skills and

experience to maximise your potential to a prospective
employer at interview

4.1 Explain the usefulness of employability skills when starting a
new job and how these could be evidenced during a

bati iod
probationary perio 20%

4.2 Describe how employability skills can help a new employee
integrate with and become an effective contributor to a team
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5. Using a process of 5.1 Utilise feedback on performance to maximise your value as an
self-awareness and employee
self-reflection,
summarise
opportunities for
personal
development 10%
planning in order to
ensure you maintain
your value as an
employee and
advance your career
potential

5.2 Appraise the value of feedback on performance with your own
career goals and aspirations
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Capabilities

Alongside academic learning and development, ABE qualifications have been designed to develop your practical

skills and capabilities. These capabilities are highlighted as certain values, knowledge, skills, and behaviours that

will help you in your professional development.

Below is an overview of the behaviours, skills, and attitudes that you will develop through this unit:

Element of learning Key capabilities developed

Element 1 — Concept of
employability

Element 2 — Assessing your
own skill set

Element 3 — Demonstrating
your employability

Element 4 — Establishing
yourself in a new role

Element 5 — Creating a
personal development plan

Understanding of what employability is and why employers are looking for
these skills in addition to qualifications and experience

Commercial awareness

Awareness of own skill set in terms of employability and how to develop and
use it to write the documents that are required when applying for jobs

Self-awareness, self-reflection and being objective about self, integrity, writing
objectively and succinctly, desk research, matching own skills with those
required for specific job roles, networking, IT skills

Awareness of tools and techniques used in the recruitment and selection
process and how to utilise skillset to maximise employability prospects

Self-confidence, interview skills, listening, verbal and non-verbal communication,
independence, emotional intelligence

Utilising employability skills for a smooth transition into a new job and to
integrate effectively with the team

Communication skills, collaboration, openness, responsiveness, appreciation of
diversity, respect for others, interpersonal sensitivity, time management and
accountability, commitment

Being responsive to feedback in order to maintain value to the organisation and
maximise future career potential through self-development

Self-development, openness, responsiveness, proactivity, commitment, life-long
learning
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Finance for Managers 4UFM

Unit Type: Mandatory

Level: 4

Credits: 15

GLH: 75

Assessment Method: Timed Open Book Exam

This unit is designed to enable you to gain a knowledge and understanding of accounting principles, processes, and
concepts that can be applied in a general management context. These principles, processes, and concepts are key
in the understanding of how a business operates and what ultimately makes it successful.

The unit will specifically allow you to develop the skills required to record business transactions and generate
financial information. This information is used as the basis for effective management control and planning.
Inadequate and inaccurate record keeping leads to poor financial analysis and results.

As managers or aspiring managers, the unit aims to equip you with the knowledge and practical skills required to
complete and review financial accounting tasks in business. These tasks are required by managers to prepare,
review and interpret internal and external financial information and report findings to a range of business
stakeholders.

The unit also allows you to consider the importance of effective management of cash flow and to highlight cash
flow problems which could lead to business failure. Financial performance of any business is measured through the
final accounts of the organisation. You will review appropriate internal and published reports and accounts to make
effective analytical judgements.

Managers are frequently required to make strategic and investment decisions. This unit will allow you to consider
the practical use of costing, pricing and capital investment techniques in order to make informed business
decisions.
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What you’ll learn

The table below shows the learning outcomes of this unit (what you will be able to do or what you will know), along
with the assessment criteria (what you will be able to do to demonstrate achievement of the learning outcome).

Learning Outcomes Assessment Criteria
Weighting

The learner will: The learner can:

1. Explain the purpose of 1.1 Understand the roles of financial and management accounting

financial and . —
1.2 Apply accounting principles, processes, and concepts to
management . . . 0
. financial and management accounting data 25%
accounting
1.3 Assess the needs of business stakeholders in relation to financial
and management accounting information
2. Interpret financial 2.1 Assess the contents of financial statements to review the
statements to review performance of business organisations
the.performance of 2.2 Calculate financial ratios to assess the financial performance of 0
business . . 25%
T a business organisation
organisations and
report to stakeholders 2.3 Make justified recommendations for business improvements
based on the results of financial analysis
3. Prepare cash flow 3.1 Prepare cash flow forecasts for internal management control
o e an(.:l e et 3.2 Prepare organisational budgets to aid management decision
budgets to aid : o
.. making 25%
management decision
making 3.3 Evaluate completed cash flow forecasts and financial budgets to
make informed business decisions
4. Demonstrate the use 4.1 Explain costing and pricing methods used to make business
of costing and pricing decisions
il ol o 4.2 Apply contribution and break-even calculations and analysis to 25%

contribute to business

. . make effective business decisions
decision making

4.3 Assess the implications of using different costing methods
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Capabilities

Alongside academic learning and development, ABE qualifications have been designed to develop your practical

skills and capabilities. These capabilities are highlighted as certain values, knowledge, skills, and behaviours that

will help you in your professional development.

Below is an overview of the behaviours, skills and attitudes that you will develop through this unit include:

Element of learning

Element 1 - Introduction to
financial and management
accounting

Element 2 — Financial
statements

Element 3 — Cashflow
forecasts and budgets

Element 4 — Costing and
pricing

Key capabilities developed

Understanding of the role of management and financial accountants

Understanding of how to apply accounting principles, processes and concepts to
financial and management accounting data

Understanding of the importance of financial reports for internal and external
stakeholder use

Commercial awareness, numerical dexterity

Ability to identify and understand the contents of financial statements to review
the performance of business organisations

Ability to use ratios to assess the performance of a business organisation and
make appropriate recommendations for the future

Commercial awareness, numerical dexterity, writing objectively and succinctly

Ability to prepare cash flow forecasts and operational budgets

Ability to interpret cash flow forecasts and operational budgets; evaluate
forecasts and budgets to make informed business decisions

Commercial awareness, numerical dexterity, integrity, writing objectively and
succinctly, understanding of the link between quantitative and qualitative issues

Ability to use costing and pricing methods to make appropriate business
decisions

Ability to use break-even analysis to make informed business decisions

Commercial awareness, numerical dexterity, appreciation of ethical issues,
understanding of the link between quantitative and qualitative issues
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Introduction to Entrepreneurship 4UIE

Unit Type: Mandatory

Level: 4

Credits: 15

GLH: 75

Assessment Method: Assignment

Entrepreneurship has a different meaning for many people. For some it relates to new start-ups, for others it
relates to home-based businesses, and for others it is a business philosophy focusing on continually innovating your
business activity.

Regardless of the type of business, enterprises have the same premise —to develop an idea into a successful
business.

Entrepreneurship involves far more than simply having an idea. To be successful, an entrepreneur needs to have
skills that cover many of the development and management roles.

In Introduction to Entrepreneurship, you will learn key success factors for enterprises and how to apply these to
successfully innovate, develop, and grow a business. Key business strategies, business development, and the
management of the enterprise through the business cycle will be explored.

For each element of learning, you will develop skills for applying theories and good practice for entrepreneurial
success. Many of the skills learnt in the unit can be successfully applied in start-up enterprises or are transferable
for use in everyday business.
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What you’ll learn

The table below shows the learning outcomes of this unit (what you will be able to do or what you will know), along
with the assessment criteria (what you will be able to do to demonstrate achievement of the learning outcome).

Assessment Criteria

Learning Outcomes
Weighting

The learner will:

1. Explain the benefit of

entrepreneurship and
innovation to an
economy and how new
businesses can impact
communities

. Discuss the
characteristics and
motivation of
entrepreneurs and how
an entrepreneur builds
and converts an idea
into a successful
business

. Explain the key factors
for developing an
innovative enterprise

4. Create a business plan

and pitch for a business
idea

The learner can:

1.1 Explain the terms entrepreneurship, enterprise, social
enterprise, intrapreneurship, and innovation

1.2 Explain the key characteristics of micro, small, and medium-
sized businesses
. . . 25%
1.3 Discuss business models that an enterprise can use
1.4 Discuss types and process of innovation

1.5 Evaluate how organisations can create their own enterprising
culture

2.1 Explain the personal qualities required when starting a
business

2.2 Explain common mistakes that entrepreneurs make in their

first year of business 20%
2.3 Evaluate the motives for starting an enterprise

2.4 Explain strategies for growth and exit strategies in an
enterprise

3.1 Assess market research intelligence to develop an enterprise

3.2 Evaluate the sources of finance available to a new business

3.3 Explain the physical resource requirements of an enterprise

3.4 Assess the human resources requirements for an 29
organisation

3.5 Explain common legal and insurance requirements that an
enterprise needs to address

4.1 Explain the content expected and developed in the plan
4.2 Develop a business plan for a new business idea 30%

4.3 Develop a pitch that delivers key information to stakeholders
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Capabilities

Alongside academic learning and development, ABE qualifications have been designed to develop your practical
skills and capabilities. These capabilities are highlighted as certain values, knowledge, skills, and behaviours that
will help you in your professional development.

Below is an overview of the behaviours, skills, and attitudes that you will develop through this unit:

Element of learning Key capabilities developed

Element 1 - Ability to raise reasoned arguments on the importance of entrepreneurship to the
Introduction to economy and differences with other business structures.
entrepreneurship Ability to identify the impact that innovation has on an economy

Business acumen, use of business models, enterprising culture

Element 2 — Ability to identify successful entrepreneurs and develop an appreciation of the impact
Entrepreneurs they have had

Ability to assess personal capability against the needs of an enterprise

Understanding of the role creativity and innovation in developing a successful
business idea

Entrepreneurial characteristics and thinking, innovation, creativity

Element 3 — Developing  apjlity to identify the resources needed for an enterprise
an innovative

) Ability to demonstrate the use of key decision-making tools for business development
enterprise

Ability to demonstrate an understanding of monitoring business and setting targets
Commercial awareness, using data and information, assessing resource requirements,
gap analysis

Element 4 — Creatinga  Ability to identify the requirements and contents of business plan

business plan and pitch  apility to use tools to plan the enterprise

Ability to develop a business plan that incorporates key attributes from Elements 1, 2
and 3

Ability to develop an effective pitch to communicate the plan and requirements from
investors/customers

Writing a business plan, communication, presenting information for persuasive
purposes, planning, pitching
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Introduction to Quantitative Methods AUIQM

Unit Type: Mandatory

Level: 4

Credits: 15

GLH: 75

Assessment Method: Timed Exam

Quantitative skills are seen as indispensable for aspiring managers and entrepreneurs. Numbers make their presence
feltin a range of managerial tasks across all functions of an enterprise. The focus of the Quantitative Methods syllabus
is to:

e Develop quantitative thinking and skills

e Develop skills in gathering and computing numbers

e  Cultivate the ability to present, interpret and communicate quantitative results for managerial decision
making

e Build a robust quantitative foundation for other business units

Quantitative skills built at this level will help you to apply a number of concepts in other core areas of business
management: marketing, accounting, finance, and human resource management. Many decisions in these areas
require quantitative skills, for example calculating the sales volume for recovering costs, determining the price of a
new product, estimating demand for the product, measuring the overall performance of the business etc.
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What you’ll learn

The table below shows the learning outcomes of this unit (what you will be able to do or what you will know), along
with the assessment criteria (what you will be able to do to demonstrate achievement of the learning outcome).

Assessment Criteria

Learning Outcomes
Weighting

The learner will:

. Apply numeracy and
quantitative
techniques for use in
day-to-day business
activities

. Apply algebraic
methods to formulate
and solve business
problems

. Discuss the process of
gathering business
and management
data

. Analyse data using
statistical tools and
interpret the results

The learner can:

1.1 Perform calculations on different types of numbers

1.2 Express numbers in various forms for making comparisons 20%
(o]
1.3 Perform simple financial calculations to obtain values for taking

business decisions

2.1 Solve or simplify equations by employing algebraic methods

2.2 Derive the equation of a straight line to show relationship 20%

between variables

3.1 Explain main sources, types, and uses of data relevant for
business and management information

3.2 Evaluate alternative methods of sampling and measurement 30%

scales used in context of business information

3.3 Classify and tabulate statistical data

4.1 Construct and interpret appropriate charts and diagrams from
tabular data

4.2 Employ a set of descriptive statistics for analysis and

interpretation of grouped and ungrouped data 30%

4.3 Determine correlation between two business variables

4.4 Perform linear regression to make business forecasts
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Capabilities

Alongside academic learning and development, ABE qualifications have been designed to develop your practical

skills and capabilities. These capabilities are highlighted as certain values, knowledge, skills, and behaviours that

will help you in your professional development.

Below is an overview of the behaviours, skills, and attitudes that you will develop through this unit:

Element of learning Key capabilities developed

Element 1 - Numeracy for
business

Element 2 - Algebraic
methods

Element 3 - Business
statistics

Element 4 - Statistical
tools and data analysis

Apply numerical techniques in context typical business situations

Problem posing and problem-solving using arithmetic, numeracy, application of
mathematical formulas

Use algebraic methods to express relationship between variables and find their
values.

Problem posing and problem-solving using algebra, mapping and presenting
relationships between variables

Plot and interpret mathematical graphs

Visual presentation and analysis of information

Assessing data with the application of statistical techniques to gain insight into real
world business environment

Planning research, creative data collection, analysing and interpreting data,
presenting information

Employing statistical techniques to interpret data and communicate quantitative
results for managerial decision making

Application of statistical tools, data analysis and synthesis, presentation of
information, creative interpretation for evaluation

© ABE Qualification Specification — Version 3.3 40



Project Management 4UPM

Unit Type: Mandatory

Level: 4

Credits: 15

GLH: 75

Assessment Method: Timed Exam

In the current business environment, a key business skill covering multiple disciplines and business sectors is the
ability to manage projects from inception to a successful delivery. This is a different challenge to being involved
with regular ‘business as usual’ work as very often projects will be considered ‘mission critical’ as the outcomes will
impact directly the overall performance of the business organisation. Taking into account this priority, this unit
expands the basic theory of project management into a practical, operational context and integrates all the
fundamental tools and techniques required to manage business projects successfully.

You will be exposed to a set of modern project management techniques: network planning, critical path analysis,
costing/budgeting, and resource management. Subsequent activities include progress monitoring, troubleshooting,
and controls.

On successful completion of this unit, you will be able to apply the tools and techniques to a variety of business
projects in your place of employment. A careful application will increase the chance of the project being successful
in terms of the deliverables being fit for purpose, meeting agreed delivery deadlines, and staying within the budget
cost agreed at the outset. Being able to contribute in this way should have a successful impact on the performance
of the organisation.
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What you’ll learn

The table below shows the learning outcomes of this unit (what you will be able to do or what you will know), along
with the assessment criteria (what you will be able to do to demonstrate achievement of the learning outcome).

Learning Outcomes Assessment Criteria
Weighting

The learner will: The learner can:

1. Discuss the concept of 1.1 Explain the sequential stages of the project management life
the project life cycle cycle and the activities which are carried out at each stage
in a variety of

. L 1.2 Apply the basic concept of a project business case based on a
business organisations

set of basic cost and revenue inputs, including the application

e @i is of some simple metrics such as Return on Capital, Payback and 35%
net present value (NPV)
1.3 Discuss the concept of a work breakdown structure (WBS)
1.4 Discuss the risks that may emerge on a major project
2. Develop a project plan 2.1 Construct a network diagram from a set of tasks
pased ol & 28 o 2.2 Develop a simple Gantt chart from a set of tasks
input data .
2.3 Apply critical path analysis to determine the planned duration 20%
of a project
2.4 Calculate the start and finish dates of a project and its tasks
3. Calculate a resource- 3.1 Explain the variety of resources needed by a project
basgd el foir & 3.2 Explain what is meant by top-down and bottom-up project
project based on a set Bldnere .
of inputs 20%
3.3 Calculate the cost of time-related and fixed price resources
3.4 Total all resource costs to arrive at a bottom-up project budget
4. Explain how a project 4.1 Explain the concepts of a baseline plan and an approved
could be monitored budget
el contrqlled Al 4.2 Calculate the difference between planned and actual progress
the execution phase
4.3 Explain a range of tactics that could be used to recover lost 25%

time

4.4 Discuss how project management software can be used to
plan and monitor a project
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Capabilities

Alongside academic learning and development, ABE qualifications have been designed to develop your practical
skills and capabilities. These capabilities are highlighted as certain values, knowledge, skills, and behaviours that
will help you in your professional development.

Below is an overview of the behaviours, skills, and attitudes that you will develop through this unit:

Element of learning Key capabilities developed

Element 1 - The project life cycle Knowledge of the core concept and application of the project life cycle
Ability to identify potential risks
Project management, planning, application of simple metrics

Element 2 - Project planning Development of practical planning skills for a project
Network diagrams, Gantt charts, critical path analysis, planning

Element 3 - Project budgets Development of practical budgeting skills for a project
Identifying resources, setting budgets, calculating cost

Element 4 - Project tracking Development of tracking and control skills for a project.

Using plans and budgets, monitoring progress, tactics for recovering lost
time, options for use of project management software
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Dynamic and Collaborative Teams A4UDCT

Unit Type: Mandatory

Level: 4

Credits: 15

GLH: 75

Assessment Method: Timed Exam

The business environment is becoming ever more global and, as a consequence, the workplace is changing.
Hierarchical organisations are generally a thing of the past; structures are generally flatter and the people within
them are often required to work cross-functionally and with people at other locations, rather than as part of one
department based in the same office. This means that, as well as being qualified, soft skills have become
increasingly important as people may be required to work as part of different teams on a variety of projects.

Having business awareness, being responsive, and having a ‘can do’ attitude are essential, as is a willingness to
work collaboratively with different people. Indeed, there are many benefits to team working, both commercially
and personally, but working in teams doesn’t equate with success; as a minimum, effective team work requires a
balanced selection of members, planning, ongoing participation and collaboration, tenacity, and the mutual
support of each other, in order for the team to achieve its desired goals and to contribute to those of the
organisation.

Modern organisations present additional challenges to teamwork, including flexible and remote working, operating
across time zones and embracing different working and cultural practices. Whilst diversity is generally enriching, it
can introduce dimensions to team working that require open-mindedness on the part of all concerned to find
optimal solutions.

This unit introduces you to teamwork and the characteristics of effective teams. It will address team member skills
and how to build effective working relationships within different types of teams and business structures, including
virtual environments. As part of this, it will explore how teams need to be led, motivated, managed, and monitored
in order to be maximally effective. As team working is not always easy or successful, the unit also explores the
difficulties that might be faced in different settings, and how to recognise and diffuse the conflict that may arise.

As a consequence of completing the unit, you will evaluate your own skill set in relation to team working in order to
optimise your input to the teams you are part of, which will ultimately maximise those teams’ contributions to
meeting business objectives.
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What you’ll learn

The table below shows the learning outcomes of this unit (what you will be able to do or what you will know), along
with the assessment criteria (what you will be able to do to demonstrate achievement of the learning outcome).

Learning Outcomes Assessment Criteria
Weighting

The learner will: The learner can:

1. Describe the nature of 1.1 Explain what teams are and how the nature of teams has
teams within modern changed as the structure and nature of organisations have
organisations and the changed in recent years
difficulties associated
with team working
within different
organisational
structures 1.3 Identify the additional challenges and potential difficulties that

teams face given the nature of modern organisations including
virtual environments

1.2 Explain, using relevant concepts and theories, how teams form
and become effective, the common pitfalls, and how effective 20%
working can be established

2. Describe the principles 2.1 Explain the commercial and social benefits of effective team
and benefits of working
effective team
working and how
collaborative working
can be fostered

2.2 Recommend how collaborative working could be fostered to 20%
overcome the potential difficulties that teams face working in
modern organisational structures, including virtual
environments

3. Explain the principles 3.1 Identify the advantages and limitations of different
of effective team approaches to the management of teams

(i el AL ] ey 3.2 Recommend practical ways in which teams working in modern

o o
(15 Hnpretiiz e gt i organisations should be managed, so that they work A%
work of teams to be . . -

. collaboratively to achieve team objectives
led, organised, and
monitored

4. Outline the main 4.1 Identify the main reasons why team working breaks down and
reasons why team the early signs that can indicate this is happening
sl _can slaeali 4.2 Recommend practical ways that collaborative work can be re-
dysfunctional and . . o 20%

established given the additional challenges of modern
what can be done to -
. organisations
re-establish
collaborative working

5. Analyse your own skills 5.1 Analyse your own skills and team working traits in order to
and team working understand the roles you are likely to be most effective at
traits in order to performing in a team context
s i s e 5.2 Evaluate the challenges you might face, and present to others, 20%

can contribute
effectively to team
working

when working as part of a team, and what action you can take
to minimise the negative impact of these factors on
collaborative working
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Capabilities

Alongside academic learning and development, ABE qualifications have been designed to develop your practical
skills and capabilities. These capabilities are highlighted as certain values, knowledge, skills, and behaviours that

will help you in your professional development.

Below is an overview of the behaviours, skills, and attitudes that you will develop through this unit:

Element of learning Key capabilities developed

Element 1 — The nature
of teams

Element 2 — The benefits
of team working

Element 3 — Effective
team management

Element 4 — Challenges
of teamwork

Element 5 — Your team
working skills

Awareness of team structures within modern organisations and the additional
challenges presented by non-traditional structures

Commercial awareness, cultural diversity and sensitivity, globalisation, and
differing work practices

Appreciation of principles and benefits of team working to the organisation and
employees, and how it can be fostered given the challenges of modern day
business

Communication, interpersonal relations, use of technology

Principles of effective team management in terms of leadership, organisation,
motivation, and monitoring achievement against objectives

Planning and goal-setting, open-mindedness, joint decision making, project
planning and milestones, accountability, monitoring and control

Outline the main reasons why team working can become dysfunctional and what
can be done to re-establish collaborative working

Conflict management and resolution, problem solving, interdependence,
appreciation of diversity, compromise, collaboration

Appreciation of own traits and skill set in terms of team working and how to use
these to maximise own contribution

Self-reflection, adaptability, flexibility, commitment, confidence
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Appendix A

Mapping of modules to QAA Benchmark Statement

(Business and Management - February 2015)

Undergraduate — Knowledge — Level 4

Markets and
Customers
Operations
Information

Communication
and Information
Technology
Policy/ Strategy
Innovation /
Enterprise
Development
Responsibility

Dynamic Business
Environments

Enterprising
Organisations

Employability and
Self Development

Finance for
Managers

Introduction to
Entrepreneurship

Introduction to
Quantitative
Methods

Project
Management

Dynamic and
Collaborative
Teams
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Undergraduate — Business and Management Skills — Level 4

Management
solving /
Critical
Research
Commercial
Acumen
Innovation,
creativity,
enterprise
Numeracy
Networking

Dynamic Business
Environments

Enterprising
Organisations

Employability and
Self Development

Finance for
Managers

Introduction to
Entrepreneurship

Introduction to
Quantitative
Methods

Project
Management

Dynamic and
Collaborative
Teams
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Undergraduate — Generic Skills and Attributes — Level 4

collaboratively
Working with
those from a
Explaining
information
Building/
maintaining
relationships
Communication
Emotional
Intelligence /
Conceptual and
critical thinking
management
Self-reflection

Dynamic Business
Environments

Enterprising
Organisations

Employability and
Self Development

Finance for
Managers

Introduction to
Entrepreneurship

Introduction to
Quantitative
Methods

Project
Management

Dynamic and
Collaborative
Teams
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www.abeuk.com

GOm

ABE’s offices are located in New Malden, Greater London, UK.
Tel: +44 (0)20 8329 2930 Fax: +44 (0)20 8329 2945
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