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Entry Requirements: i.) Any international qualification which is equivalent to secondary
education deemed acceptable by IQAB. Matriculation / Intermediate / GCE 'O’ Level or
equivalent qualification.

ii.) Applied General qualification suitable for students aged 16-19 and adult learners.

iii.) Having expertise using Email, Internet, e-learning, Online Research, Google or Bing Search
Engine.

Course Type: Self-paced with tutor support for Assignment and Project Tutor support for
assignments with e-learning/online/Google Meet/Skype/Zoom/Teams sessions. Student support.
Access to an online social learning forum. Assignment marking and feedback. Plagiarism Check
for assignment and case studies.

Delivery Method: Online / Blended,

Duration: 6 Months - 1 Year,

Registration Dates: Registration throughout the year.

Assessment: Each unit/module will be either assessed by assignment or assignment, MCQ, and
project. An assignment requires you to produce a written response to a set of one or more tasks.
Total Credits: 60.

1. Qualification Overview & Learning Objectives

Welcome to the Level 3 Diploma in Business Management (RQF). This qualification is designed
to provide learners with an essential foundation in business operations, environment analysis,
communication, and basic financial principles. It serves as a stepping stone to higher education
(Level 4/5 Diplomas or University Undergraduate entry) or entry-level administrative and
supervisory positions.

Upon successful completion of the Level 3 Diploma, learners are expected to demonstrate
foundation knowledge across core business functions, basic problem-solving abilities, professional
communication skills, and responsibility for guided independent study.

ADMINISTRATIVE NOTE: Ensure all learners complete the induction module and sign their
individual learning plans within the first two weeks of enroliment.

Level 3 Diploma in Business Management (RQF) Overview

The Level 3 Diploma in Business Management (RQF) is a foundational pre-university
qualification (often equivalent to an A-Level standard or a foundation year) designed to
introduce students to core commercial principles, operational environments, and workplace
skills.

Below is the standard syllabus structure (based on typical UK RQF frameworks like Qualifi),

followed by a targeted set of Multiple-Choice Questions (MCQs) with answers and Case
studies.
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Learning Outcome:

For the Level 3 Diploma in Business Management (RQF)—regulated by bodies like Qualifi or
OTHM and equivalent to an A-Level / Foundation standard—the curriculum is built around
foundational competencies designed to prepare students for higher education or entry-level
business roles.

Part 1: Overall Programme Learning Outcomes
Upon completing the Level 3 RQF qualification, learners are expected to:

« Understand Foundational Principles: Gain a broad, introductory understanding of how
businesses operate, how they are structured, and how they manage internal and external
resources.

o Develop Practical Workplace Skills: Acquire fundamental competencies in marketing,
communication, recruitment, and basic resource allocation.

o Apply Commercial Awareness: Recognize the basic economic, social, and
environmental factors (such as PESTLE elements) that influence business decision-
making.

o Prepare for Progression: Build the academic and practical foundation required to
progress to higher-level studies, such as a Level 4 Diploma or an undergraduate degree.

Part 2: Core Learning Outcomes by Module
1. An Introduction to the Business Environment

e Business Structures: Identify and compare different forms of business ownership (e.g.,
sole traders, partnerships, private/public limited companies).

o Stakeholder Analysis: Examine the roles, interests, and potential conflicts among
internal and external stakeholders (e.g., employees, customers, shareholders,
government).

e Macro Environment: Investigate how external environmental factors (using frameworks
like PESTLE) impact business operations.

2. Business Resources

o Resource Categories: Distinguish between physical, human, financial, and technological
resources required by organizations.

o Resource Management: Understand how businesses source, budget, and manage these
resources efficiently to maintain operational viability and support strategic goals.

3. An Introduction to Marketing

o Marketing Concepts: Explore core marketing principles, customer needs, and market
research methods (primary vs. secondary research).

e The Marketing Mix: Apply the traditional 4 Ps (Product, Price, Place, Promotion) to
real-world business scenarios to target specific consumer groups effectively.

Page 3 of 10



4. Human Resource Management (HRM)

o Motivation Theories: Understand foundational workplace motivation concepts (e.g.,
Maslow's Hierarchy of Needs, Herzberg's Two-Factor Theory).

e HR Functions: Recognize the importance of employee development, performance
management, and maintaining positive working relationships within an organization.

5. Business Communication

o Communication Channels: Analyze internal and external communication methods
(verbal, written, electronic, and face-to-face).

e Overcoming Barriers: Identify common communication barriers in an office
environment and apply strategies to ensure clear, professional messaging.

6. Recruitment and Selection in Business

e Role Profiling: Understand the purpose and drafting process of job descriptions
(outlining duties and responsibilities) and person specifications (outlining required skills
and qualifications).

o Selection Methods: Explore the entire recruitment lifecycle, including application
screening, interview techniques, and fair selection practices.

2. Core Unit Structure & Syllabus (60 Credits Total)

The qualification comprises four mandatory core units, designed to build essential commercial
competencies:

Core Syllabus Structure
Syllabus Overview (Level 3 RQF)

The qualification typically consists of core and optional units totaling around 60 credits. The
core curriculum generally features:

1. An Introduction to the Business Environment: Examining business types (sole traders,
partnerships, limited companies), ownership structures, and stakeholders (shareholders,
employees, customers), alongside PESTLE factors.

2. Business Resources: Understanding how human, physical, technological, and financial
resources are managed and funded.
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3. An Introduction to Marketing: Exploring the marketing mix (the 4 Ps: Product, Price,
Place, Promotion), market research, and customer segmentation.

4. Human Resource Management (HRM): Basics of employee motivation, recruitment
principles, performance management, and workplace communication.

5. Business Communication: Exploring professional written and verbal communication
channels and overcoming barriers in an office environment.

6. Recruitment and Selection in Business: Looking at job descriptions, person
specifications, interviewing, and selection methods.

Unit Code Unit Title Credit Value
BM301 Business Environment & Stakeholders 10 Credits
BM302 Business Resources 10 Credits
BM303 Introduction to Marketing Principles 10 Credits
BM304 Human Resource Management (HRM) 10 Credits
BM305 Business Communication 10 Credits
BM306 Recruitment and Selection in Business 10 Credits

3. Assessment Framework & Practice MCQs

To prepare learners for formal RQF assignments and examinations, tutors should integrate
formative assessments into weekly sessions. Below are sample multiple-choice questions and
case studies covering key Level topics.

Multiple Choice Questions (MCQ) & Answers

Module: Business Environment & Ownership

Q1. Which type of business organization has a separate legal identity from its owners,
meaning the owners have limited liability for company debts?

A) Sole Trader

B) Ordinary Partnership

C) Private Limited Company (Ltd)

D) Unincorporated Association

Answer: C) Private Limited Company (Ltd)

Q2. In the context of business stakeholders, who among the following is classified as an
internal stakeholder?

A) Customers

B) Suppliers

C) Employees

D) Government regulators
Answer: C) Employees
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Module: Business Resources & Finance

Q3. Machinery, office buildings, and computer hardware are examples of what type of
business resource?

e A) Financial resources

o B) Physical resources

e C) Human resources

« D) Intangible resources

e Answer: B) Physical resources

Q4. Short-term sources of finance used by businesses to cover immediate cash flow gaps
typically include:

e A) Mortgages and 10-year bank loans

o B) Retained earnings and share capital issuances
e C) Overdrafts and trade credit

e D) Venture capital investments

e Answer: C) Overdrafts and trade credit

Module: Introduction to Marketing

Q5. In the traditional marketing mix (the 4 Ps), what does the element ""Place refer to?

e A) The physical location where the business is headquartered

e B) The channels and distribution methods used to get the product to the customer

e C) The market positioning relative to competitors

e D) The country of origin for raw material sourcing

e Answer: B) The channels and distribution methods used to get the product to the
customer

Q6. Dividing a broad target market into smaller sub-groups based on consumer age,
income, lifestyle, or geographic location is known as:

e A) Market saturation

« B) Market segmentation

e C) Mass marketing

e D) Diversification

e Answer: B) Market segmentation
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Module: Human Resource Management & Communication

Q7. Which motivational theorist is famous for the ""Hierarchy of Needs,” which ranges
from basic physiological survival needs up to self-actualization?

e A) Frederick Herzberg

e B) Abraham Maslow

e C) Douglas McGregor

« D) Elton Mayo

e Answer: B) Abraham Maslow

Q8. When a manager clearly outlines a job vacancy by detailing the required
qualifications, skills, experience, and personal attributes of the ideal candidate, they are
writing a:

e A) Job description

e B) Person specification

e C) Performance appraisal contract
e D) Training needs analysis

e Answer: B) Person specification

Module: : Business Communication

Q1. Which of the following is considered a barrier to effective communication in a
professional office environment?

e A) Active listening and asking clarifying questions

« B) Using company-specific jargon or technical acronyms with a new client

e C) Providing written follow-up notes after a meeting

e D) Choosing a communication channel that matches the urgency of the message

e Answer: B) Using company-specific jargon or technical acronyms with a new client

Module : Recruitment and Selection in Business
Q2. What is the primary difference between a job description and a person specification?

e A) A job description outlines the duties and responsibilities of the role, while a person
specification outlines the skills, qualifications, and qualities required of the candidate.

e B) Ajob description is used only for external job advertisements, whereas a person
specification is used exclusively for payroll purposes.

o C) Ajob description details the salary and benefits package, while a person specification
details the company's organizational chart.

« D) A job description focuses on the candidate's personality traits, while a person
specification focuses on office equipment requirements.
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e Answer: A) A job description outlines the duties and responsibilities of the role, while a
person specification outlines the skills, qualifications, and qualities required of the
candidate.

4. Case Study

Here are practical, level-appropriate case study topics with model answers tailored for the Level
3 Diploma in Business Management (RQF). These scenarios reflect foundational business
environments, marketing principles, finance, and communication.

Case Study 1: Business Environment & Stakeholders

Scenario: GreenlLeaf Organics Ltd. is a small, growing local bakery that supplies organic bread
to local cafes and supermarkets. The company currently uses single-use plastic packaging to
keep costs low and preserve freshness. Recently, a local community group and several eco-
conscious customers launched an online petition demanding that the bakery switch to
biodegradable packaging. Furthermore, the local municipal council is considering introducing
stricter waste disposal fees for local businesses using non-recyclable materials.

Questions & Model Answers:

e Q1: Identify two key stakeholder groups influencing GreenLeaf Organics Ltd. in
this scenario and explain their differing interests.

o Model Answer: The two primary stakeholder groups are customers/community
groups and local government regulators. Customers and community groups
have a social and environmental interest in sustainable practices (biodegradable
packaging), prioritizing environmental protection. Conversely, the local municipal
council has a regulatory and financial interest in waste management, aiming to
reduce regional landfill waste through potential fees and compliance standards.

e Q2: If GreenlLeaf management decides to ignore the community petition and keep
plastic packaging, what external macro-environmental risk (using PESTLE
elements) are they exposed to?

o Model Answer: They are exposed to Legal/Environmental and Social risks.
Socially, consumer sentiment may shift, leading to a brand boycott. Legally and
environmentally, the municipal council could pass stricter waste laws or tax
penalties, directly increasing operational costs.
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Case Study 2: Introduction to Marketing Principles (The 4Ps)

Scenario: TechStart Accessories has designed a new, budget-friendly smartphone protective
case made entirely from recycled ocean plastics. The company needs to plan its marketing mix
(Product, Price, Place, Promotion) before launching the product to university students.

Questions & Model Answers:

e Q1I1: How should TechStart apply the **Place™ (distribution) element of the
marketing mix to effectively target university students?

o Model Answer: Since the target market is university students, TechStart should
focus on digital channels (an e-commerce website with direct-to-consumer
shipping) and physical placement in campus bookstores, student union shops, and
pop-up kiosks during orientation weeks where student foot traffic is high.

e Q2: Propose a suitable ""Promotion™ strategy that aligns with both the product’s
eco-friendly nature and its student demographic.

o Model Answer: A digital-first promotional strategy leveraging social media
platforms like Instagram and TikTok. This can include partnering with student
eco-influencers, utilizing user-generated content (e.g., student-led recycling
challenges), and offering a student discount code to drive viral awareness and
initial trial.

Case Study 3: Fundamentals of Business Finance

Scenario: A retail clothing shop, Urban Threads, is reviewing its financial standing for the past
year. The owner notes that while total sales revenue was high, the business is struggling to pay
its immediate supplier bills due to cash being tied up in unsold winter inventory.

Questions & Model Answers:

e Q1l: Explain the difference between *"profit™ and "*cash flow'" based on the situation
at Urban Threads.

o Model Answer: Profit is the financial gain remaining after total expenses are
subtracted from total revenue (calculated on an accrual basis, even if cash hasn't
changed hands yet). Cash flow refers to the actual timing and movement of liquid
cash in and out of the business bank account. Urban Threads may show a paper
profit on paper, but because cash is locked up in unsold inventory, they have a
cash flow shortage.

e Q2: What basic financial statement should the owner review to see a snapshot of
what the business currently owns and owes?

o Model Answer: The Statement of Financial Position (Balance Sheet). It outlines
the company's assets (what it owns, including inventory), liabilities (what it owes,
including supplier bills), and the owner’s equity at a specific point in time.

Case Study 4: Effective Business Communication
Scenario: Apex Logistics needs to notify its 40 warehouse staff members about a mandatory shift

pattern change starting next month. Past management announcements posted on public notice
boards were often ignored or misinterpreted, leading to low attendance and friction.
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Questions & Model Answers:

e Q1: Why was the physical notice board an ineffective communication channel for
this change?
o Model Answer: A notice board is a one-way communication channel that lacks
interactivity, feedback mechanisms, and confirmation of receipt. Employees may
walk past it without reading it, leading to communication breakdowns and
resistance.
o Q2: Recommend a more effective communication approach for management to
ensure clarity and engagement.
o Model Answer: Management should utilize a blended communication
approach: an official email or digital portal notification outlining the changes
(providing an auditable paper trail), followed by a mandatory, in-person team
briefing session. This two-way channel allows staff to ask questions, voice
concerns, and receive immediate clarification, thereby reducing resistance.

5. Student Action Plan & Progress Log

Use this section during tutorial sessions to track module completion, assignment submissions,
and tutor feedback with results or grades

Module Code
BM301
BM302
BM303
BM304
BM305
BM306

CONTACT US for more info:

Target Completion

Month 2
Month 4
Month 6
Month 8
Month 10
Month 12

Email -

Status
Not Started
Not Started
Not Started
Not Started
Not Started
Not Started

info@igab.uk

Tutor Initials

Page 10 of 10


mailto:info@iqab.uk

