
Intermediate 2 Command Words Workshop - Paper 1

This workshop will focus on the following aspects:

Focus 1:  Assessment of “Outline”

Focus 2:  Assessment of “Describe”

Focus 3:  Assessment of “Justify”

Questions used for the above words have been taken from the 2009 Intermediate Diet

	Outline
	A brief sketch of content.  More than naming but not a detailed description.

Candidates will not be expected to develop their answers eg no credit will be given for examples.

One mark awarded per point.  Marks indicate the number of different points expected.

	Describe
	A statement which shows understanding of a statement or concept.  Outline plus and example/explanation or expansion.  At Int 2 level may be linked to advantages and disadvantages.
One mark for outline plus one for additional comment.

No marks for simply naming/identifying.

	Justify
	State why a course of action has been chosen.  Give good reasons for ...
This could be linked to other command words eg Identify.

One mark per justification.


Instructions for markers:

· Markers are instructed to mark a    1    beside the text which they consider worthy of a point.

· Markers should add up marks awarded and put total in the right-hand margin eg  3/4
· With description questions, markers are instructed to look for 2 points for each description.

Focus 1 – “Outline”
· Read through the question

· Read through the 2 candidates’ scripts

· Mark the 2 candidates’ scripts – use annotation suggested

· Discuss both marking instructions and marks allocated with your group


Marking instructions
	(i)  foreign currency

· useful for small expenses

· accepted in all shops

(ii)  a credit card

· can withdraw cash from ATMs while abroad

· accepted in most shops/hotels

· more secure than carrying cash

· can be charged directly to the business

· avoids exchange rate variations

· better exchange rates available

· easier to keep track of the expenditure because the statement is detailed

· full balance doesn’t need to be paid immediately

DO NOT ACCEPT same advantage for both

DO NOT ACCEPT examples of purchases/payments

DO NOT ACCEPT vague answers eg not carrying around cash




Candidate 1
	(i)
	If foreign currency is used then every time something is paid 
	
	 

	
	for some currency will be lost from your total meaning you 
	
	 

	
	cannot lose track of how much you are spending and 
	
	 

	
	recklessly overspend.
	
	

	
	
	
	

	(ii)
	A credit card allows you to purchase expensive items without
	
	

	
	having to carry around large sums of money to pay upfront.
	
	

	
	
	
	


Candidate 2
	(i)
	An advantage of using foreign currency would be if the
	
	 

	
	person travelling needed to purchase a small, cheap item.
	
	 

	
	
	
	

	(ii)
	An advantage of using a credit card would be that the traveller
	
	

	
	need not worry about paying for the item straight away.
	
	

	
	
	
	


Focus 2 – “Describe”

· Read through the question

· Read through the 2 candidates’ scripts

· Mark the 2 candidates’ scripts – use annotation suggested

· Discuss both marking instructions and marks allocated with your group


Marking instructions
	(i)  employees

· swipe cards

· combination locks

· CCTV

· identity badges

· security guard

· sign-in procedures/visitors badges

Answers must make reference to the security of employees  (max 2)
(ii)  equipment

· locked doors

· CCTV

· identity marking

· serial numbers recorded

Answers must make reference to the security of equipment (max 2)
Be aware of repetition within each section

DO NOT ACCEPT same point for both sections




Candidate 1

	(i)
	By giving employees identification cards it will be easier to see
	
	 

	
	any unauthorised people in a business which will ensure the
	
	 

	
	employee’s security
	
	 

	
	
	
	

	(ii)
	Important and expensive equipment should kept in a locked 
	
	

	
	room and the issue of keys should be monitored carefully to
	
	

	
	ensure the security of the equipment.
	
	


Candidate 2

	(i)
	By having a security door it prevents any stranger from 
	
	 

	
	gaining access to the building. Also any visitor will have to
	
	 

	
	be admitted by a receptionist and given a badge to confirm 
	
	

	
	they are allowed access and any staff member must also wear 
	
	

	
	a badge to make sure that everyone has been allowed in.
	
	

	
	
	
	

	(ii)
	By marking equipment with ultra violet markers equipment
	
	

	
	Can be identified if stolen and doors should be locked and the
	
	

	
	key be in the safe hands of a member of staff.
	
	

	
	
	
	


Focus 3 – “Justify”

· Read through the question

· Read through the 2 candidates’ scripts

· Mark the 2 candidates’ scripts – use annotation suggested

· Discuss both marking instructions and marks allocated with your group


Marking instructions
	Any 2 from

· Ease of contacting many customers simultaneously, eg to recall a product or to give information to customers. 

· Mailing lists suitable to the organisation can be purchased, improving the chances of reaching the correct customers/potential customers. 

· Customer can be contacted when they have purchased goods so that feedback can be sought and improvements in service made. 

· Customers can be contacted about special offers/savings/discounts, so that they have the opportunity to buy before general public. 

· Customers receive personalised letters making them feel more valued/increasing the chance of reading letter. 

Accept any reference to texts/emails/letters/flyers/newsletters/postcards




Candidate 1

	
	Mailing lists improve customer service because discussion
	
	 

	
	groups can let customers have a voice and complaints can be
	
	 

	
	dealt with quickly and effectively which improves customers 
	
	 

	
	thoughts on the organisation and can give them a good
	
	

	
	reputation.  Letters can improve customer service because it is
	
	

	
	a formal way to contact a customer and this shows the 
	
	

	
	customer that they regard and listen to their customer which 
	
	

	
	are good things in customer service.
	
	


Candidate 2

	
	Mailing lists can improve customer service because if a 
	
	 

	
	customer is added to a mailing list after they have used the 
	
	 

	
	organisation, then the organisation will not miss out any of 
	
	

	
	its customers when it sends out emails or newsletters and will 
	
	

	
	not favour any of them as they will all receive the same 
	
	

	
	information.
	
	

	
	This information could be of benefit to the customer as it may 
	
	

	
	contain deals which would save them money and notify them
	
	

	
	of any changes to the organisation or the service they provide
	
	

	
	increasing customer loyalty and profits.
	
	

	
	
	
	


End of Int 2 command workshop tasks





































Describe how an organisation can ensure the security of its:





employees;





equipment.


(4 marks)





Organisations must communicate effectively with customers.





Justify the use of mailing lists to improve customer service.


 (2 marks)





Various methods of payment can be used to meet business expenses when travelling abroad.





Outline one advantage of using


 


foreign currency





credit card.


(2 marks)
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