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The Business Environment
Aim- a broad statement of what a business would like to achieve over a longer period of time.

Cash flow- the amount of money flowing into the business from selling and the amount flowing out of the business to buy materials and pay for bills.

Ethics- principles and values that influence how a business is run.

Growth- the increase in size of a business’s sales, stores or profit.

Legislation- laws passed to make sure that businesses are responsible. 

Market Share- the amount of sales a business has compared to the whole market, usually expressed as a percentage. 
Objective- a specific target for a business to meet, which helps them to achieve their overall aim(s).
Profitability- the ability to make a profit. 

Stakeholder- a person or group with an interest in the business.

Sustainability- running a business that cares about the resources it uses.  For example, a business that uses a lot of paper might support a tree planting scheme. 

Trade union- an organisation that employees can join, which represents their interests.

Administration
Administration- the tasks that support the main purposes of the business and ensure that it is run effectively.
Authority- someone with authority has the right to make a decision and perform a task.  

Data- facts and figures of any sort held by a business that can be processed to give information.
Data processing- dealing with data in a way that makes it more useful to the user providing information.
Data retrieval- finding the data needed as quickly and simply as possible.

Delegation- Passing on responsibility.
Disseminate- pass on data to those who need to use it.
Hierarchy- a business that has several layers of managers and supervisors from the top to the bottom.

Human resources- the business function responsible for all aspects of recruiting and retaining employees. 
Marketing- the business function responsible for linking the business with its customers through activities such as market research, advertising and promotions.
Non- routine decision – a decision that is taken less frequently, for example, launching a new product.

Non- routine task- a task that does not need doing regularly, such as preparing information for a review or inspection. 

Operations- the part of the business that produces goods or organises services in the correct quantities to meet customer requirements. 

Plan- a set of decisions about how to do something in the future.

Prioritising- deciding which tasks are more important to the success of the plan and working out the order for doing them.

Research and Development- the business function that investigates how products can be improved and new ones developed. 

Responsibility- having control over how a task is carried out and the duty to make sure it is done as well as possible.
Routine decision- a decision that will be made on a regular basis usually by people lower in the business structure.

Routine task- a task such as filing or inputting data into a database, which will be carried out regularly.  Few skills are required to carry it out.

Supervisor- someone who makes sure that other people are carrying out their job correctly and safely

The Working Environment 
Cellular office- a workplace that has many small office spaces where doors can be closed and small numbers of people work within them.

Efficient- when time, space or energy is used as little waste as possible.

Ergonomics- the fitting of people who do the job to the task and equipment they use to carry out that task.

Environmentally friendly- carrying out activities in such a way that they do not harm the environment. 
Flexi-time- an arrangement were the working day has core hours that must be worked and then flexibility to work the remaining hours as the employee chooses.

Open-plan office- an office which is one room with few or no partitions, where everyone works in a shared space.

Recycle- collect paper, plastic, glass etc so that it can be processed and used again or made into something else.
Regulation- the official rules to protect people whose work involves using a computer screen.
Repetitive strain injury- An injury caused by using a keyboard for long periods of time without a break, and poor posture at the computer.  It can cause wrist pain and stiffness.
Sustainable- business activities that can continue over a period of time without harming the environment.
Hot desking- workers do not have their own desk but share a workspace as it is needed.
Teleconferencing- technology that allows more than one person to participate in a telephone conversation/ meeting.  Participants might not be in the same building or country.
Teleworking- using broadband connections, computers and mobile phones to work from home for some or all of the week.

Videoconferencing- similar to teleconferencing, but where the participants are able to see one another and share computer files. 
Workstation- a combination of furniture and equipment an employee uses- in an office this is usually a desk, chair and computer
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Security of data
Authorised Access-   someone using data on a computer with official permission.
Data Protection Act- this act was passed to prevent unauthorised use of personal data held on computer files. 

Encryption- the process of translating data into a secret code, so that only those with the right passwords or key can access it.  This single key is used by the sender to recrypt the data by the receiver to decrypt the data.
Firewall- this stops unauthorised users accessing computer networks through the internet.  The firewall can be a piece of hardware or software.

Hard copy- a print out on paper

Hardware-the physical components of the computer e.g. the printer
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Information commissioner- The person who head the Information Commissioner’s Office, which aims to promote access to official information and protect personal data.

Input device- any equipment that feeds data into a computer.

Output device- equipment that can show the data stored in a computer.

Password- a series of secret characters that lets someone access a network, program or file. 

Primary data- new information collected for a specific purpose.  For example results from a questionnaire.

Secondary data- data which already exists.  For example researching information from government or commercial reports.
Software- Computer programs and data
Storage device- a piece of equipment capable of storing electronic data.

Unauthorised access- someone using data on a computer without official permission.
Virus- a program or code on your computer against your wishes.  It can replicate itself and can soon take up all of the available memory and bring the system to a halt.  Virus protection software should be used to detect a virus before it causes damage. 
Wireless connections- two or more computer systems linked together using radio waves to carry communications 

Recruitment and Selection of Staff

Contract of employment- an agreement, usually written about terms and conditions of employment.
Curriculum Vitae (CV)- a summary of a person’s education and work experience. 
Discrimination- treating someone differently because of their gender, race, disability or age. 
Equal opportunities- the principle that everyone should be treated equally regardless of their race, gender, age or level of their disability when being recruited, selected, trained, paid and promoted in work.
Equal Pay Act- A law which states employees should get equal pay for equal or comparable work.

External recruitment-using means outside the company to advertise vacancies.
Full-time contract- employment for standard hours.

Internal Recruitment- filling vacancies from within the business through promotion, retraining or relocation. 
Job description- the job title, brief details of duties, who the job holder is responsible to and for.
Part-time contract - for a proportion of the full-time hours.
Permanent contract- continues indefinitely. 

Person specification- the skills, qualifications, experience and personal  qualities of the ideal candidate. 
Recruitment agency- an organisation, external to the company. That assists in the recruitment process.

Temporary contract- applies for a stated period of time. 

Training and Rewarding Staff 
Bonus- extra money for achieving a specific target, often paid annually.

Commission- extra money received for making a sale, normally a percentage of the value of the sale. 
External/ off- the job- training- happens away from the place of work. 
Fringe benefit- additional reward given to some or all employees as well as their pay. 
Induction training- training to inform new employees about the company and the roles, processes and policies within it.

In-house training- happens at the place of work while completing work.

Overtime-  extra pay for working longer than normal hours, often a higher rate than normal pay is rewarded. 
Salary- quoted at an annual rate and paid monthly.
Wage- quoted at an hourly rate and paid weekly.

[image: image5.jpg]



[image: image6.jpg]|

4




Communication  
Agenda- details of what is to be discussed at a future meeting.
Chain of command- the formal internal pathways on a business showing how communications are passed up and down. 
Communication- the transfer of a message from the sender to the receiver.
Complimentary close- The ending to your letter e.g. Yours Faithfully

Confidential- information or data only available to people with authorised access.
External communication- communication outside the business e.g. the sales department with the suppliers.

Fax- a machine capable of sending pictures and texts via telephone to another fax machine.
Formal communication- information with some importance e.g. a warning letter on lateness. 

Informal communication- This is simply passed by word of mouth.  
Internal communication- messages between people working in the same organisation. 
Jargon- a specialised language for a particular group or industry which is unfamiliar to the general public. .
Medium- a way of communicating any information or data for any purpose. 

Minutes- written records of meetings for future reference.

Salutation- This the greeting of a letter e.g. Dear Sir.
Verbal communication- spoken communication e.g. by telephone or face to face contact. 
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ICT and Business Communications 
Back up- A back up of a file is another copy of it. 

Cell- each individual box on a spreadsheet.

Column- part of a spreadsheet labelled by letters

Character- these are the letters A to Z
Word processing- using dedicated application software to create, edit, format and print documents.

Spreadsheet- software application in which the working area is divided into cells, rows and columns. Text and numbers are typed into the cells to be manipulated using formulae, and stored for future use. 
Data- numbers or characters (letters).
Data- capture forms- a user friendly way of collecting information for storing in a database.

Database- a computer based filing system.
Desktop publishing- combines pictures and texts. 
Field- part of a database with a specific title to record data relating to the records. 
Format- This represents the layout.

Graphics- pictures or symbols which can be processed by a computer.

Intranet- a network that is shared within the business. 

Input- The data which is to be entered into the computer.
Local area network- a computer network set up for a single building or site.
Mail merge- The merging of data files and a standard letter to produce a personalised letter. 
Merge- to combine one or more files 
Monitor- a screen used to display the output from a computer

Mouse- a hand held input device with buttons. 


Output- this will include either a hardcopy (printout) or a soft copy (on screen).

Record- a collection of fields (e.g. data about one employee)
Row- part of a database or spreadsheet labelled in numbers. 

Search and replace facility- this lets the operator find a word and replace it with another when word-processing.

Wide area network- where several LANs  are connected
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The Internet and E-commerce
Browser- software that allows the use to view content on the internet. 
Competition- other businesses operating in the same market.

E-commerce- the buying and trading of products and services over the internet. 
Hacker- a person gaining access to a computer.
Internet- a global system linking individual computers and computer networks together.
Online catalogue- a list of products stocked or manufactured by a business that can be accessed by a computer.

Payment protection- a way to buy or sell online securely.
Secure Sockets layer (SSL) - the standard security technology for creating an encrypted link between a 
web server and a browser.
Website- a related collection of web pages linked by one home page.
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