

2

[image: ]
[bookmark: _heading=h.gjdgxs]Western Cape Education Department
Directorate: Curriculum FET

		
	

[image: ]


BUSINESS STUDIES


REVISION BOOKLET 

2025 TERM 3 & 4

Grade 10



PROPOSED SOLUTIONS









1. [bookmark: _tyjcwt]CREATIVE THINKING & PROBLEM SOLVING
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[bookmark: _3dy6vkm]1.1:   Complete the following regarding the advantages/benefits of creative     
          thinking in the workplace. Use the concepts below

	motivation
	productivity
	problems

	ideas
	competitors
	



	· New, innovative, and better … and solutions are generated.
· Creativity is key to staying one step ahead of...
· Complex business … may be solved.
· It leads to an increase … of the entire business.
· It improves … amongst staff members.
	ideas
competitors
problems
productivity
motivation
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1.2: Complete the following regarding ways in which businesses use creative  
        thinking to generate entrepreneurial opportunities. Use the concepts below

	staff
	brainstorming
	alternative

	ideas
	communication
	creative



	· Design environments that stimulate…  thinking.
· Encourage … to come up with new ideas and solutions.
· Encourage … ways of doing things.
· Respond enthusiastically to all … and never let anyone feel less important.
· Make time for … sessions to generate new ideas, for example, holding regular workshops.
· Place suggestion boxes around the workplace and keep … channels open for new ideas.

	creative
staff
alternative
ideas
brainstorming
communication
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[image: ]1.4 Indicate which of the following statements refers to decision making or problem solving. 

	
	
	Decision making /Problem solving

	1
	The process of choosing from several alternatives.
	Decision making 

	2
	Involves a group/team.
	Problem solving 

	3
	It involves analysing the problem to identify solutions.
	Problem solving 

	4
	One person usually makes decisions.
	Decision making

	5
	Alternative solutions are identified and evaluated
	Problem solving

	6
	Various alternatives are considered before deciding on the best one.
	Decision making

	7
	It is part of the problem-solving process where a solution is chosen.
	Decision making

	8
	The process of finding a solution to a problem.
	Problem solving




         Problem-solving techniques
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1.5  Use the list below to Identify the problem-solving technique for each 
       of the descriptions below

	Brainstorming
	Nominal Group Technique
	The Delphi Technique
	Force Field Analysis




	1. Force Field Analysis
	2. The Delphi Technique

	· Technique used to compare the driving and restraining forces to create an informed decision. 
· This technique will improve the quality of decisions and increase the chances of success.
	· A method that relies on a panel of experts to find solutions to a problem. Experts do not have to be in the same place. 
· This technique uses a series of questionnaires to obtain feedback from experts. The questionnaires are summarised to bring about the agreement from the different views.


	3. Brainstorming  
	4. Nominal Group Technique

	· Brainstorming is a group activity to find a solution for a specific problem by gathering a list of ideas spontaneously. 
· It is a method for inspiring creative
   problem solving by encouraging group members to come up with thoughts and ideas. 
· Some of the ideas can be crafted into original, creative solutions to a
· problem, while others can spark even more ideas.

	· Nominal Group technique requests each employee to silently brainstorm and generate many ideas on their own and to write them down. 
· A voting process is added to rank the ideas that are generated. 
· Everyone in the group is expected to participate in silence.






2. BUSINESS OPPORTUNITY & RELATED FACTORS
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2.1   Complete the following regarding the importance of assessing needs   
              and  desires in identifying a business opportunity. Use the concepts
                         below

	target
	business
	desire

	unlimited
	market
	successful



	· Needs and desires are the keys to a … business opportunities.
· The success of a business opportunity depends on the awareness and fulfilment of 
           the … market.
· Businesses should create a … for their product through well-designed advertising and 
           marketing campaigns.
· Needs and desire create a guarantee for a ….
· Every need and every desire are a possible  … opportunity.
· It is easier to find something that people want and to create a business around that 
          since desires are …
	successful
target

desire

market
business

unlimited
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2.2  Complete the following with regard to the importance of market   
                     research for a business. Use the concepts below

	customer
	product
	opportunity
	risks

	information
	gaps
	needs
	



	· Market research assesses the … and desires of customers
· Entrepreneurs gain …  about industry trends and the actions of their 
             competitors
· Helps the business in developing and enhancing the …
· Guides business to minimise risks and identify … in customer expectation.
· Can be used to identify a business ...
· Can guide a business to minimise … 
· To identify gaps in … expectations.
	needs
information
product
gaps
opportunity
risks
customer
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2.3        Indicate which of the following statements refers to internal market   
                           research and which refers to external market research.  
                           
	Statements
	External/Internal

	· Focuses on the interaction between the business and the customers.
· Usually conducted by a person within the company
· Employees are familiar with both customers and products which means they are uniquely capable of generating new ideas and how to market it
· Information about the target market, environment, customers’ needs, and  desires are obtained
· The feedback is obtained from customers, potential customers, and suppliers
· Different resources with the business are used to gather information to make
· informed decisions
· Usually conducted by an outside specialist
· Focuses on the factors within the business

	External
Internal
Internal

External

External
Internal

External
Internal
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2.3.1  Complete the following regarding the benefits of a SWOT analysis. Use  the concepts below

	quickly
	opportunity
	challenges

	focus
	expensive
	planning



	· It is not  … to compile a SWOT analysis.
· It is a … tool that can help a business to make decisions.
· It gives a big picture of a business ...
· It can help a business to  … on what is important.
· It  can be done … , and you have the analysis immediately available.
· Useful to find possible  … in all three business environments.
	expensive
planning
opportunity
focus
quickly
challenges
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2.4  Complete the following regarding the limitations of  SWOT analysis. Use  
              the concepts below. Use  the concepts below

	business
	solutions
	ideas

	information
	prioritise
	




When you are conducting a SWOT analysis, you should keep in mind that it is only one stage of the business planning process. For complex issues, you will usually need to conduct more in-depth research. A SWOT analysis may be limited because it:
	· Does not  … issues
· Does not provide … or offer alternative decisions
· Can generate too many … but not help you choose which one is best
· Can produce a lot of … , but not all of it is useful.
· May cause businesses to overlook certain aspects in the …
	prioritise
solutions
ideas
information
business










3. PRESENTATION OF BUSINESS INFORMATION
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3.1 Complete the following regarding the importance of  business 
              Reports. Use the concepts below:

	department
	issues
	performing

	decision
	information
	



A business report is a key communication tool that provides an evaluation of a particular issue relating to the business.
	· A business report aims to provide a critical analysis of how the business is … in  
       all business functions of the organisation.
· Business reports are used to guide … making in the business.
· It allows business owners and senior management the opportunity to 
       investigate and solve any identified ...
· Senior management relies on business reports to inform them of what each … 
      is doing.
· Business reports provide important … for management that is timely and 
       factual.
	performing

decision

issues

department
information
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3.2 Indicate which of the following refers to Verbal or Non-verbal   
              presentations 
	3.2.1: Verbal
	3.2.2: Non-verbal

	· Presentation is delivered through speech or orally. 

	· Refers to the transfer of information through the use of business reports, handouts, charts, and posters with the support of visual aids.
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3.3 Complete the following regarding guidelines on writing an  
              effective business report. Use the concepts below:

	basic
	improvement
	presented
	information

	scope
	target
	briefly
	correct



	· Determine the … of the report.
· Determine the  … audience of the report.
· Determine how the report should be ...
· Collect the necessary ...
· Write … and only include important information.
· Use … language and clear short sentences.
· Spend time revising the report and … spelling mistakes and grammatical errors.
· Get someone to look at the report and to make suggestions for …
	scope
target
presented
information
briefly
basic
correct
improvement
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3.4 Identify the type of visual aids from each of the statements  
             Below. Use the concepts below:

	Graph
	Diagrams
	Tables
	Illustrations



	Statements
	Type of visual aid

	· Pictures or images to clarify texts.
· Used to enhance brand messaging and help persuade, inform, and influence customers.
	Illustrations

	· Pictorial representation or a diagram that represents data or values in 
an organized manner
	Graph 

	· Data structure that organises information into rows and columns.
· Used to compare and contrast information.
	Tables

	· Charts  that clearly show what happens at each stage and how it affects other
           decisions and actions.
· Used to communicate to others how a process is done.
	Diagrams
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3.6        Identify the graphs from each of the statements below. Use the
              concepts below:

	Pie chart
	Bar graph
	Line graph




	Statements
	Type of graph 

	· Consists of points and lines showing the relation between the points.
· Used to compare changes over a specified period.
	Line graph 

	· A circular graph that is divided into segments (that is, slices of pie).
· Used to show the relationship between parts or percentages of a whole.
	Pie chart 

	· Shows data using rectangular bars.
· Used to compare data between distinct categories.
	Bar graph
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3.7        Complete the following regarding the importance of visual aids.  
              Use the concepts below: 

	interest
	presentation
	data

	message
	points
	support



	
· Diagrammatic … presentation allows understanding of data more easily.
· It helps illustrate … to the reader/audience more easily and effectively.
· It also helps maintain the audience’s … during the presentation.
· It engages the audience with the … , making them remember it afterward.
· Diagrams are interesting, relevant, and  … the presentation.
· Visual aids will effectively help convey the ...
	
data
points
interest
presentation
support
message
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3.8         Indicate which of the following refers to the advantages or 
               disadvantages of visual aids

	
	Advantage/
Disadvantage

	· Visual aids simplify the presentation when using complex information.
	Advantage

	· Too many diagrams and graphs can be confusing to the audience.
	Disadvantage

	· Graphs do not require much explanation.
	Advantage

	· Information can easily be manipulated, causing false interpretations
	Disadvantage

	· It may distract the audience from the speech as they pay more attention to the visual aids.
	Disadvantage

	· Preparation of graphs and diagrams is time-consuming.
	Disadvantage

	· A lot of information can be displayed in an easy-to-understand format.
	Advantage

	· Graphical representation of information helps with understanding and identifying patterns and trends in data.
	Advantage
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3.10    Factors that must be considered when preparing a presentation
Complete the following. Use the concepts below:
	background
	venue
	draft
	aim
	time

	presentation
	feedback
	content
	purpose
	visual



	· The … and main points of the presentation
· Capturing the main … in the introduction of the presentation
· Being fully conversant with the … of the presentation
· Knowing the … of the audience to determine the appropriate visual aids
· Preparing a rough … of the presentation with an introduction, body, and 
    conclusion
· Creating  …  aids that will assist in getting the point across effectively
· Visiting the … and ensuring that the equipment provided is working and 
      suitable
· Considering the … frame for the presentation
· Practicing the … and note how long it takes
· Preparing for the … session by anticipating possible questions.
	purpose
aim
content
background
    draft

visual
    
    venue
    time
presentation
feedback
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3.11     Factors that must be considered when designing a presentation 
Complete the following. Use the following concepts.

	legible
	hyperlinks
	content
	background

	images
	effects
	spelling
	text



	
•	starting with the … and headings
•	using … font and font size
•	selecting a suitable … that would not distract from the content
•	choosing … that may help to communicate the message
•	including graphics and images related to the … 
•	adding special  … to support the message
•	creating  … to allow quick access to other files
•	making sure there are no grammatical or  … errors

	
text
legible
background
images
content
effects
hyperlinks
spelling





















4.	BUSINESS PLAN
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1.1 The importance of a business plan 

Complete the following. Use the following concepts

	investors
	success
	problems
	financial

	entrepreneurs
	direction
	guides
	




	· A business plan helps … to set goals and objectives.
· It can be used to attract … and prospective employees.
· The business plan … the entrepreneur on the viability of his/her business idea.
· It also helps the entrepreneur to identify  … that may arise and helps      
           management to take steps to avoid these problems.
· It evaluates the …  of the business.
· It is essential when applying for  …  assistance from investors or lenders.
· It gives … once the business is operating.
	entrepreneurs
investors
guides
problems

    success
financial
direction
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1.2 Indicate which of the following refers to the vision; mission or 
             goals & objectives of a business

	
	Vision; Mission or Goals & Objectives 

	· Describes the purpose of the business and explains why the business exists.
	Vision

	· The long-term objectives are formulated to provide direction for the company to achieve the vision.
	Goals & Objectives

	· Describes how the business will achieve its purpose.
	Mission 

	· They are also specific and measurable – just like the mission statement.
	Goals & Objectives

	· It addresses how entrepreneurs hope to achieve their vision.
	Mission

	· It is the long-term goal of how entrepreneurs see their business in the future, and how they want to grow.
	Vision

	· It focuses on business operations, and it is specific and measurable.
	Mission

	· It addresses profit, growth, purpose, and stability.
	Vision

	· The short-term objectives are specific steppingstones to reach short-term goals to achieve long-term goals.
	Mission
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4.3.  Importance of a Marketing Plan

Complete the following: Use the concepts below:

	target
	promote
	research

	results
	customers'
	




	· A marketing plan helps businesses to … products and services.
· It is a process to understand more about what the business’s  …  need.
· The … market refers to the people who are likely to buy the product or service offered by the business.
· The business must conduct a market … to know about the following factors of the target market: age group, gender, personality, income, and education.
· The … of the market research are important – they indicate the target market and their interest in goods and services.
	promote
customers’

target

research
   results
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4.4          Identify the 7Ps of the marketing mix that applies to Zama Zama 
                Wholesalers in each of the statements below:


	4.4.1 Zama Zama Wholesalers advertise their products on social media to increase the number of    customers. 
4.4.2     Zama Zama Wholesalers employed skilled workers who contribute
4.4.3     Zama Zama Wholesalers keep their goods in a secure location				(6)
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4.5      Identify from the list below FIVE strategies to overcome 
           competition 

	· Sell quality products and services
· Offer after-sales services
· Promote inferior products
· Charge reasonable prices
· Deny customers after care services
· Conduct intensive marketing campaigns
· Sell products are the highest possible price to customers
· Make use of creative advertising slogans

	

X

X

X





5.	RELATIONSHIPS & TEAM PERFORMANCE
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5.1     Benefits of teamwork 

Complete the following. Use the following concepts

	support
	communication
	control
	learn

	more
	productivity
	objectives
	




	· The members of the team … from each other and grow.
· The team achieves … than the individual.
· Good teamwork helps business to achieve its...
· Gives employees more … over their jobs.
· The performance of all team members improves because they  … each other’s skills.
· Teamwork encourages workers to increase their range of skills to increase ...
· Teamwork improves effective ...
	learn
more
objectives
control
   support
productivity
communication
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5.2           Ways in which businesses can create an environment that 
                 enables teams to work effectively

Complete the following: Use the concepts below:

	values
	brainstorming
	communicating

	ideas
	objectives
	rules



	· Ensure the team clearly understands the business ...
· Set ground … for the team.
· Establish team … and goals
· Consider each employee’s  … as valuable.
· Be clear and specific when  … to prevent confusion.
· Encourage listening and ...
	objectives
rules
values
ideas
communicating
brainstorming
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5.3     Ways in which businesses can address factors that influence team 
           relationships

Complete the following. Use the following concepts

	decisions
	communicating
	rewarded

	members
	ideas
	employees




	· The business can make sure that …. understand and believe in business objectives.
· The business should listen to employees when they share ...
· Important … should be taken through a process of teamwork.
· Good teamwork needs to be … and mistakes must be viewed as opportunities to   learn and grow.
· Being clear and specific when … to prevent confusion.
· Encouraging trust, respect, and cooperation among … of the team.

	employees
ideas
decisions

rewarded
communicating
members






Criteria for successful team performance

	Clear objectives and agreed goals
	Interpersonal attitudes and behaviour

	Shared values and mutual respect
	Communication

	Cooperation/Collaboration
	Mutual respect, support, and trust
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5.5.  Indicate which of the following statements refers to the above 
                              criteria for successful teams

	1 Communication
	2 Cooperation/Collaboration

	· Efficient communication between team members may result in quick decisions.
· Quality feedback from team members will improve the morale of the team.
· Open discussions between team members will lead to effective problem solving
	· All team members should actively participate in the decision-making process.
· Show a willingness to cooperate as a unit to achieve team objectives.
· Cooperate with management to achieve team/business objectives.
· Agree on how to get a task done effectively and without wasting time on conflict resolution.

	3 Clear objectives and agreed goals
	4 Interpersonal attitudes and behaviour

	· Team members  must agree on goals and set clear objectives.
· Team members who agree to the goals will be more committed.
· Team members will show  more commitment if the objectives are understood clearly. Teams need to  focus on the agreed goals essential for success.
· Team members should know what they want to achieve.
	· Team members have a positive attitude of support and motivation towards each other.
· Good interpersonal relationships will ensure job satisfaction and, in this way, increase the productivity of the team.
· Team members are committed and enthusiastic towards achieving a common goal.
· Team leaders give credit to members for positive contributions.

	5 Mutual respect, support, and trust
	6 Shared values and mutual respect

	· Team members must not fear being laughed at or rejected for expressing concerns. This will encourage participation.
· Team members should consult with all group members.
· Team members should learn from one another.
	· Shows respect for the knowledge or skills of other members.
· Perform team tasks with integrity meeting team deadlines with necessary commitment to team goals.
· Shows loyalty ,respect and trust towards team members despite differences
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