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• Do not write in the bar code.
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Section A 

This section relates to the case study on Keep Fit Sports Centre (KFSC). 

1 Administration is one job function within KFSC’s main office.

 Identify one other job function within the main office and describe four tasks carried out.

Job function  ......................................................................................................................................

Task 1  ............................................................................................................................................... 

 ..........................................................................................................................................................

Task 2  ............................................................................................................................................... 

 ..........................................................................................................................................................

Task 3  ............................................................................................................................................... 

 ..........................................................................................................................................................

Task 4  ...............................................................................................................................................

 ..................................................................................................................................................... [5]

2 Describe the role of the Membership Manager at KFSC.

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..................................................................................................................................................... [5]
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3 KFSC uses external suppliers to provide services. 

 Identify one external supplier of services to KFSC and describe the interaction between the 
supplier and KFSC staff.

Supplier  ............................................................................................................................................

Interaction  ........................................................................................................................................ 

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..................................................................................................................................................... [4]

4 Payroll is an important process for KFSC. Each member of staff has a unique staff number that 
identifies their payroll record.

 (a) Identify one other item of information that must be input for hourly paid staff. Explain how this 
information is obtained and entered.

Item  ...........................................................................................................................................

Explanation  ...............................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [6]
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 (b) Describe the processing and calculations carried out by the payroll system.

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [5]

 (c) Payslips are the main output from the payroll system. Some of the information on a payslip 
relates to external organisations.

  
  Identify two external organisations that the information on a payslip relates to and an item of 

information that relates to each.

  

Organisation Information

1.

2.

[4]
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5 Describe the ICT system used at reception for taking bookings and checking in members. You 
should include details of the hardware and software used, examples of input data and outputs, 
and the processes carried out.

Hardware  ..........................................................................................................................................
 
 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

Software  ...........................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

Input data  .........................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

Outputs  ............................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

Processes  ........................................................................................................................................

 ..........................................................................................................................................................

 ..........................................................................................................................................................

 ................................................................................................................................................... [10]
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6 The Shop Manager wants to improve the systems used in the shop.

 (a) Explain one strength of the systems currently used in the shop.

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [2]

 (b) Explain two weaknesses of the systems currently used in the shop.

Weakness 1  ..............................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

Weakness 2  ..............................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [4]

 (c) To improve the systems currently used in the shop, the Manager must overcome weaknesses 
in the current systems.

  (i) Explain one way the shop systems could be improved.

 ...........................................................................................................................................

 ...........................................................................................................................................

 ...........................................................................................................................................

 ...................................................................................................................................... [2]

  (ii) Explain one benefit this improvement would bring.

 ...........................................................................................................................................

 ...........................................................................................................................................

 ...........................................................................................................................................

 ...................................................................................................................................... [2]

  (iii) Identify one problem associated with this improvement that may need to be overcome. 

 ...........................................................................................................................................

 ...................................................................................................................................... [1]
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Section B

You do not need the case study or your notes to answer these questions. 

7 All organisations keep personnel records and these are sometimes linked to training records. 

 (a) Identify three items of information, other than name and address, that are typically held in 
personnel records.

Item 1  ........................................................................................................................................

Item 2  ........................................................................................................................................

Item 3  ................................................................................................................................... [3]

 (b) Explain how training records might be used.

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [4]
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8 Most organisations use the Internet and many also use an intranet.

 (a) Explain the difference between the Internet and an intranet.

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [2]

 (b) Describe one way an organisation might use the Internet.

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [2]

 (c) Describe one way an organisation might use an intranet.

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [2]
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9 Technological developments and the increased use of ICT have led to changes in working 
practices. 

 (a) Identify one possible change in work location.

 ...................................................................................................................................................

 .............................................................................................................................................. [1]

 (b) Explain one positive effect of these developments on the social aspects of employees’ lives.

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [2]
 
 (c) Explain two negative effects of these developments on the social aspects of employees’ 

lives.

Effect 1  ......................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

Effect 2  ......................................................................................................................................

 ...................................................................................................................................................

 ...................................................................................................................................................

 .............................................................................................................................................. [4]
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