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Introduction 
Our examiners’ reports are produced to offer constructive feedback on candidates’ performance in the 
examinations. They provide useful guidance for future candidates.  

The reports will include a general commentary on candidates’ performance, identify technical aspects 
examined in the questions and highlight good performance and where performance could be improved. 
The reports will also explain aspects which caused difficulty and why the difficulties arose, whether 
through a lack of knowledge, poor examination technique, or any other identifiable and explainable 
reason.  

Where overall performance on a question/question part was considered good, with no particular areas to 
highlight, these questions have not been included in the report.  

A full copy of the question paper and the mark scheme can be downloaded from OCR. 

  

Would you prefer a Word version?  
Did you know that you can save this PDF as a Word file using Acrobat Professional?  
Simply click on File > Export to and select Microsoft Word 
(If you have opened this PDF in your browser you will need to save it first. Simply right click anywhere 
on the page and select Save as . . . to save the PDF. Then open the PDF in Acrobat Professional.) 
If you do not have access to Acrobat Professional there are a number of free applications available 
that will also convert PDF to Word (search for PDF to Word converter). 
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Unit 2 series overview 

 

Candidates who did well on this paper 
generally did the following: 

Candidates who did less well on this paper 
generally did the following: 

• Prepared for the exam in terms of coverage of 
content, in particular, meeting documentation 
and different methods of meeting for this 
paper. 

• Demonstrated the keys skills of analysis and 
evaluation in the level of response question. 

• Interpreted questions accurately. 
• Answered in context. 
 

• Were less well prepared in terms of coverage 
of content, in particular, meeting 
documentation and methods of meeting for 
this paper. 

• Often did not interpret questions accurately. 
• Often failing to answer in context. 
• Did not demonstrate the ability to analyse and 

evaluate effectively in the level of response 
question. 
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Question 1 (a)  

This is the first in-tray question that requires candidates to interpret the information given in Fig.1 to 
choose suitable suppliers for Green Chic. It was pleasing to see that most candidates were able to 
interpret the survey data accurately scoring full marks.  

 

  

Content removed due to third party copyright restrictions 
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Question 1 (b)  

While most candidates were able to explain likely consequences to Green Chic of not listening to its 
potential customers, few managed to answer in context to score full marks. Candidates are advised to 
avoid providing generic responses as far as possible for all the questions on the paper. Simply by 
quoting ‘clothing’ or ‘fashion’ or ‘garments’ in their response would help full marks to be given. It is 
therefore good practice to avoid using the word ‘product or service’ in their responses, which is generic 
to all businesses.  
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Question 2  
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A generally well answered question that requires candidates to show their knowledge of the different 
methods of holding meetings. Candidates who did well were able to apply their knowledge to the 
scenario by recognising that most of Layla’s suppliers were overseas. While most candidates 
demonstrated sound knowledge of web conferencing and face-to-face meetings, telephone conferencing 
was often mistaken as making telephone calls among the less able candidates. Candidates who did well 
in this question were able to describe the good and bad features of each method clearly, e.g. using 
telephone conferencing the participants do not have to travel. This knowledge is required for marks to be 
given. Candidates are advised to avoid giving vague responses such as ‘it is a quick and easy method’ 
without explaining why. 

 

Question 3 

It was evident from most candidates’ response that few understood what minutes of meetings were.  
Even among those candidates who demonstrated some understanding of minutes of meetings, there 
was a good number who misinterpreted the question and wrote about the different checks that should be 
carried out to make sure that the document is accurate. 

It is worth pointing out that ‘being/appear professional’ is too vague to be considered analysis. 
Candidates are also advised not to use the word ‘affect’ in their analyses because the mark scheme 
requires their responses to be explicit in terms of whether it is a good or adverse effect. Often analyses 
marks were lost for vague responses such as ‘it will affect their reputation’.  
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Question 4 (a)  

Another in-tray question that tests candidates’ ability to draw up a list of skills and personal attributes of 
the sales assistant that Layla is looking for according to the tasks she requires them to perform. This 
question also tests candidates’ knowledge of the content often found in a person specification. Most 
candidates performed well, showing good knowledge of person specification and the ability to identify 
personal attributes appropriate for a sales assistant. Less able candidates tended to copy the tasks 
given in Text 4 losing marks.  
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Question 4 (b)  

On the whole candidates performed well in this question showing sound knowledge of the content of a 
contract of employment. Candidates are advised to avoid giving vague responses such as ‘hours 
worked’.  
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Question 4 (c)  
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Most candidates scored around 7 or 8 marks for this question showing their ability to follow instructions 
given when composing a business document. Candidates who did well were able to follow instructions 
closely and included all the details for Layla’s enquiry. It is good practice to use the text as a checklist so 
that nothing is missed off.  

However, few candidates were able to work out the date for when the serviced office was required 
accurately, but instead gave vague responses such as ‘4 weeks from now’. While there is not a strict 
layout to follow for an email, candidates are advised to make sure that there is a clear subject outlined in 
the space provided at the top of the email as well as a polite closing. There was evidence of 
misinterpretation of the question as some candidates wrote ‘booking of serviced office’ in the subject 
space. It is very important for candidates to read the question carefully before attempting it. 
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Question 4 (d)  

Candidates’ performance on this question was generally poor with few scoring full marks. Like Question 
2, candidates were required to show knowledge of the beneficial features of email before marks could be 
given. Candidates are advised to take note of this requirement when answering similar questions on 
methods of communication, payment methods, etc. However, a good number of candidates were able to 
point out that Layla could send out the same email to various organisations thus saving time. Few 
candidates acknowledged the fact that emails help written records to be kept for future reference even 
though it is an obvious benefit compared to a telephone call.  
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Question 4 (e)  
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This is an in-tray question requiring candidates to suggest six improvements to the business card 
presented in the text. It was an easy question for most who scored at least 4 marks. Most candidates 
were able to give clear, concise and appropriate improvements instead of merely pointing out the 
weaknesses found on the business card. However, candidates are advised to avoid giving vague 
responses such as ‘the font should be clearer’ or ‘add images’. Answers without a verb should also be 
avoided, e.g. ‘image of shop’ does not constitute an instruction therefore no marks. 

 

 

 

 

 

 

 



Supporting you

If any of your students’ results are not as expected, you may wish to 
consider one of our review of results services. For full information about the 
options available visit the OCR website. 

Our priority is supporting you and your students as you prepare for  
summer 2021 exams. We’ll update our website information regularly with 
resources, guidance and key information.

• Teachers

• Students

• Exams officers

• Assessment specialists

We are sending a weekly roundup to tell you about important updates. You 
can also sign up for your subject specific updates.  
If you haven’t already, sign up here.

Attend one of our popular CPD courses to hear directly from a senior 
assessor or drop in to a Q&A session. All our courses for the academic year 
2020-2021 are being delivered live via an online platform, so you can attend 
from any location.

Please find details for all our courses on the relevant subject page on our 
website or visit OCR professional development.

ExamBuilder is the question builder platform for a range of our GCSE,  
A Level, Cambridge Nationals, Cambridge Technicals and Functional Skills 
qualifications. See the full list of available qualifications in the sign up form.

Review of results

OCR  
Professional 
Development

Signed up for 
ExamBuilder?

Supporting you 
through 2020-2021
Take a look at our  
support for:

 
 
Keep up-to-date

https://www.ocr.org.uk/administration/stage-5-post-results-services/enquiries-about-results/
https://www.ocr.org.uk/supporting-you-through-2020-2021/
https://www.ocr.org.uk/supporting-you-through-2020-2021/teachers/
https://www.ocr.org.uk/supporting-you-through-2020-2021/students/
https://www.ocr.org.uk/supporting-you-through-2020-2021/exams-officers/
https://www.ocr.org.uk/supporting-you-through-2020-2021/assessment-specialists/
https://www.ocr.org.uk/qualifications/email-updates/
https://www.ocr.org.uk/
https://www.ocr.org.uk/qualifications/professional-development/
https://www.ocr.org.uk/qualifications/past-paper-finder/exambuilder/
https://www.ocr.org.uk/qualifications/past-paper-finder/exambuilder/sign-up/


Need to get in touch?

If you ever have any questions about OCR 
qualifications or services (including administration, 
logistics and teaching) please feel free to get in touch 
with our Customer Support Centre. 

General qualifications 
01223 553998
general.qualifications@ocr.org.uk

Vocational qualifications
02476 851509
vocational.qualifications@ocr.org.uk

For more information visit
 ocr.org.uk/i-want-to/find-resources/

 ocr.org.uk
 /ocrexams
 /ocrexams
 /company/ocr
 /ocrexams

We really value your feedback

Click to send us an autogenerated email about  
this resource. Add comments if you want to.  
Let us know how we can improve this resource or what 
else you need. Your email address will not be used or 
shared for any marketing purposes. 

          I like this

I dislike this

OCR is part of Cambridge Assessment, a department of the University of Cambridge. 

For staff training purposes and as part of our quality assurance programme your call may be recorded or monitored. © OCR 2021 Oxford Cambridge and 
RSA Examinations is a Company Limited by Guarantee. Registered in England. Registered office The Triangle Building, Shaftesbury Road, Cambridge, CB2 8EA.  
Registered company number 3484466. OCR is an exempt charity.

OCR operates academic and vocational qualifications regulated by Ofqual, Qualifications Wales and CCEA as listed in their qualifications registers including A Levels, 
GCSEs, Cambridge Technicals and Cambridge Nationals.

OCR provides resources to help you deliver our qualifications. These resources do not represent any particular teaching method we expect you to use. We update 
our resources regularly and aim to make sure content is accurate but please check the OCR website so that you have the most up to date version. OCR cannot be 
held responsible for any errors or omissions in these resources.

Though we make every effort to check our resources, there may be contradictions between published support and the specification, so it is important that you 
always use information in the latest specification. We indicate any specification changes within the document itself, change the version number and provide a 
summary of the changes. If you do notice a discrepancy between the specification and a resource, please contact us.

You can copy and distribute this resource freely if you keep the OCR logo and this small print intact and you acknowledge OCR as the originator of the resource.

OCR acknowledges the use of the following content: N/A

Whether you already offer OCR qualifications, are new to OCR or are thinking about switching, you can request more information using our Expression of Interest form.

Please get in touch if you want to discuss the accessibility of resources we offer to support you in delivering our qualifications. 
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