
Business Education Department 
Course Choices 
 

We are aware that you are now considering your courses for 
next year. 
 
Below is some information about the different pathways that 
you can follow within Business Education in S5/S6.  

 
You have the options of Administration and IT, Business Management, Economics 
and Retail 
 

  

Administration & IT (Higher) 
 

Choose Higher Admin and IT, a decision your future self will 
thank you for! Presentation skills in a business report that 
gets you a promotion, data analysis, references in your 
dissertation, completing the farm accounts, effective 
communication and leadership.  

 
A few words from a former student: 
 
"The skills that I learnt in Higher Admin and IT are ones that I use regularly at university. Admin and IT 
allowed me to develop skills in Word, PowerPoint and Excel which are all platforms I regularly use at 
university for course work and assignments. 
  
The skills that I learnt before coming to university have helped me a lot when engaging with course 
work. These skills are ones that you will definitely continue to use out with school. 
 
Learning how to compose professional emails and letters is also an essential skill that I use at 
university when contacting lecturers or practice learning environments.  
  
Admin and IT is a course I would 100% recommend. Higher Admin is not only a course that I really 
enjoyed, it is one that I still use and will continue to use throughout my time and university and future 
career. 
  

The Higher Admin and IT class is always a joy to be a part of and one that you 
will always look forward to attending. It's definitely a class that I miss being a 
part of now I have moved on to university!" 
 
Hannah McKnight 

 

Administration and IT (PDA) 
 

PDA Admin and IT takes you to an advanced level of data 
analysis and design. Working independently with support 
you can achieve the SCQF Level 7 Award in Information 
Technology in Business. IT Skills are in demand in every 
career, build the confidence to lead.  
 

The course is formally known as PDA: Information Technology in Business and has 3 
internally assessed units: 

• IT in Business: Word Processing and Presentation Applications 

• IT in Business: Spreadsheets 

• IT in Business: Databases 
 

 

Administration & IT (National 5) 
Take your Admin and IT skills to qualification level by choosing N4/N5.  
 

Think of a concert that you might have attended; a wedding; a 
special birthday party; a school trip.  All of these are exciting 
events that wouldn’t run smoothly without professional 
Administration and IT skills. 

 
You will create a range of business documents, and research information for different 
events. You will analyse data in spreadsheets, creating charts. Search and create 
reports in a database. Send and receive emails and enter appointments in an eDiary. 
Design presentations for management on a range of topics.  
 
You will learn about the different tasks and duties of an 
Administrative Assistant; see the importance of excellence in 
Customer Service; be able to identify hazards around the office 
and current legislation affecting business.  Corporate Image 
and the benefits of the different software packages are also 
studied.  File management will keep you organised! 
 
You will learn these skills through a range of integrated tasks.  Working at Cameron 
Primary School, Redanskyte Admin Services, McGavigan Academy and @PiriePickles 
to name a few. 



Business Management (Higher)  
 
Using current business theory and practice, the course helps you understand how large 
UK businesses, and multinationals, function and complete to maintain their market 
share. Candidates develop understanding of:  

• the ways in which society relies on organisations and how external influences can 
affect them  

• a range of methods that businesses and other organisations use to meet customer 
needs 

• enterprising skills and attributes  

• how to analyse and interpret business information and communicate it in a clear 
and concise way 

 
In addition to the final exam, you will select a theme and spend 
time investigating a large organisation of your choice; gathering 
and analysing data to reach conclusions and recommendations, 
which will contribute to your overall course grade. 

 

  

Business Management (Advanced Higher) 
 
The course helps you understand how large UK businesses, and 
multinationals, function and compete to maintain their market share.  
 
The External Business Environment 
Candidates develop a detailed knowledge and in-depth understanding of the effects 
of external influences on organisations operating at a multinational and global level. 
They gain an in-depth understanding of current issues affecting organisations in an 
economic, social and environmental context, and consider the effectiveness of various 
courses of action. 
 
The Internal Business Environment 
Candidates expand their knowledge of both traditional and contemporary 
management theories used by organisations to maximise efficiency, and evaluate 
theories relating to internal factors that influence the success of teams. 
 
Evaluating Business Information 
Candidates develop skills in evaluating a range of business information used by 
organisations to reach conclusions. 

Business Management (National 5) 
 
How do businesses satisfy customer needs and what impacts 
their success? What are the difficulties and rewards of 
running a business and why is “profit” not the only aim for 
organisations? 
  

Working individually and collaboratively to analyse and understand real business 
scenarios and how the different departments in a business work together to create 
success.  Also, what will impact my business performance, and can I change them? 
 
In addition, preparing information posters and slideshows, reading business news 
stories, completing Blookets and Quizzes and answering case study questions will all 
help answer business questions and develop your knowledge and understanding. 
  
The National 4/5 course covers the following topics:  

• Understanding Business 

• Management of People 

• Management of Marketing 

• Management of Finance 

• Management of Operations 
 
 
 

 

  



Economics (Higher) 
In Economics we look at the importance of economic concepts, government policies 
and global trade. You will interpret economic situations through the application of 
these concepts and will analyse, interpret, predict and explain the actions of 
individuals, firms and governments in various economic situations. 
 
3 units: 

• UK Economic Activity 

• Economics of the Market 

• Global Economic Activity 
 
You will develop understanding of:  
 

• how markets work  

• how governments attempt to address economic problems  

• how to analyse, interpret and communicate economic information 
 
 

 
 
 

Retail (Skills for Work) (National 5) 
What is a retail business and what kind of career options are available? 

You will learn the practical skills, knowledge and attitudes needed to work in retailing 
by understanding of the needs of a retailer and the importance of customer service. 
You also gain important employability skills and positive attitudes relevant to both the 
workplace and learning environments through a work experience placement.  

Areas covered include maintaining, storing and replenishing stock, satisfying customer 
needs, planning and implementing a retail event. 

The course is internally assessed. There is no Final Exam. 

 

 
 
 
 
 

  
Still unsure what to choose? 

The Business Department staff would be delighted to 
share their enthusiasm for Business Management and 
Administration and IT with you.  
 
If you would like to ask any questions, please feel free to 

email us anytime. 🙂 
 

  
 


