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Unit 2 Working in Business 

 Knowledge Organiser 

Learning 

outcomes  

Learners must be taught: 

1 - Understand 
protocols to be 

allowed when 
working in 
business  
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2 - Understand 

factors that 
influence the 

arrangement of 
business 
meetings 

 
 

 

 

3 - Be able to 

use business 
documents  
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4 - Be able to 
prioritise 

business tasks 
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5 - Understand 

how to 
communicate 

effectively with 
stakeholders 
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