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 Unit ID: 2368 
 

Domain FREIGHT MANAGEMENT AND 
ADMINISTRATION 

 

 

Title: Analyse a business and determine the way 
it functions 

 

Level: 5  Credits:7 

 
 
Purpose 
 
This unit standard is intended for those who analyse a business and determine the way it 
functions. People credited with this unit standard are able to explain typical departments in a 
business, describe the typical ways that the departments depend on each other, describe 
different types of organisations and their differences, explain the changes in organisations 
structures and describe inter-departmental effectiveness and evaluate own effectiveness as a 
team member. 
 
This unit standard is intended for people who work in the freight operations industry  
 
Special Notes 

1. Entry information: 

Pre-requisite: 

 None 
 
2. Assessment evidence may be collected from a real or a simulated workplace or in 

which postal operations are carried out. 
 

3. This unit standard is to be delivered and assessed in the context of Transport and 
Logistic operations and should be assessed in conjunction with other relevant technical 
unit standards selected from this domain. 

 
4. To demonstrate competence, minimum evidence of the ability to explain typical 

organisation and departments in a business and their respective functionality, describe 
the typical ways that the departments depend on each other. Explain the reasons why 
organisations are changing their structures and reducing the number of reporting levels 
as well as how inter-departmental effectiveness can be improved. 
 

5. Performance of all elements in this unit standard must comply with industry standards. 
 
 
Quality Assurance Requirements 

 
This unit standard and others within this subfield may be awarded by institutions which meet 
the accreditation requirements set by the Namibia Qualifications Authority and the Namibia 
Training Authority and which comply with the national assessment and moderation 
requirements. Details of specific accreditation requirements and the national assessment 
arrangements are available from the Namibia Qualifications Authority and the Namibia 
Training Authority on www.nta.com.na. 

http://www.nta.com.na/
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Elements and Performance Criteria 
 
Element 1: Explain typical departments in a business  
 
Range 
 
Grouping of tasks may include, but are not limited to functional, divisional, and team. 
 
Departments include but are not limited to Marketing, Production, Operations, Purchasing, 
Sales, Financial, Administration, Human Resources, Public Relations, and Quality Control. 
 
Different management levels refer to Top Management, Middle Management, and First Line 
Management. 
 
Performance Criteria 
 
1.1 The need to divide labour and grouping tasks into sections or departments is 

explained. 
 
1.2 The concept of organisational structure or hierarchy is explained. 
 
1.3 The various departments found in the business are listed and explained in terms of 

their roles and functions. 
 
1.4 An organogram of own organisation is developed to accurately reflect the various 

departments. 
 
1.5 The chain of command or organisational hierarchy is explained in terms of the 

different management levels in relation to responsibilities and accountability. 
 
 
Element 2: Describe the typical ways that the departments depend on each other 
 
Range 
 
Generic business processes may include but are not limited to inputs, processing, outputs and 
feedback. 
 
Types of business may include but are not limited to manufacturing, processing, trading or 
service. 
 
Systems refer to open and closed systems. 
 
Inputs may include but are not limited to information, material and energy. 
 
Performance Criteria 
 
2.1 The elements of generic business processes in terms of the type of business is 

explained.  
 
2.2 The interdependence of the different departments of an organisation is discussed 

utilising systems theory. 
 
2.3 The flow of inputs throughout the system is explained. 



© Namibia Qualifications Authority 3 Version 1.0 

 

Element 3: Describe different types of organisations and their differences 
 
Range 
 
Types of organisations may include but not limited to sole proprietorship, partnerships, closed 
corporations, private companies and public companies. 
 
Performance Criteria 
 
3.1 The different types of businesses that exist in Namibia and their difference from each 

other are discussed in terms of legal and financial requirements when established. 
 
3.2 The advantages and/or disadvantages of each of the different types of businesses are 

explained. 
 
 
Element 4: Explain the changes in organisations structures 
 
Performance Criteria 

 
4.1 The structure of a freight forwarding and clearing company is discussed and illustrated 

in terms of the positions and roles of the various employees in the company. 
 
4.2 The reasons for changing an organisational structure from a vertical to a flat are 

explained. 
 
4.3 The benefits and/or advantages and disadvantages of opting for a flatter organisational 

structure are explained. 
 
 
Element 5: Describe inter-departmental effectiveness and evaluate own effectiveness 
as a team member 
 
Range 
 
Generic steps in decision-making models may include but not limited to defining the problem, 
gathering relevant information, brainstorm alternative solutions, evaluate alternatives, 
implement decisions and evaluate the results. 
 
Performance Criteria 

 
5.1 The importance of creating a positive working environment is explained. 
 
5.2 The value of participative team decision-making processes is explained. 
 
5.3 The generic steps in decision-making models are explained. 
 
5.4 Strategies to build trust among group members are explained. 
 
5.5 The skills required by a good team leader to build a cohesive team are explained. 
 
5.6 The importance of setting clear team purposes and goals to enhance team 

performance and achieve buy-in is explained. 
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5.7 Effective communication strategies and its importance to enhance team performance 
are explained. 

 
5.8 Own effectiveness as a team member is evaluated. 
 
5.9 Strategies to improve relationships between self and fellow workers are explained. 
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