Which area?


Write down the correct functional area for each activity below.

Functional areas

Administration
Marketing
Distribution


ICT
Production
Human resources
Purchasing

Sales
Finance
Customer service

	Activity
	Functional area

	Dealing with customer complaints


	

	Writing new advertising campaigns


	

	Going out to meet possible new customers to give free samples 


	

	Making sure data is backed up


	

	Planning vehicle routes for delivery drivers


	

	Producing monthly accounts figures


	

	Answering customer telephone calls 


	

	Maintaining the company’s website


	

	Carrying out market research to find out what customers might want in the future


	

	Researching the best quality of goods for the organisation and writing a contract to buy them


	

	Arranging induction training for new employees


	

	Sending emails


	

	Carrying out exit interviews with employees who are leaving the company


	

	Sending the tax return back to the Inland Revenue


	

	Checking the quality of goods produced


	

	Sorting out storage for goods in warehouses


	

	Paying invoices


	

	Sourcing supplies of new products


	

	Negotiating with suppliers for cheaper prices


	


