
Identify/Name/State/Give A short answer only.  Do not waste time giving long explanations or 
descriptions. 

Compare Give similarities or differences between 2 things.  You should give these in the 
same sentence. One sentence per point.  Think about your sentence structure 
and use words such as “whereas”, “in comparison to”, “as does”.  For example 

On the job training takes place in the workplace whereas off the job takes 
place away from the normal workplace. 

Batch production uses machinery to produce products as does flow production 

Define Give a definition  

Distinguish Give the differences only between 2 things. Use words such as “whereas” ,“in 
comparison to”, “unlike” 

Describe Give a description of something.  Remember to firstly say what it is and then 
extend your answer by giving an advantage or disadvantage. For example 

A bank loan is a lump sum of money borrowed from a bank at one time.  It is 
repaid with interest over a set number of months/years.  Payments are the 
same each month which is useful for budgeting. 

Explain This is a 2 part sentence. One part is a statement and the other part explains 
the statement.  For example 

Good customer service can encourage customer loyalty(statement), this can 
result in higher sales as customer buy more (explanation) 

Good customer service can result in new customers (statement) as existing 
customers recommend the business (explanation) 

Outline This is a short sentence. It is not as long as a description.  For example, limited 
liability is a feature of a ltd. 

Suggest and justify Make a suggestion and then say why you have made it.  Do not give any 
negatives in your answer.  For example 

Aptitude tests are useful when recruiting joiners as they are practical tests 
therefore allow you to check if the applicant has the required skills. 

Discuss This means talk about the costs and benefits, pros and cons, advantages and 
disadvantages of a particular thing. It can also, depending on the question, 
mean talk about it from 2 different viewpoints. 

For example, discuss staff training – can mean talk about the costs and 
benefits of staff training from either the organisation viewpoint, the staff 
viewpoint or from both viewpoints.  

 


