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DETERMINE RESOURCE REQUIREMENTS 
FOR THE MICRO BUSINESS

UNIT BSBSMB304

This unit describes the skills and knowledge required to select 
options for resource acquisition, develop procedures and systems 

 for efficient installation and use, and maintain resources.

KEY CONCEPTS
 Types of resources required

 Researching resources requirements

 Resource quantities

 Options for acquiring resources

 Services and support

 Establishing relationships with suppliers

 Procedures and systems for monitoring
and maintaining resources
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Chapter 1:  Resources required in the business

CHAPTER 1
RESOURCES REQUIRED IN THE BUSINESS

Resources are vital to the production of products and/or provision of services by a business, 
as well as contributing to its general operations and overall management. A resource can 

be defined as:

... any physical or virtual entity of limited availability; a stock or supply of money, 
materials, staff and other assets that can be drawn on by a person or organisation 
in order to function effectively ...

TYPES OF RESOURCES

Your micro business, like all other businesses, requires a range of resources in order to be 
viable. The specific types of resources that your business needs depends on the nature of 

your business activities. A gardening business will have very different resource requirements 
as compared to a graphic design business, for example.

Some general categories of resources that are essential to most businesses include:

 • consumables
 • equipment
 • machinery
 • facilities
 • materials
 • technology
 • vehicles
 • personnel
 • capital.

Consumables

Capital

Facilities
Materials

Technology

Personnel

Machinery

Equipment

Vehicles
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UNIT BSBSMB304

Because resource requirements are so specific to the particular business you are establishing, 
it is impossible to list all of the resources that may be relevant. We will therefore tackle the 
concept by presenting some general information regarding each category of resources, 
followed by three case studies that provide an insight into the resource requirements of three 
different micro businesses. These are:

 • Case Study 1:  Autogleam – a car detailing business
 • Case Study 2:  By Design – a graphic design business
 • Case Study 3:  Clean and Green – a garden maintenance business.

We will then ask you to consider the specific resource requirements for your own micro business.

1.  CONSUMABLES

Consumables are those commodities required by a business that 
are intended to be used up or ‘consumed’ relatively quickly and 
purchased again and again. Generally, these are not directly used 
for the production/provision of products and services, but rather 
to facilitate the supporting business operations and management. 
Examples of consumables that your business may need include:

 • Stationery supplies: such as paper, letterhead, pens, staples, glue, files, till rolls, folders 
and post-it notes.

 • Computing supplies: such as Thumbnails, DVDs and screen wipes.

 • Office machine supplies:  printer toner or ink cartridges, fax cartridges and paper, 
photocopier supplies.

 • Postage supplies:  stamps, envelopes, mail bags, tape and bubble wrap.

 • Personal supplies:  tea, coffee, milk, sugar and biscuits, first aid and medical supplies.

Consumables: goods 
that are used and require 
repurchase.
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UNIT BSBSMB304

Before employing anyone, it is important for you to determine whether the skills/competencies 
you require would be best matched by a full-time, part-time or casual worker. 

This decision should be based on factors including:

 • the extent of the functions/tasks to be performed
 • the nature of the skills/competencies you require
 • the ability of the individual in question to fulfil additional roles
 • financial considerations
 • legal considerations.

Having decided on the conditions of employment, you are then ready to access one of a 
number of recruitment sources including:

 • private employment agencies
 • newspaper ‘positions vacant’ advertisements
 • ‘employment opportunities’ advertisements in trade/professional journals
 • community bulletin boards
 • direct communications with trade/professional organisations
 • word of mouth.

Outsourcing
This is discussed under point D below.

D.  OUTSOURCING

Outsourcing involves the buying-in of components, finished 
products, or services from outside suppliers, rather than 

providing them from within the business. This option is generally 
chosen in cases where:

 • it is more cost-effective to use outside suppliers
 • the outside suppliers have greater technical competence
 • the outside suppliers can provide a greater range of items/services
 • more efficient use of labour, capital, technology and resources can be made.

For example, a home-based craft business may buy in 
certain items of clay pottery that they decorate, in preference 
to spending time and money on producing the base items 
themselves, or a landscape gardener may employ the services 
of a subcontractor to install the reticulation system for a 
particular job.

Many businesses outsource their bookkeeping and accounting, 
rather than handling these tasks from within the business.

* * * * *

Outsourcing: an 
arrangement to obtain 
products or services from 
an outside supplier.
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Chapter 3:  Preparing to use the resources in the business

9595Innovative Business Resources  ©

Ask yourself questions such as:

 • Is my vehicle effective in achieving the purpose for which it is 
intended?

 • Is there another type of vehicle that would do the job more 
efficiently?

 • Is it time to upgrade my vehicle?
 • Is my vehicle under-utilised – does it warrant the capital 

investment?
 • Would I be better off hiring a vehicle as it is needed?
 • Would it be more cost-effective to purchase the vehicle I have been hiring?
 • Does my vehicle meet safety standards, where applicable?
 • Are the users of my vehicle fully insured?
 • Do I have a service schedule for my vehicle?
 • Do I keep service records for the vehicle?
 • Do I adhere to my service schedule, using an approved firm?

 • Do I have a contingency plan in case of vehicle breakdown?

8. Human resources
An integral part of monitoring your human resources is measuring the performance of all those 
involved in the business. If your working team is to maximise its productivity, and therefore 
overall profitability of the business, then regular performance appraisals are essential.

The review of performance is an ongoing process of planning, assessing and developing 
employee performance. In order for the process to work effectively, it is important that 
the employee is informed both of the criteria for appraisal, and the areas in which further 
development is required.

Measures of performance may include:

 • the performance of key people involved in the business
 • the overall productivity of the staff

ACTIVITY 3.15

MONITORING THE VEHICLE USED 
FOR YOUR MICRO BUSINESS

Answer the questions listed above with regard to any vehicle(s) used by your micro business.

Compare your responses with those of others in the group, or speak to someone who is operating 
a micro business. Did they make similar responses? Are there better options available to you?
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