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Section 1: SVQ 2 in Business and 
Administration at SCQF Level 5 

Introduction 

This document contains information specific to the SVQ 2 in Business and 
Administration at SCQF Level 5. 

National Occupational Standards and SVQs 

The standards, Assessment Strategy and qualification structures for business and 
administration are owned by the Council for Administration, who reviewed these 
National Occupational Standards. The SVQs have been developed from the National 
Occupational Standards. 

The SVQ 2 in Business and Administration at SCQF Level 5 gives recognition of 
candidates’ skills, knowledge and understanding. It allows candidates to gain a 
qualification in the workplace that relates to their job and promotes good working 
practice. 

You can contact the Sector Skills Council (SSC) at:  

 

CfA Business Skills @ Work 
6 Graphite Square, Vauxhall Walk, London SE11 5EE 
Telephone: 0207 091 9620 Fax: 0207 091 7340 
Email: info@cfa.uk.com This e-mail address is being protected from spambots. You 
need JavaScript enabled to view it  

 

This SVQ is designed to be assessed in the workplace, or in conditions resembling the 
workplace. However, simulation of real working practice might be permitted. Where 
this is allowed it will be shown in the individual units, within the standards that are 
in this logbook. 

Simulation must be carried out in conditions resembling the workplace. These 
conditions are described as being a ‘realistic working environment’ (RWE). 

Which SVQs in Business and Administration are available?  

The SVQs in Business and Administration are available as follows:  

 SVQ 2 in Business and Administration at SCQF Level 5 

 SVQ 3 in Business and Administration at SCQF Level 6. 
It is important that you select the most appropriate level related to your work role. 
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Who is this SVQ for? 

The SVQ 2 in Business and Administration at SCQF Level 5 

SVQs in Business and Administration are designed for people at various levels within 
business organisations, and are therefore appropriate to many job roles from junior 
administrators through to office managers.  

This is a work-based qualification, therefore candidates should be in a job role which 
enables them to provide the required evidence in a working environment. 

What progression opportunity does this SVQ offer me? 

There is some overlap of Units between the different levels of SVQ allowing 
candidates to progress to other Business and Administration SVQs as their job role 
develops or changes.  

Candidates achieving an SVQ in Business and Administration will have improved 
employment prospects in the occupational area. 
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What is the structure of the SVQ 2 in Business and Administration at SCQF 
Level 5? 

To achieve the whole qualification at SCQF Level 5, you must prove competence in 
three mandatory units and five optional units. 

You must complete eight units, of which: 

 three units must be selected from Group A: mandatory core units 

 at least three units must be selected from Group B: optional units 

 two further units must be selected from either Group B: optional units or Group 
C: optional units. 

The following rules apply to how units may be selected: 

 a maximum of two units only may be selected from Groups B11:IT, B12:Finance, 
C13:IT, or C14:Finance 

 either unit S211 (B2:Document Production) or S311 (C2:Document Production) 
may be selected, but not both 

 only one unit may be selected from units S212 (B2:Document Production) S213 
(B2:Document Production) or S312 (C2:Document Production) 

 either unit S214 (B2:Document Production) or S313 (C2:Document Production) 
may be selected, but not both 

 either unit S215 (B2:Document Production) or S314 (C2:Document Production) 
may be selected, but not both 

 either unit S222 (B3:Events and Meetings) or S319 (C3:Events and Meetings) may 
be selected, but not both 

 either unit S223 (B3:Events and Meetings) or S321 (C3:Events and Meetings) may 
be selected, but not both 

 either unit S224 (B3:Events and Meetings) or S320 (C3:Events and Meetings) may 
be selected, but not both 

 only one unit may be selected from the following four: unit S236a or S236b (B11: 
IT) or S114a or S114b (C13: IT) 

 either unit S237 (B11: IT) or S115 (C13: IT) may be selected but not both 

 either unit S238 (B11: IT) or S116 (C13: IT) may be selected but not both 

 either unit S239 (B11: IT) or S117 (C13: IT) may be selected but not both 

 either unit S240 (B11: IT) or S118 (C13: IT) may be selected but not both 

 either unit S241 (B11: IT) or S119 (C13: IT) may be selected but not both 

 either unit S242 (B11: IT) or S120 (C13: IT) may be selected but not both 

 either unit S243 (B11: IT) or S121 (C13: IT) may be selected but not both 

 either unit S244 (B11: IT) or S122 (C13: IT) may be selected but not both 

 either unit S245 (B11: IT) or S123 (C13: IT) may be selected but not both 

 either unit S246 (B11: IT) or S124 (C13: IT) may be selected but not both 

 either unit S252 (B11: IT) or S113 (C13: IT) may be selected but not both. 
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Mandatory units for the SVQ 2 in Business and Administration at SCQF 
Level 5 

Group A: Mandatory core units 

You must achieve all of the units listed below: 

Unit 
number 

Unit code Title Unit 
credit 

SCQF 
level 

1 S201  Agree how to manage and improve own 
performance in a business environment  

4 5 

2 S202  Undertake work in a business 
environment  

2 5 

3 S205  Prepare to communicate in a business 
environment  

3 5 

Optional units for the SVQ 2 in Business and Administration at SCQF Level 5 

You must achieve five of the optional units listed below: 

 At least three units must be selected from Group B 

 Two further units must be selected from either Group B or Group C 

 

Group B 

Unit 
number 

Unit code Title Unit 
credit 

SCQF 
level 

B1: Work responsibilities 

4 S203  Plan how to solve business problems  4 5 

5 S204  Work with other people in a business 
environment  

3 5 

B2: Document production 

6 S211  Produce documents in a business 
environment  

4 5 

7 S212  Prepare text from notes  4 6 

8 S213  Prepare text from notes using touch 
typing (40 wpm)  

3 5 

9 S214  Prepare text from shorthand (60 wpm)  8 5 

10 S215  Prepare text from recorded audio 
instruction (40 wpm)  

4 5 

B3: Events and meetings 

11 S222  Support the organisation and co-
ordination of events  

5 5 

12 S223  Support the organisation of business 
travel or accommodation  

3 5 

13 S224  Support the organisation of meetings  4 5 
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Unit 
number 

Unit code Title Unit 
credit 

SCQF 
level 

B4: Communications 

14 S206  Use electronic message systems  1 5 

15 S207  Use a diary system  3 5 

16 S208  Take minutes  4 5 

B5: Customer service 

17 S209  Handle mail  3 5 

18 S210  Provide reception services  3 5 

19 S250  Meet and welcome visitors  3 5 

B6: Manage information and data 

20 S216  Organise and report data  3 5 

21 S217  Research information  4 5 

22 S218  Store and retrieve information  3 5 

23 S219  Provide archive services  2 5 

24 S226  Support the management and 
development of an information system  

7 7 

B7: Business resources 

25 S220  Use office equipment  3 5 

26 S221  Maintain and issue stationery stock items  3 5 

B8: Innovation and change 

27 S225  Respond to change in a business 
environment  

3 5 

B9: Specialised business support services – human resources 

28 S227  Administer HR records  3 5 

29 S228  Administer the recruitment and selection 
process  

4 5 

B10: Specialised business support services – parking 

30 S251  Administer parking dispensations  4 5 



SV033493  — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5—  

Issue 1 — August 2012 © Pearson Education Limited 2012 

6 

 

Unit 
number 

Unit code Title Unit 
credit 

SCQF 
level 

B11: IT 

31 S236a  Bespoke software 2  3 5 

32 S236b  Specialist software 2  3 5 

33 S237  Data management software 2  3 5 

34 S238  Database software 2  4 5 

35 S239  Improving productivity using IT 2  3 4 

36 S240  IT security for users 2  2 5 

37 S241  Presentation software 2  4 5 

38 S242  Setting up an IT System 2  4 5 

39 S243  Spreadsheet software 2  4 5 

40 S244  Using collaborative technologies 2  4 5 

41 S245  Website software 2  4 5 

42 S246  Word processing software 2  4 5 

43 S252  Using email 2  3 5 

B12: Finance 

44 S247  Control payroll  - - 

45 S248  Account for income and expenditure  - - 

46 S249  Draft financial statements  - - 
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Group C 

Unit 
number 

Unit code Title Unit 
credit 

SCQF 
level 

C1: Project management 

47 S324  Contribute to running a project  5 6 

C2: Document production 

48 S311  Design and produce documents in a 
business environment  

4 6 

49 S312  Prepare text from notes using touch 
typing (60 wpm)  

4 6 

50 S313  Prepare text from shorthand (80 wpm)  8 6 

51 S314  Prepare text from recorded audio 
instruction (60 wpm)  

4 6 

C3: Events and meetings 

52 S319  Organise and co-ordinate events  8 6 

53 S320  Plan and organise meetings  5 6 

54 S321  Organise business travel or 
accommodation  

5 6 

C4: Communications 

55 S106  Make and receive telephone calls  3 5 

56 S309  Develop a presentation  3 6 

57 S310  Deliver a presentation  3 6 

C5: Customer service 

58 S325  Deliver, monitor and evaluate customer 
services to internal customers  

3 6 

59 S326  Deliver, monitor and evaluate customer 
services to external customers  

3 6 

C6: Manage information and data 

60 S315  Support the design and development of 
information systems  

7 6 

61 S316  Monitor information systems  7 6 

62 S317  Analyse and report data  6 6 

C7: Specialised business support services – education 

63 S329  Provide administrative support in schools  8 6 
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Unit 
number 

Unit code Title Unit 
credit 

SCQF 
level 

C8: Specialised business support services – parking 

64 S330  Administer parking and traffic challenges, 
representations and civil parking appeals  

9 6 

65 S331  Administer statutory parking and traffic 
appeals  

9 7 

66 S332  Administer parking and traffic debt 
recovery  

6 7 

C12: Health, safety and security of people, premises and property 

67 S112  Use occupational and safety guidelines 
when using keyboards  

2 4 

C13: IT 

68 S114a  Bespoke software 1  2 4 

69 S114b  Specialist software 1  2 4 

70 S115  Data management software 1  2 4 

71 S116  Database software 1  3 4 

72 S117  Improving productivity using IT 1  3 4 

73 S118  IT security for users 1  1 4 

74 S119  Presentation software 1  3 4 

75 S120  Setting up an IT System 1  3 4 

76 S121  Spreadsheet software 1  3 4 

77 S122  Using collaborative technologies 1  3 4 

78 S123  Website software 1  3 4 

79 S124  Word Processing software 1  3 4 

80 S113  Using email 1  2 4 

C14: Finance 

81 S125  Calculate pay  - - 
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Section 2: Examples of forms 

Collecting your evidence 

This section contains examples of the forms you, your assessor and the internal 
verifier will use while you are undertaking your SVQ 2 in Business and Administration 
at SCQF Level 5.  

The forms are: 

 Form 1: Portfolio title page 

 Form 2: Personal profile 

 Form 3: Contents checklist 

 Form 4: Index of evidence 

 Form 5: Unit assessment plan 

 Form 6: Unit sign-off record 

 Form 7: Work Log 

 Form 8: Observation record 

 Form 9: Witness testimony 

 Form 10: Expert witness evidence record 

 Form 11: Record of questions and candidates answers 
You should ask your assessor for further advice and support if you are still unsure 
about how to use the forms and who should complete them. 
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Example form 1 — Portfolio title page 

 
Name:  

 
Job title:  

 
Name of employer/training provider/college:  
 
 

 
Their address:  
 
 
 
 
 Postcode:   

Telephone number (Home):  (Work):  

Email address:  Fax number:  

 
SVQ:  
Level:  

 
Units submitted for assessment:  
 
 
 
 
 

 
Mentor/Supervisor:  
 
(Please provide details of mentor’s/supervisor’s experience):  
 
 

Assessor:  Date:  
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Example form 2 — Personal profile 

 
Name:  

 
Address:  
 
 
 
 Postcode:  

Telephone number (Home):  (Work):  

Email address:  Fax number:  

 
Job title:  

Relevant experience 

 
Description of your current job:  
 
 
 
 
 

 
Previous work experience or attach copy of a current CV:  
 
 
 
 
 

 
Qualifications and training and/or attach copy of a current CV:  
 
 
 
 

continued overleaf… 
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Voluntary work/interests:  
 
 
 

 
Name of employer/training provider/college:  
 
 

 
Address:  
 
 
 
 
 Postcode:  

Telephone number (work):  Fax number:  

Email address:  

 
Type of business, if employer:  
 
 

 
Number of staff:  
 

 
Structure of organisation (including chart or diagram if available):  
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Example form 3 — Contents checklist 

SVQ title:  

Candidate:  

 Completed? Page/section 
number 

 
Title page for the portfolio 
 

  

 
Personal profile 

 your own personal details 

 a brief CV or career profile 

 description of your job 

 information about your employer/training 
provider/college 
 

  

 
Summary of the units 
 

  

 
Completed units 

 signed by yourself, your assessor and the internal 
verifier (where relevant)  

 reference numbers included 

 unit assessment plans 
 

  

 
Unit progress records 
 

  

 
Index of evidence (with cross-referencing 
information completed) 
 

  

 
Evidence (with reference numbers) 

 observation records 

 details of witnesses (witness testimony sheets) 

 personal statements 
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Example form 4 — Index of evidence 

SVQ title and level: SVQ 2 in Business and Administration at SCQF Level 5 

Candidate:   

Units/elements 
evidence links 
to  
(give specific 
numbers, 
eg 5.2.1) 

Evidence 
number 

Description of evidence Included in 
portfolio 
(Yes/No) 
If No, state location 

Internal 
verifier 
signature 
and date 
of 
sampling 
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Example form 5 — Unit assessment plan 

SVQ title: SVQ 2 in Business and Administration at SCQF Level 5 

Unit:  

Candidate:  Assessor:  

Normal working activities performed 

 Typical evidence Work area Expected 
completion date 

Links to other 
units/elements 

Element:  

     

Element:  

     

Element:  

     

Activities needing to be performed 

Element:  

     

Element:  

     

Element:  

     

Additional comments 

 
 
 
 

Assessor’s signature:  Date:  

Candidate’s signature:  Date:  
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Example form 6 — Unit sign-off record 

SVQ title and level: SVQ 2 in Business and Administration at SCQF Level 5 

Candidate:  

Assessor:  

To achieve the whole qualification, you must prove competence in Xxx mandatory units and 
Xxx optional units. 

Unit checklist: list here the units you will be undertaking, then circle the reference number 
of each unit as you complete it. 

Mandatory          

Optional          

 

Mandatory units 

Unit number Title Assessor’s 
signature 

Date 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

continued overleaf… 
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Optional units 

Unit number Title Assessor’s 
signature 

Date 
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Example form 7 — Work Log 

SVQ title and level: SVQ 2 in Business and Administration at SCQF Level 5 

Unit/element(s):  

Candidate:  

Purpose of statement:  

Evidence index number:  

Date Evidence 
index 
number 

Details of statement Links to 
other 
evidence 
(enter numbers) 

Units, 
elements 
and PCs 
covered 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

Candidate’s signature:  Date:  

Assessor’s signature:  Date:  
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Example form 8 — Observation record 

SVQ title and level: SVQ 2 in Business and Administration at SCQF Level 5 

Unit/element(s):  

Candidate:  Date of observation:  

Evidence index number:  

Skills/activities observed: PCs and range covered: 

  

  

  

  

  

Knowledge and understanding apparent from this observation: 

 

 

 

 

 

Other units/elements to which this evidence may contribute: 

 
 
 
 
 

Assessor comments and feedback to candidate: 

 
 
 
 
 

I can confirm the candidate’s performance was satisfactory. 

Assessor’s signature:  Date:  

Candidate’s signature:  Date:  
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Example form 9 — Witness testimony 

SVQ title and level:  SVQ 2 in Business and Administration at SCQF Level 5 

Candidate name:  

Evidence index number:  

Where applicable, evidence number to which this testimony relates:  
  

Unit:  

Element(s):  

Range:  

Date of evidence:  

Witness name:   

Relationship to candidate:   

Details of testimony:  
 
 
 
 
 
 
 
 
 
 
 

I can confirm the candidate’s evidence is authentic and accurate. 

Witness signature:  

Name:  Date:  

Contact telephone number:  
 

Please tick () the appropriate box. 

 Qualified as an assessor for workplace performance  

 Familiar with the SVQ standards to which the candidate is working 
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Example form 10 — Expert witness evidence record 

SVQ title and level:  SVQ 2 in Business and Administration at SCQF Level 5 

Candidate name:  

Evidence index number:  

Where applicable, evidence number to which this testimony relates:  
  

Unit:  

Element(s):  

Date of evidence:  

Expert witness name:   

Relationship to candidate:   

Details of testimony:  
 
 
 
 
 
 
 
 
 
 

I can confirm the candidate’s evidence is authentic and accurate. 

Expert witness signature:  

Name:  Date:  

Contact telephone number:  
 

Please tick () the appropriate box. 

 Qualified as an assessor for workplace performance 

 Relevant professional work role that involves evaluating everyday staff practice 

 Current expertise 

 Familiar with the SVQ standards to which the candidate is working 
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Example form 11 — Record of questions and candidate’s answers 

SVQ title and level: SVQ 2 in Business and Administration at SCQF Level 5 

Candidate name:  

Unit:  Element(s):  

Evidence index number:  

Circumstances of assessment:  
 
 
 
 
 

 

List of questions and candidate’s responses: 

Q:  
 
A:  
 
 
 
 
 
 

Q:  
 
A:  
 
 
 
 
 

Assessor’s signature:  Date:  

Candidate’s signature:  Date:  
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Section 3: Logbook 

Page number 

Mandatory units 37 

Unit 1: Agree how to manage and improve own performance in a 
business environment 39 

Unit 2: Undertake work in a business environment 51 

Unit 3: Prepare to communicate in a business environment 61 

Unit 4: Plan how to solve business problems 77 

Unit 5: Work with other people in a business environment 83 

Unit 6: Produce documents in a business environment 91 

Unit 7: Prepare text from notes 99 

Unit 8: Prepare text from notes using touch typing (40 wpm) 107 

Unit 9: Prepare text from shorthand (60 wpm) 115 

Unit 10: Prepare text from recorded audio instruction (40 wpm) 121 

Unit 11: Support the organisation and co-ordination of events 129 

Unit 12: Support the organisation of business travel or accommodation 141 

Unit 13: Support the organisation of meetings 149 

Unit 14: Use electronic message systems 161 

Unit 15: Use a diary system 169 

Unit 16: Take minutes 177 

Unit 17: Handle mail 185 

Unit 18: Provide reception services 195 

Unit 19: Meet and welcome visitors 203 

Unit 20: Organise and report data 211 

Unit 21: Research information 219 

Unit 22: Store and retrieve information 227 

Unit 23: Provide archive services 237 

Unit 24: Support the management and development of an information 
system 245 

Unit 25: Use office equipment 253 

Unit 26: Maintain and issue stationery stock items 261 

Unit 27: Respond to change in a business environment 271 

Unit 28: Administer HR records 277 

Unit 29: Administer the recruitment and selection process 293 

Unit 30: Administer parking dispensations 307 

Unit 31: Bespoke software 2 317 

Unit 32: Specialist software 2 327 
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Unit 33: Data management software 2 337 

Unit 34: Database software 2 345 

Unit 35: Improving productivity using IT 2 355 

Unit 36: IT security for users 2 365 

Unit 37: Presentation software 2 371 

Unit 38: Setting up an IT System 2 381 

Unit 39: Spreadsheet software 2 393 

Unit 40: Using collaborative technologies 2 403 

Unit 41: Website software 2 415 

Unit 42: Word processing software 2 425 

Unit 43: Using e-mail 2 435 

Unit 44: Control payroll 443 

Unit 45: Account for income and expenditure 451 

Unit 46: Draft financial statements 459 

Unit 47: Contribute to running a project 467 

Unit 48: Design and produce documents in a business environment 477 

Unit 49: Prepare text from notes using touch typing (60 wpm) 485 

Unit 50: Prepare text from shorthand (80 wpm) 491 

Unit 51: Prepare text from recorded audio instruction (60wpm) 497 

Unit 52: Organise and co-ordinate events 503 

Unit 53: Plan and organise meetings 517 

Unit 54: Organise business travel or accommodation 529 

Unit 55: Make and receive telephone calls 537 

Unit 56: Develop a presentation 549 

Unit 57: Deliver a presentation 557 

Unit 58: Deliver, monitor and evaluate customer service to internal 
customers 565 

Unit 59: Deliver, monitor and evaluate customer service to external 
customers 579 

Unit 60: Support the design and development of information systems 593 

Unit 61: Monitor information systems 601 

Unit 62: Analyse and report data 609 

Unit 63: Provide administrative support in schools 617 

Unit 64: Administer parking and traffic challenges, representations 
and civil parking appeals 625 

Unit 65: Administer statutory parking and traffic appeals 635 

Unit 66: Administer parking and traffic debt recovery 651 

Unit 67: Use occupational and safety guidelines when using keyboards 659 

Unit 68: Bespoke Software 1 665 
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Unit 69: Specialist Software 1 671 

Unit 70: Data management software 1 677 

Unit 71: Database software 1 685 

Unit 72: Improving productivity using IT 1 693 

Unit 73: IT security for users 1 703 

Unit 74: Presentation software 1 709 

Unit 75: Set up an IT System 1 719 

Unit 76: Spreadsheet Software 1 731 

Unit 77: Using collaborative technologies 1 741 

Unit 78: Website Software 1 753 

Unit 79: Word Processing Software 1 763 

Unit 80: Using Email 1 773 

Unit 81: Calculate Pay 781 
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Unit 1: Agree how to manage and 
improve own performance in a 
business environment 

Unit code: S201 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Accept plans for own work and its delivery; improve own performance; and, behave 
in a way that encourages effective working. 

Specific skills: 

 Analysing 

 Planning 

 Communicating 

 Presenting information 

 Decision-making 

 Problem-solving 

 Organising 
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Unit 2: Undertake work in a business 
environment 

Unit code: S202 

Unit credit: 2 

Unit level: 5 

 

Introduction 

Undertake the requirements for delivering sustainability; respect diversity; and, 
protect security and confidentiality in line with organisational requirements in a 
business environment. 

Specific skills: 

 Communicating 

 Interpersonal skills 

 Planning 

 Reading 
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Unit 3: Prepare to communicate in a 
business environment 

Unit code: S205 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Prepare how to communicate in writing and verbally in a business environment. 

Specific skills: 

 Communicating 

 Organising 

 Planning 

 Reflecting 
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Unit 4: Plan how to solve business 
problems 

Unit code: S203 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Identify business problems and plan how to solve them. 

Specific skills: 

 Communicating 

 Problem-solving 

 Decision-making 

 Working with others 

 Organising 

 Planning 
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Unit 5: Work with other people in a 
business environment 

Unit code: S204 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Work within the organisation to present and promote a positive image of the 
organisation and work collaboratively with others to achieve the organisational goals 
and objectives. 

Specific skills: 

 Communicating 

 Problem-solving 

 Managing time 

 Resolving disagreement 

 Negotiating 

 Working with others 

 Planning 
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Unit 6: Produce documents in a business 
environment 

Unit code: S211 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Produce high-quality, attractive documents to agreed specifications. 

Specific skills: 

 Checking 

 Negotiating 

 Designing 

 Organising 

 Listening 

 Questioning 

 Managing time  

 Using technology 
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Unit 7: Prepare text from notes 
Unit code: S212 

Unit credit: 4 

Unit level: 6 

 

Introduction 

Present accurate and correct text in an agreed format from notes. 

Specific skills: 

 Checking 

 Questioning 

 Keyboarding skills 

 Using technology 

 Listening 

 Managing time 
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Unit 8: Prepare text from notes using 
touch typing (40 wpm) 

Unit code: S213 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Present accurate and correct text in an agreed format, from notes; touch typing at a 
speed of 40 words per minute. 

Specific skills: 

 Checking 

 Using technology 

 Listening 

 Managing time  

 Questioning 
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Unit 9: Prepare text from shorthand (60 
wpm) 

Unit code: S214 

Unit credit: 8 

Unit level: 5 

 

Introduction 

Take shorthand notes and produce accurate and correct text in an agreed format 
from these notes, at a minimum speed of 60 words per minute. 

Specific skills: 

 Checking 

 Questioning 

 Listening 

 Using technology 

 Managing time 

 Noting 
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Unit 10: Prepare text from recorded audio 
instruction (40 wpm) 

Unit code: S215 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Transcribe accurate and correct text in an agreed format from an audio recording, at 
a minimum speed of 40 words per minute. 

Specific skills: 

 Checking 

 Using technology 

 Listening 

 Managing time 

 Questioning 
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Unit 11: Support the organisation and co-
ordination of events 

Unit code: S222 

Unit credit: 5 

Unit level: 5 

 

Introduction 

Support the organisation and co-ordination of an event including the identification of 
venues, production of event materials, supporting activities during the event and 
following up on activities after the event. 

Specific skills: 

 Checking 

 Managing resources 

 Organising 

 Communicating 

 Managing time 

 Planning 

 Decision-making 

 Monitoring 

 Problem-solving 

 Interpersonal skills 

 Negotiating 
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Unit 12: Support the organisation of 
business travel or accommodation 

Unit code: S223 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Support the organisation of business travel or accommodation arrangements. 

Specific skills: 

 Communicating 

 Managing time 

 Problem-solving 

 Checking  

 Negotiating 

 Researching 

 Decision-making 

 Organising 

 Evaluating  

 Planning 
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Unit 13: Support the organisation of 
meetings 

Unit code: S224 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Support the planning and operational requirements of the agreed brief for a meeting. 

Specific skills: 

 Communicating 

 Managing resources 

 Planning 

 Checking 

 Managing time 

 Problem-solving 

 Evaluating 

 Negotiating 

 Interpersonal skills 

 Organising 
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Unit 14: Use electronic message systems 
Unit code: S206 

Unit credit: 1 

Unit level: 5 

 

Introduction 

Use electronic message systems to deliver and receive messages. 

Specific skills: 

 Communicating 

 Checking 

 Organising 
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Unit 15: Use a diary system 
Unit code: S207 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Make, update and co-ordinate appointments in a diary system making sure entries 
are accurately and clearly made. 

Specific skills: 

 Communicating 

 Organising 

 Planning 

 Problem-solving 
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Unit 16: Take minutes 
Unit code: S208 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Produce accurate records of discussions and decisions taken (action logging) during 
meetings. 

Specific skills: 

 Communicating 

 Planning 

 Evaluating 

 Interpersonal skills 

 Organising 
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Unit 17: Handle mail 
Unit code: S209 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Organise the distribution and collection of incoming and outgoing mail or packages 
and provide specialised mail services. 

Specific skills: 

 Checking 

 Decision-making 

 Prioritising 

 Problem-solving 
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Unit 18: Provide reception services 
Unit code: S210 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Maintain a reception to enhance the vision and brand of the organisation. 

Specific skills: 

 Communicating 

 Negotiating 

 Problem-solving 

 Decision-making 

 Organising 

 Questioning 

 Interpersonal skills 

 Personal presentation 

 Listening 

 Planning 
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Unit 19: Meet and welcome visitors 
Unit code: S250 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Meet and welcome visitors ensuring visitors’ needs are met while presenting a 
positive image of the organisation. 

 Specific skills: 

 Communicating 

 Personal presentation 

 Decision-making 

 Problem-solving 

 Interpersonal skills 

 Listening 
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Unit 20: Organise and report data 
Unit code: S216 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Collate, organise and report data in agreed format and timescale. 

Specific skills: 

 Communicating 

 Planning 

 Checking 

 Presenting information 

 Decision-making 

 Problem-solving 

 Organising 

 Using technology 
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Unit 21: Research information 
Unit code: S217 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Research information, identifying sources of information researched and record the 
data that has been extracted from the sources of information. 

Specific skills: 

 Analysing  

 Planning 

 Using technology 

 Communicating 

 Presenting information 

 Decision-making 

 Problem-solving 

 Organising 

 Researching 
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Unit 22: Store and retrieve information 
Unit code: S218 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Process, store, and retrieve information using different information systems, in line 
with organisational requirements. 

Specific skills: 

 Communicating 

 Using technology 

 Organising 

 Planning 

 Problem-solving 
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Unit 23: Provide archive services 
Unit code: S219 

Unit credit: 2 

Unit level: 5 

 

Introduction 

Archive and retrieve information to the agreed brief and in line with organisational 
requirements. 

Specific skills: 

 Communicating 

 Using technology 

 Organising 

 Planning 

 Problem-solving 
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Unit 24: Support the management and 
development of an information 
system 

Unit code: S226 

Unit credit: 7 

Unit level: 7 

 

Introduction 

Support the management and evaluation of an information system to meet 
organisational and users’ needs. 

Specific skills: 

 Analysing 

 Monitoring 

 Problem-solving 

 Developing others 

 Negotiating 

 Researching 

 Evaluating 

 Organising 

 Using technology 

 Managing resources 

 Planning 
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Unit 25: Use office equipment 
Unit code: S220 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Use a range of office equipment (such as photocopiers, faxes, binders, laminators, 
printers or PCs) applying the necessary standards of health and safety and operating 
practice. 

Specific skills: 

 Communicating 

 Using technology 

 Organising 

 Planning 

 Problem-solving 
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Unit 26: Maintain and issue stationery 
stock items 

Unit code: S221 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Maintain, order, check and issue stationery stock items from external or internal 
suppliers. 

Specific skills: 

 Auditing 

 Reporting 

 Checking 

 Communicating 

 Recording 
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Unit 27: Respond to change in a business 
environment 

Unit code: S225 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Consider coping strategies when faced with change within a business environment. 

Specific skills: 

 Analysing 

 Problem-solving 

 Communicating 

 Questioning 

 Listening 

 Negotiating 
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Unit 28: Administer HR records 
Unit code: S227 

Unit credit: 3 

Unit level: 5 

 

Introduction 

This standard is about the work a Human Resources administrator undertakes when 
dealing with employee records. 

Specific skills: 

 Accuracy 

 Evaluating 

 Quality checking 

 Analysing 

 Managing time 

 Recording 

 Attention to detail 

 Organising 

 Researching 

 Communicating 

 Problem solving 
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Unit 29: Administer the recruitment and 
selection process 

Unit code: S228 

Unit credit: 4 

Unit level: 5 

 

Introduction 

This standard is about a Human Resources administrator assisting with the 
recruitment and selection process. 

Specific skills: 

 Accuracy 

 Evaluating 

 Problem solving 

 Prioritising 

 Analysing 

 Managing time 

 Quality checking 

 Attention to detail 

 Organising 

 Recording 

 Communicating 

 Presenting yourself 

 Researching 
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Unit 30: Administer parking dispensations 
Unit code: S251 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Provide administrative services for the issue of parking dispensations, including 
permits, season tickets, suspensions, dispensations/waivers and blue badges. 

Specific skills: 

 Accuracy 

 Evaluating 

 Presenting yourself 

 Researching 

 Analysing  

 Managing time 

 Problem solving  

 Using technology 

 Communicating 

 Monitoring 

 Quality checking 

 Decision-making 

 Organising 

 Recording 
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Unit 31: Bespoke software 2 
Unit code: S236a 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Select and use a wide range of intermediate bespoke software tools and techniques 
for information that is at times non-routine or unfamiliar. Any aspect that is 
unfamiliar may require support and advice from others. This standard is imported 
from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Communicating 

 Presenting information 

 Using technology 
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Unit 32: Specialist software 2 
Unit code: S236b 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Select and use a wide range of intermediate specialist software tools and techniques 
for information that is at times non-routine or unfamiliar. Any aspect that is 
unfamiliar may require support and advice from others. This standard is imported 
from the e-skills IT Users suite. 

 

Specific skills: 

 Checking 

 Communicating 

 Presenting information 

 Using technology 
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Unit 33: Data management software 2 
Unit code: S237 

Unit credit: 3 

Unit level: 5 

 

Introduction 

An intermediate user can select and use intermediate data management software 
tools and techniques to: 

 enter information into data management systems that is at times non-routine or 
unfamiliar; 

 retrieve information using multiple selection criteria; and 

 produce customised reports from the system. 
The data management system tools, functions and techniques will be described as 
‘intermediate’ because: 

 the software tools and functions involved will at times be non-routine or 
unfamiliar; and 

 the choice and use of input, manipulation and output techniques will need to 
take account of a number of factors or elements. 

Any aspect that is unfamiliar may require support and advice from others. This 
standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Analysing  

 Presenting information 

 Checking 

 Using technology 

 Organising 

 Planning 
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Unit 34: Database software 2 
Unit code: S238 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Select and use intermediate database software tools and techniques to: 

 enter information into databases, that is at times non-routine or unfamiliar; 

 retrieve information by creating queries using multiple selection criteria; and 

 produce reports by setting up menus or short cuts. 
Also, create and modify single table, non-relational databases. Any aspects that are 
unfamiliar may require support and advice from others. This standard is imported 
from the e-skills IT Users suite. 

Specific skills: 

 Analysing  

 Presenting information 

 Checking 

 Using technology 

 Organising 

 Planning 
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Unit 35: Improving productivity using IT 2 
Unit code: S239 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Plan and review the use of predefined or commonly used IT tools for activities that 
are at times non-routine or unfamiliar. As a result of reviewing their work, the 
individual will be able to devise solutions to use IT tools to improve productivity. Any 
aspect that is unfamiliar will require support and advice from other people.This 
standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Negotiating 

 Using technology 

 Evaluating 

 Organising 

 Managing resources 

 Planning 

 Monitoring 

 Problem solving 
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Unit 36: IT security for users 2 
Unit code: S240 

Unit credit: 2 

Unit level: 5 

 

Introduction 

Avoid common security risks and control access to software and data; and use a 
wider range of methods to protect software and data (eg from exchanging 
information by e-mail or when downloading software from the Internet). This 
standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Negotiating 

 Using technology 

 Evaluating 

 Organising 

 Managing resources 

 Planning 

 Monitoring 

 Problem solving 
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Unit 37: Presentation software 2 
Unit code: S241 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Select and use a wide range of intermediate presentation software tools and 
techniques effectively to produce presentations that are at times non-routine or 
unfamiliar. Any aspect that is unfamiliar may require support and advice from others. 
This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Communicating 

 Planning 

 Evaluating  

 Presenting information 

 Managing time 

 Using technology 

 Organising 
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Unit 38: Setting up an IT System 2 
Unit code: S242 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Select and connect up an IT system with a range of hardware, removable storage 
media and a communication service safely and run more advanced tests to check it is 
working successfully. This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Negotiating 

 Using technology 

 Evaluating 

 Organising 

 Managing resources 

 Planning 

 Monitoring 

 Problem solving 
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Unit 39: Spreadsheet software 2 
Unit code: S243 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Select and use a wide range of intermediate spreadsheet software tools and 
techniques to produce, present and check spreadsheets that are at times non-routine 
or unfamiliar. Any aspect that is unfamiliar may require support and advice from 
others. This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Communicating 

 Presenting information 

 Using technology 
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Unit 40: Using collaborative technologies 2 
Unit code: S244 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Facilitate the use of appropriate combinations of IT tool and devices for groups to 
work collaboratively by: 

 planning and selecting the IT tools and devices to be used for work purposes and 
tasks; 

 preparing and setting up access to collaborative technologies; 

 presenting information and facilitating others contributions; and 

 moderating the use of collaborative technologies. 
Any aspect that is unfamiliar may require support and advice from others. This 
standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Communicating 

 Presenting information 

 Using technology 
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Unit 41: Website software 2 
Unit code: S245 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Select and use a wide range of intermediate website software tools and techniques 
to produce multiple-page websites. Any aspect that is unfamiliar may require support 
and advice from others. This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Communicating 

 Planning 

 Evaluating  

 Presenting information 

 Managing time 

 Using technology 

 Organising 
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Unit 42: Word processing software 2 
Unit code: S246 

Unit credit: 4 

Unit level: 5 

 

Introduction 

Select and use a range of intermediate word processing software tools and 
techniques to produce documents that are at times non-routine or unfamiliar. Any 
aspect that is unfamiliar may require support and advice from others. This standard 
is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Communicating 

 Presenting information 

 Using technology 
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Unit 43: Using e-mail 2 
Unit code: S252 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Understand and use a range of basic e-mail software tools to send, receive and store 
messages for straightforward or routine activities. Any aspect that is unfamiliar will 
require support and advice from others. This standard is imported from the e-skills IT 
Users suite. 

Specific skills: 

 Communicating 

 Presenting information 

 Using technology 
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Unit 44: Control payroll 
Unit code: S247 

 

Introduction 

Control the accuracy and compliance of the payroll. This standard is imported from 
the FSSC Accountancy and Finance suite. 

Specific skills: 

 Checking 

 Managing time  

 Communicating 

 Using technology 

 Monitoring 

 Problem Solving 
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Unit 45: Account for income and 
expenditure 

Unit code: S248 

 

Introduction 

Understand an organisation’s accounting processes and identify and correct or refer 
any errors or discrepancies as well as maintain security and confidentiality of 
information at all times. This standard is imported from the FSSC Accountancy and 
Finance suite. 

Specific skills: 

 Checking 

 Managing time 

 Communicating 

 Using technology 

 Monitoring 

 Problem Solving 
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Unit 46: Draft financial statements 
Unit code: S249 

 

Introduction 

Draft financial statements of incorporated organisations following the preparation of 
an initial trial balance. This standard is imported from the FSSC Accountancy and 
Finance suite. 

Specific skills: 

 Checking 

 Managing time 

 Communicating 

 Using technology 

 Monitoring 

 Problem Solving 
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Unit 47: Contribute to running a project 
Unit code: S324 

Unit credit: 5 

Unit level: 6 

 

Introduction 

Contribute to project planning and support the implementation and monitoring of 
projects to achieve planned outcomes. 

Specific skills: 

 Application of number 

 Managing resources  

 Planning 

 Analysing 

 Managing time 

 Prioritising 

 Communicating 

 Monitoring  

 Problem-solving 

 Evaluating  

 Organising 
 



SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
  

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

46
8 

W
h
at

 y
ou

 m
u
st

 k
n
ow

 

T
o 

ac
hi

ev
e 

th
is

 e
le

m
en

t 
yo

u 
m

us
t 

gi
ve

 s
uf

fi
ci

en
t 

ev
id

en
ce

 t
o 

de
m

on
st

ra
te

 y
ou

r 
kn

ow
le

dg
e 

an
d 

un
de

rs
ta

nd
in

g 
fo

r 
ea

ch
 s

ta
nd

ar
d.

 

 K
n
ow

le
d
ge

 
T

yp
e 

of
 e

vi
d
en

ce
 

D
at

e 

F
or

 t
h
e 

w
h
ol

e 
u
n
it

 
 

 

A
. 

T
he

 p
ur

po
se

 a
nd

 b
en

ef
it

s 
of

 i
de

nt
if

yi
ng

 s
ta

ke
ho

ld
er

s 
in

vo
lv

ed
 i
n 

th
e 

pr
oj

ec
t 

 
 

B.
 

T
he

 d
if

fe
re

nc
e 

be
tw

ee
n 

m
an

ag
in

g 
op

er
at

io
ns

 a
nd

 m
an

ag
in

g 
pr

oj
ec

ts
 

 
 

C
. 

T
he

 a
dv

an
ta

ge
s 

an
d 

di
sa

dv
an

ta
ge

s 
of

 u
si

ng
 p

ro
je

ct
s 

an
d 

w
he

n 
pr

oj
ec

ts
 a

re
 a

pp
ro

pr
ia

te
 

 
 

D
. 

T
he

 b
en

ef
it

s 
of

 d
ef

in
in

g 
a 

pr
oj

ec
t’

s 
pu

rp
os

e,
 s

co
pe

, 
ti

m
es

ca
le

, 
co

st
s,

 a
im

s 
an

d 
ob

je
ct

iv
es

 
 

 

E.
 

H
ow

 t
o 

es
ti

m
at

e 
ty

pe
s 

an
d 

qu
an

ti
ty

 o
f 

re
so

ur
ce

s 
ne

ed
ed

 f
or

 p
ro

je
ct

 a
ct

iv
it

ie
s 

 
 

F.
 

T
he

 p
ro

je
ct

-p
la

nn
in

g 
m

et
ho

do
lo

gi
es

 a
pp

ro
pr

ia
te

 t
o 

th
e 

ty
pe

s 
of

 p
ro

je
ct

s 
ru

n 
an

d 
to

ol
s 

th
at

 c
an

 b
e 

us
ed

 t
o 

as
si

st
 p

ro
je

ct
 p

la
nn

in
g 

an
d 

co
nt

ro
l 

 
 

G
. 

D
if

fe
re

nt
 t

yp
es

 o
f 

m
et

ho
ds

 a
va

il
ab

le
 t

o 
m

on
it

or
 p

ro
je

ct
s 

 
 

 

H
. 

D
if

fe
re

nt
 w

ay
s 

of
 c

om
m

un
ic

at
in

g 
w

it
h 

th
os

e 
in

vo
lv

ed
 i
n 

or
 a

ff
ec

te
d 

by
 a

 p
ro

je
ct

 t
o 

m
ak

e 
su

re
 i
t 

ru
ns

 
sm

oo
th

ly
 

 
 

I.
 

T
he

 b
en

ef
it

s 
of

 b
ei

ng
 f

le
xi

bl
e 

an
d 

ad
ap

ti
ng

 p
ro

je
ct

 p
la

ns
 w

he
n 

ne
ce

ss
ar

y 
 

 

J.
 

H
ow

 t
o 

re
co

rd
 p

ro
je

ct
 a

ct
iv

it
ie

s 
 

 

K.
 

T
he

 p
ur

po
se

 o
f 

in
te

ri
m

 r
ep

or
ti

ng
 

 
 

L.
 

T
he

 p
ur

po
se

 a
nd

 v
al

ue
 o

f 
ac

hi
ev

in
g 

pr
oj

ec
ts

 w
it

hi
n 

ag
re

ed
 t

im
es

ca
le

s 
 

 



 

SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
 

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

46
9 

 A
d
d
it

io
n
al

 e
vi

d
en

ce
 (

if
 a

p
p
li
ca

b
le

):
 

  

O
 =

 d
ir

ec
t 

ob
se

rv
at

io
n
 o

f 
th

e 
le

ar
n
er

’s
 p

e
rf

or
m

an
ce

 b
y 

th
ei

r 
as

se
ss

or
 

P
D

 =
 p

ro
fe

ss
io

n
al

 d
is

cu
ss

io
n
 

Q
&

A
 =

 o
u
tc

om
es

 f
ro

m
 o

ra
l 
or

 w
ri

tt
en

 q
u
es

ti
on

in
g 

A
 =

 a
ss

ig
n
m

en
t,

 p
ro

je
ct

/c
as

e 
st

u
d
ie

s 

P
 =

 p
ro

d
u
ct

s 
of

 t
h
e 

le
ar

n
er

’s
 w

or
k 

W
T

 =
 a

u
th

en
ti

c 
st

at
em

en
ts

/w
it

n
es

s 
te

st
im

on
y 

R
A

 =
 p

er
so

n
al

 s
ta

te
m

en
ts

 a
n
d
/o

r 
re

fl
ec

ti
ve

 a
cc

ou
n
ts

 
EP

W
 =

 e
xp

er
t 

w
it

n
es

s 
te

st
im

on
y 

C
ol

u
m

n
 k

ey
: 

S 
=
 o

u
tc

om
e 

fr
om

 s
im

u
la

ti
on

, 
w

h
er

e 
p
er

m
it

te
d
 b

y 
th

e 
as

se
ss

m
en

t 
st

ra
te

gy
 

R
P
L 

=
 e

vi
d
en

ce
 o

f 
re

co
gn

it
io

n
 o

f 
p
ri

or
 l
ea

rn
in

g 



SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
  

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

47
0 

I c
on

fi
rm

 t
ha

t 
th

e 
ev

id
en

ce
 d

et
ai

le
d 

in
 t

hi
s 

U
ni

t 
is

 m
y 

ow
n 

w
or

k 
an

d 
m

ee
ts

 t
he

 r
eq

ui
re

m
en

ts
 o

f 
th

e 
N

at
io

na
l 
O

cc
up

at
io

na
l 
st

an
da

rd
s.

 

 C
an

di
da

te
 s

ig
na

tu
re

:_
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 I c
on

fi
rm

 t
ha

t 
th

e 
ca

nd
id

at
e 

ha
s 

ac
hi

ev
ed

 a
ll
 t

he
 r

eq
ui

re
m

en
ts

 o
f 

th
is

 U
ni

t.
 

 A
ss

es
so

r 
si

gn
at

ur
e:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 C
ou

nt
er

si
gn

in
g 

as
se

ss
or

 s
ig

na
tu

re
 (

if
 a

pp
li
ca

bl
e)

:_
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 I c
on

fi
rm

 t
ha

t 
th

e 
ca

nd
id

at
e’

s 
sa

m
pl

ed
 w

or
k 

m
ee

ts
 t

he
 s

ta
nd

ar
ds

 s
pe

ci
fi

ed
 f

or
 t

hi
s 

U
ni

t 
an

d 
m

ay
 b

e 
pr

es
en

te
d 

fo
r 

ex
te

rn
al

 v
er

if
ic

at
io

n.
 

 In
te

rn
al

 v
er

if
ie

r 
si

gn
at

ur
e:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
 

D
at

e:
__

__
__

__
__

__
__

__
__

__
_

 

 C
ou

nt
er

si
gn

in
g 

in
te

rn
al

 v
er

if
ie

r 
(i

f 
ap

pl
ic

ab
le

):
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
 

D
at

e:
__

__
__

__
__

__
__

__
__

__
_

 



 

SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
 

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

47
1 

 El
em

en
t 

1
: 

C
on

tr
ib

u
te

 t
o 

p
ro

je
ct

 p
la

n
n
in

g 

W
h
at

 y
ou

 m
u
st

 d
o 

T
o 

ac
hi

ev
e 

th
is

 e
le

m
en

t 
yo

u 
m

us
t 

gi
ve

 s
uf

fi
ci

en
t 

ev
id

en
ce

 t
o 

de
m

on
st

ra
te

 y
ou

r 
co

m
pe

te
nc

e 
fo

r 
ea

ch
 s

ta
nd

ar
d.

 

 P
er

fo
rm

an
ce

 
T

yp
e 

of
 

ev
id

en
ce

 
P
or

tf
ol

io
 

R
ef

er
en

ce
 

D
at

e 
T

yp
e 

of
 

ev
id

en
ce

 
P
or

tf
ol

io
 

R
ef

er
en

ce
 

D
at

e 

T
o 

m
ee

t 
th

e 
n
at

io
n
al

 s
ta

n
d
ar

d
 y

ou
 m

u
st

: 
 

 
 

 
 

 

1.
 

Id
en

ti
fy

 a
ll
 s

ta
ke

ho
ld

er
s 

in
vo

lv
ed

 i
n 

th
e 

pr
oj

ec
t 

 
 

 
 

 
 

2.
 

C
on

fi
rm

 t
he

 p
ur

po
se

 o
f 

th
e 

pr
oj

ec
t 

w
it

h 
al

l 
re

le
va

nt
 s

ta
ke

ho
ld

er
s 

 
 

 
 

 
 

 

3.
 

C
on

fi
rm

 t
he

 p
ro

je
ct

 s
co

pe
, 

ti
m

es
ca

le
, 

ai
m

s 
an

d 
ob

je
ct

iv
es

 
 

 
 

 
 

 

4.
 

C
on

tr
ib

ut
e 

to
 t

he
 p

re
pa

ra
ti

on
 o

f 
a 

pr
oj

ec
t 

sp
ec

if
ic

at
io

n 
 

 
 

 
 

 

5.
 

C
on

fi
rm

 t
he

 r
es

ou
rc

es
 n

ee
de

d 
fo

r 
th

e 
pr

oj
ec

t 
 

 
 

 
 

 



SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
  

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

47
2 

 A
d
d
it

io
n
al

 e
vi

d
en

ce
 (

if
 a

p
p
li
ca

b
le

):
 

  

O
 =

 d
ir

ec
t 

ob
se

rv
at

io
n
 o

f 
th

e 
le

ar
n
er

’s
 p

e
rf

or
m

an
ce

 b
y 

th
ei

r 
as

se
ss

or
 

P
D

 =
 p

ro
fe

ss
io

n
al

 d
is

cu
ss

io
n
 

Q
&

A
 =

 o
u
tc

om
es

 f
ro

m
 o

ra
l 
or

 w
ri

tt
en

 q
u
es

ti
on

in
g 

A
 =

 a
ss

ig
n
m

en
t,

 p
ro

je
ct

/c
as

e 
st

u
d
ie

s 

P
 =

 p
ro

d
u
ct

s 
of

 t
h
e 

le
ar

n
er

’s
 w

or
k 

W
T

 =
 a

u
th

en
ti

c 
st

at
em

en
ts

/w
it

n
es

s 
te

st
im

on
y 

R
A

 =
 p

er
so

n
al

 s
ta

te
m

en
ts

 a
n
d
/o

r 
re

fl
ec

ti
ve

 a
cc

ou
n
ts

 
EP

W
 =

 e
xp

er
t 

w
it

n
es

s 
te

st
im

on
y 

C
ol

u
m

n
 k

ey
: 

S 
=
 o

u
tc

om
e 

fr
om

 s
im

u
la

ti
on

, 
w

h
er

e 
p
er

m
it

te
d
 b

y 
th

e 
as

se
ss

m
en

t 
st

ra
te

gy
 

R
P
L 

=
 e

vi
d
en

ce
 o

f 
re

co
gn

it
io

n
 o

f 
p
ri

or
 l
ea

rn
in

g 



 

SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
 

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

47
3 

I c
on

fi
rm

 t
ha

t 
th

e 
ev

id
en

ce
 d

et
ai

le
d 

in
 t

hi
s 

U
ni

t 
is

 m
y 

ow
n 

w
or

k 
an

d 
m

ee
ts

 t
he

 r
eq

ui
re

m
en

ts
 o

f 
th

e 
N

at
io

na
l 
O

cc
up

at
io

na
l 
st

an
da

rd
s.

 

 C
an

di
da

te
 s

ig
na

tu
re

:_
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 I c
on

fi
rm

 t
ha

t 
th

e 
ca

nd
id

at
e 

ha
s 

ac
hi

ev
ed

 a
ll
 t

he
 r

eq
ui

re
m

en
ts

 o
f 

th
is

 U
ni

t.
 

 A
ss

es
so

r 
si

gn
at

ur
e:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 C
ou

nt
er

si
gn

in
g 

as
se

ss
or

 s
ig

na
tu

re
 (

if
 a

pp
li
ca

bl
e)

:_
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 I c
on

fi
rm

 t
ha

t 
th

e 
ca

nd
id

at
e’

s 
sa

m
pl

ed
 w

or
k 

m
ee

ts
 t

he
 s

ta
nd

ar
ds

 s
pe

ci
fi

ed
 f

or
 t

hi
s 

U
ni

t 
an

d 
m

ay
 b

e 
pr

es
en

te
d 

fo
r 

ex
te

rn
al

 v
er

if
ic

at
io

n.
 

 In
te

rn
al

 v
er

if
ie

r 
si

gn
at

ur
e:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
 

D
at

e:
__

__
__

__
__

__
__

__
__

__
_

 

 C
ou

nt
er

si
gn

in
g 

in
te

rn
al

 v
er

if
ie

r 
(i

f 
ap

pl
ic

ab
le

):
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
 

D
at

e:
__

__
__

__
__

__
__

__
__

__
_

 

  



SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
  

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

47
4 

El
em

en
t 

2
: 

R
u
n
 t

h
e 

p
ro

je
ct

 

W
h
at

 y
ou

 m
u
st

 d
o 

T
o 

ac
hi

ev
e 

th
is

 e
le

m
en

t 
yo

u 
m

us
t 

gi
ve

 s
uf

fi
ci

en
t 

ev
id

en
ce

 t
o 

de
m

on
st

ra
te

 y
ou

r 
co

m
pe

te
nc

e 
fo

r 
ea

ch
 s

ta
nd

ar
d.

 

 P
er

fo
rm

an
ce

 
T

yp
e 

of
 

ev
id

en
ce

 
P
or

tf
ol

io
 

R
ef

er
en

ce
 

D
at

e 
T

yp
e 

of
 

ev
id

en
ce

 
P
or

tf
ol

io
 

R
ef

er
en

ce
 

D
at

e 

T
o 

m
ee

t 
th

e 
n
at

io
n
al

 s
ta

n
d
ar

d
 y

ou
 m

u
st

: 
 

 
 

 
 

 

6.
 

Im
pl

em
en

t 
an

d 
m

on
it

or
 t

he
 p

ro
je

ct
 t

o 
m

ee
t 

th
e 

ag
re

ed
 b

ud
ge

t 
an

d 
ti

m
es

ca
le

s 
 

 
 

 
 

 

7.
 

C
om

m
un

ic
at

e 
w

it
h 

al
l 
th

os
e 

in
vo

lv
ed

 i
n 

or
 a

ff
ec

te
d 

by
 

th
e 

pr
oj

ec
t 

 
 

 
 

 
 

8.
 

Se
ek

 a
dv

ic
e 

in
 r

es
po

ns
e 

to
 u

ne
xp

ec
te

d 
ev

en
ts

 
 

 
 

 
 

 

9.
 

Ke
ep

 r
ec

or
ds

 o
f 

al
l 
pr

oj
ec

t 
ac

ti
vi

ty
 i
n 

th
e 

ag
re

ed
 

fo
rm

at
  

 
 

 
 

 
 

10
. 
Pr

ov
id

e 
in

te
ri

m
 r

ep
or

ts
 o

n 
pr

oj
ec

t 
pr

og
re

ss
 

 
 

 
 

 
 

11
. 
A
ch

ie
ve

 r
eq

ui
re

d 
ou

tc
om

es
 o

n 
ti

m
e 

an
d 

to
 b

ud
ge

t 
 

 
 

 
 

 



 

SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
 

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

47
5 

 A
d
d
it

io
n
al

 e
vi

d
en

ce
 (

if
 a

p
p
li
ca

b
le

):
 

  

O
 =

 d
ir

ec
t 

ob
se

rv
at

io
n
 o

f 
th

e 
le

ar
n
er

’s
 p

e
rf

or
m

an
ce

 b
y 

th
ei

r 
as

se
ss

or
 

P
D

 =
 p

ro
fe

ss
io

n
al

 d
is

cu
ss

io
n
 

Q
&

A
 =

 o
u
tc

om
es

 f
ro

m
 o

ra
l 
or

 w
ri

tt
en

 q
u
es

ti
on

in
g 

A
 =

 a
ss

ig
n
m

en
t,

 p
ro

je
ct

/c
as

e 
st

u
d
ie

s 

P
 =

 p
ro

d
u
ct

s 
of

 t
h
e 

le
ar

n
er

’s
 w

or
k 

W
T

 =
 a

u
th

en
ti

c 
st

at
em

en
ts

/w
it

n
es

s 
te

st
im

on
y 

R
A

 =
 p

er
so

n
al

 s
ta

te
m

en
ts

 a
n
d
/o

r 
re

fl
ec

ti
ve

 a
cc

ou
n
ts

 
EP

W
 =

 e
xp

er
t 

w
it

n
es

s 
te

st
im

on
y 

C
ol

u
m

n
 k

ey
: 

S 
=
 o

u
tc

om
e 

fr
om

 s
im

u
la

ti
on

, 
w

h
er

e 
p
er

m
it

te
d
 b

y 
th

e 
as

se
ss

m
en

t 
st

ra
te

gy
 

R
P
L 

=
 e

vi
d
en

ce
 o

f 
re

co
gn

it
io

n
 o

f 
p
ri

or
 l
ea

rn
in

g 



SV
03

34
93

  
—

 L
og

bo
ok

 f
or

 c
an

di
da

te
s 

—
 S

V
Q

 2
 i
n 

Bu
si

ne
ss

 a
nd

 A
dm

in
is

tr
at

io
n 

at
 S

C
Q

F 
Le

ve
l 
5 

—
  

Is
su

e 
1 

—
 A

ug
us

t 
20

12
 ©

 P
ea

rs
on

 E
du

ca
ti

on
 L

im
it

ed
 2

01
2 

47
6 

I c
on

fi
rm

 t
ha

t 
th

e 
ev

id
en

ce
 d

et
ai

le
d 

in
 t

hi
s 

U
ni

t 
is

 m
y 

ow
n 

w
or

k 
an

d 
m

ee
ts

 t
he

 r
eq

ui
re

m
en

ts
 o

f 
th

e 
N

at
io

na
l 
O

cc
up

at
io

na
l 
st

an
da

rd
s.

 

 C
an

di
da

te
 s

ig
na

tu
re

:_
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 I c
on

fi
rm

 t
ha

t 
th

e 
ca

nd
id

at
e 

ha
s 

ac
hi

ev
ed

 a
ll
 t

he
 r

eq
ui

re
m

en
ts

 o
f 

th
is

 U
ni

t.
 

 A
ss

es
so

r 
si

gn
at

ur
e:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 C
ou

nt
er

si
gn

in
g 

as
se

ss
or

 s
ig

na
tu

re
 (

if
 a

pp
li
ca

bl
e)

:_
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

 
D

at
e:

__
__

__
__

__
__

__
__

__
__

_
 

 I c
on

fi
rm

 t
ha

t 
th

e 
ca

nd
id

at
e’

s 
sa

m
pl

ed
 w

or
k 

m
ee

ts
 t

he
 s

ta
nd

ar
ds

 s
pe

ci
fi

ed
 f

or
 t

hi
s 

U
ni

t 
an

d 
m

ay
 b

e 
pr

es
en

te
d 

fo
r 

ex
te

rn
al

 v
er

if
ic

at
io

n.
 

 In
te

rn
al

 v
er

if
ie

r 
si

gn
at

ur
e:

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
 

D
at

e:
__

__
__

__
__

__
__

__
__

__
_

 

 C
ou

nt
er

si
gn

in
g 

in
te

rn
al

 v
er

if
ie

r 
(i

f 
ap

pl
ic

ab
le

):
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
 

D
at

e:
__

__
__

__
__

__
__

__
__

__
_

 

  



 

SV033493  — Logbook for candidates — SVQ 2 in Business and Administration at SCQF Level 5 — 

Issue 1 — August 2012 © Pearson Education Limited 2012 

477 

Unit 48: Design and produce documents in 
a business environment 

Unit code: S311 

Unit credit: 4 

Unit level: 6 

 

Introduction 

Design and produce high-quality, attractive documents to agreed specifications. 

Specific skills: 

 Checking 

 Negotiating 

 Using technology 

 Designing 

 Organising 

 Listening 

 Questioning 

 Managing time  

 Researching 
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Unit 49: Prepare text from notes using 
touch typing (60 wpm) 

Unit code: S312 

Unit credit: 4 

Unit level: 6 

 

Introduction 

Present accurate and correct text in an agreed format, from notes, using touch 
typing at a speed of 60 words per minute. 

Specific skills: 

 Checking 

 Using technology 

 Listening 

 Managing time 

 Questioning 
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Unit 50: Prepare text from shorthand (80 
wpm) 

Unit code: S313 

Unit credit: 8 

Unit level: 6 

 

Introduction 

Take shorthand notes and produce accurate and correct text in an agreed format 
from these notes, at a minimum speed of 80 words per minute. 

Specific skills: 

 Checking 

 Questioning 

 Listening 

 Using technology 

 Managing time 

 Noting 
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Unit 51: Prepare text from recorded audio 
instruction (60wpm) 

Unit code: S314 

Unit credit: 4 

Unit level: 6 

 

Introduction 

Transcribe accurate and correct text in an agreed format from an audio recording, at 
a minimum speed of 60 words per minute. 

Specific skills: 

 Checking 

 Using technology 

 Listening 

 Managing time 

 Questioning 
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Unit 52: Organise and co-ordinate events 
Unit code: S319 

Unit credit: 8 

Unit level: 6 

 

Introduction 

Agree a brief and budget for organising an event and decide the operational 
activities and technical requirements to deliver the event. 

Specific skills: 

 Checking 

 Interpersonal skills 

 Monitoring  

 Problem-solving 

 Communicating 

 Leading 

 Negotiating 

 Decision-making 

 Managing resources 

 Organising 

 Evaluating 

 Managing time 

 Planning 
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Unit 53: Plan and organise meetings 
Unit code: S320 

Unit credit: 5 

Unit level: 6 

 

Introduction 

Plan and organise meetings, ensuring the necessary activities are carried out before, 
during and after the meeting. 

Specific skills: 

 Communicating 

 Managing resources 

 Planning 

 Checking 

 Managing time 

 Problem-solving 

 Evaluating 

 Negotiating 

 Interpersonal skills  

 Organising 
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Unit 54: Organise business travel or 
accommodation 

Unit code: S321 

Unit credit: 5 

Unit level: 6 

 

Introduction 

Research, organise and agree arrangements for travel and accommodation to make 
sure they meet the brief and agreed budget. 

Specific skills: 

 Communicating 

 Managing time 

 Problem-solving 

 Checking 

 Negotiating 

 Researching 

 Decision-making 

 Organising 

 Evaluating  

 Planning 
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Unit 55: Make and receive telephone calls 
Unit code: S106 

Unit credit: 3 

Unit level: 5 

 

Introduction 

Make, receive or transfer telephone calls in line with organisational requirements. 

Specific skills: 

 Communicating 

 Personal presentation 

 Questioning 

 Summarising 
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Unit 56: Develop a presentation 
Unit code: S309 

Unit credit: 3 

Unit level: 6 

 

Introduction 

Research, plan and prepare a presentation for specific audiences. 

Specific skills: 

 Communicating 

 Researching 

 Evaluating 

 Organising 

 Planning 
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Unit 57: Deliver a presentation 
Unit code: S310 

Unit credit: 3 

Unit level: 6 

 

Introduction 

Prepare for, deliver and evaluate a formal presentation. 

Specific skills: 

 Communicating 

 Planning 

 Evaluating 

 Managing time 

 Organising 
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Unit 58: Deliver, monitor and evaluate 
customer service to internal 
customers 

Unit code: S325 

Unit credit: 3 

Unit level: 6 

 

Introduction 

Deliver, monitor, evaluate and improve services to meet internal customer needs. 

Specific skills: 

 Evaluating  

 Listening 

 Monitoring 

 Negotiating 

 Problem-solving 

 Questioning 
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Unit 59: Deliver, monitor and evaluate 
customer service to external 
customers 

Unit code: S326 

Unit credit: 3 

Unit level: 6 

 

Introduction 

Deliver, monitor, evaluate and improve services to meet external customer needs. 

Specific skills: 

 Evaluating 

 Listening 

 Monitoring 

 Negotiating 

 Problem-solving 

 Questioning 
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Unit 60: Support the design and 
development of information 
systems 

Unit code: S315 

Unit credit: 7 

Unit level: 6 

 

Introduction 

Contribute to the design and support the development of information systems to 
meet users’ needs. 

Specific skills: 

 Analysing 

 Organising  

 Using technology 

 Evaluating 

 Planning 

 Managing resources 

 Problem solving 

 Negotiating 

 Researching 
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Unit 61: Monitor information systems 
Unit code: S316 

Unit credit: 7 

Unit level: 6 

 

Introduction 

Maintain and monitor information systems to meet agreed specifications within 
legislation and organisational requirements. 

Specific skills: 

 Analysing 

 Monitoring resources 

 Problem-solving 

 Developing others  

 Negotiating 

 Researching 

 Evaluating 

 Organising 

 Using technology 

 Monitoring 

 Planning 
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Unit 62: Analyse and report data 
Unit code: S317 

Unit credit: 6 

Unit level: 6 

 

Introduction 

Select, organise, analyse and report data. 

Specific skills: 

 Analysing 

 Planning 

 Using technology 

 Communicating 

 Presenting information 

 Decision-making 

 Problem-solving 

 Organising 

 Researching 
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Unit 63: Provide administrative support in 
schools 

Unit code: S329 

Unit credit: 8 

Unit level: 6 

 

Introduction 

Work with school contacts and wider community contacts to contribute to school 
goals and priorities 

School contacts include pupils and students; parents; guardians; carers; colleagues; 
and governing bodies. Wider community contacts include community organisations; 
relevant authorities; children’s services; welfare services; local businesses; the 
police; and regulatory bodies. 

Specific skills: 

 Analysing 

 Managing conflict 

 Organising 

 Researching 

 Communicating 

 Managing time 

 Planning 

 Team working 

 Evaluating 

 Negotiating 

 Prioritising 

 Using technology 

 Literacy 

 Numeracy 

 Problem solving 

 Writing 
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Unit 64: Administer parking and traffic 
challenges, representations and 
civil parking appeals 

Unit code: S330 

Unit credit: 9 

Unit level: 6 

 

Introduction 

Provide administrative services for parking challenges, representations and civil 
parking notice (CPN) appeals. Civil parking notice means any parking or traffic notice 
issued in relation to any contravention or infringement of contract under current 
legislation. There is no statutory appeals process for parking on private land, 
therefore the civil penalty notice appeal process has been included in this standard. 

Specific skills: 

 Analysing  

 Interpersonal skills 

 Presenting yourself 

 Communicating 

 Managing time 

 Problem solving 

 Decision-making 

 Negotiating 

 Researching 

 Evaluating 

 Organising  

 Using technology 
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Unit 65: Administer statutory parking and 
traffic appeals 

Unit code: S331 

Unit credit: 9 

Unit level: 7 

 

Introduction 

Process documentation and respond to statutory appeals against parking penalty 
charge notices (PCN) including those following a successfully filed statement of truth 
on grounds 1, 2, 3 or 4. This standard covers the statutory appeals process. Civil 
parking notice (CPN) appeals for which there is no statutory process are covered in 
standard 329 Administer challenges, representations and CPN appeals. Civil parking 
notice means any parking or traffic notice issued in relation to any contravention or 
infringement of contract under current legislation. 

Specific skills: 

 Accuracy 

 Evaluating 

 Presenting yourself 

 Researching 

 Analysing 

 Letter writing 

 Problem solving 

 Using technology 

 Communicating 

 Managing time 

 Quality checking 

 Decision-making 

 Organising 

 Recording 
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Unit 66: Administer parking and traffic 
debt recovery 

Unit code: S332 

Unit credit: 6 

Unit level: 7 

 

Introduction 

Provide administrative services for the recovery of parking and traffic debt. 

Specific skills: 

 Accuracy  

 Evaluating 

 Presenting yourself 

 Researching 

 Analysing Managing time 

 Problem solving 

 Using technology 

 Communicating 

 Monitoring 

 Quality checking 

 Decision-making 

 Organising 

 Recording 
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Unit 67: Use occupational and safety 
guidelines when using keyboards 

Unit code: S112 

Unit credit: 2 

Unit level: 4 

 

Introduction 

Position the relevant parts of the body safely when typing at a workstation. 

Specific skills: 

 Communicating 

 Planning 

 Problem solving 
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Unit 68: Bespoke Software 1 
Unit code: S114 a 

Unit credit: 2 

Unit level: 4 

 

Introduction 

Use basic bespoke software tools and techniques appropriately for straightforward or 
routine information. Any aspect that is unfamiliar will require support and advice 
from others. This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Communicating 

 Presenting information 

 Using technology 
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Unit 69: Specialist Software 1 
Unit code: S114 b 

Unit credit: 2 

Unit level: 4 

 

Introduction 

Use basic specialist software tools and techniques appropriately for straightforward 
or routine information. Any aspect that is unfamiliar will require support and advice 
from others. This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Communicating 

 Presenting information 

 Using technology 
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Unit 70: Data management software 1 
Unit code: S115 

Unit credit: 2 

Unit level: 4 

 

Introduction 

Use basic data management software tools and techniques to: 
 enter straightforward or routine information using pre-set data-entry screens; 

 retrieve information by running predefined methods; and 

 produce reports using predefined menus or short cuts. 
 
This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Analysing 

 Presenting information 

 Checking 

 Using technology 

 Organising 

 Planning 
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Unit 71: Database software 1 
Unit code: S116 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Use basic database software tools and techniques to: 

 enter straightforward or routine information into a database; 

 set up a single table in a flat file database; 

 retrieve information by running routine queries; and 

 produce reports using predefined menus or short cuts. 
 
The structure and functionality of the database will be predefined. Any aspects that 
are unfamiliar will require support and advice from others. 

This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Analysing  

 Presenting information 

 Checking 

 Using technology 

 Organising 

 Planning 
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Unit 72: Improving productivity using IT 1 
Unit code: S117 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Plan and review their use of predefined or commonly used IT tools for activities that 
are straightforward or routine. As a result of reviewing their work, an individual will 
be able to identify and use automated methods or alternative ways of working to 
improve productivity. Any aspect that is unfamiliar will require support and advice 
from other people. This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Negotiating 

 Using technology 

 Evaluating 

 Organising 

 Managing resources 

 Planning 

 Monitoring 

 Problem solving 
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Unit 73: IT security for users 1 
Unit code: S118 

Unit credit: 1 

Unit level: 4 

 

Introduction 

Identify day-to-day security risks and the laws and guidelines that affect the use of 
IT; and use simple methods to protect software and personal data (eg risks from 
people getting access to it who are not authorised, from viruses or from hardware 
not working properly).This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Negotiating 

 Using technology 

 Evaluating 

 Organising 

 Managing resources 

 Planning 

 Monitoring 

 Problem solving 
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Unit 74: Presentation software 1 
Unit code: S119 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Use a range of basic presentation software tools and techniques to produce 
straightforward or routine presentations. Any aspect that is unfamiliar will require 
support and advice from others. This standard is imported from the e-skills IT Users 
suite. 

Specific skills: 

 Communicating 

 Planning 

 Evaluating  

 Presenting information 

 Managing time 

 Using technology 

 Organising 
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Unit 75: Set up an IT System 1 
Unit code: S120 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Connect up the basic components of an IT system, removable storage media and a 
communication service safely using default setup routines and run simple tests to 
check it is working successfully. This standard is imported from the e-skills IT Users 
suite. 

Specific skills: 

 Checking 

 Negotiating 

 Using technology 

 Evaluating 

 Organising 

 Managing resources 

 Planning 

 Monitoring 

 Problem solving 
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Unit 76: Spreadsheet Software 1 
Unit code: S121 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Use a range of basic spreadsheet software tools and techniques to produce, present 
and check spreadsheets that are straightforward or routine. Any aspect that is 
unfamiliar will require support and advice from others. This standard is imported 
from the e-skills IT Users suite. 

Specific skills: 

 Checking 

 Communicating 

 Presenting information 

 Using technology 
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Unit 77: Using collaborative technologies 1 
Unit code: S122 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Safely use IT tool and devices to work collaboratively by: 
 preparing and accessing IT tools and devices; 

 playing a responsible and active role in real-time communication; and 

 contributing relevant information. 
 
Any aspect that is unfamiliar will require support and advice from others. 
This standard is imported from the e-skills IT Users suite. 

Specific skills: 

 Communicating 

 Presenting information 

 Using technology 
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Unit 78: Website Software 1 
Unit code: S123 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Use basic website software tools and techniques appropriately to produce 
straightforward or routine single web pages from pre-set templates. Any aspect that 
is unfamiliar will require support and advice from others. This standard is imported 
from the e-skills IT Users suite. 

Specific skills: 

 Communicating 

 Planning 

 Evaluating 

 Presenting information 

 Managing time 

 Using technology 

 Organising 
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Unit 79: Word Processing Software 1 
Unit code: S124 

Unit credit: 3 

Unit level: 4 

 

Introduction 

Use a range of basic word processing software tools and techniques to produce 
appropriate, straightforward or routine documents. Any aspect that is unfamiliar will 
require support and advice from others. This standard is imported from the e-skills IT 
Users suite. 

Specific skills: 

 Checking 

 Communicating 

 Presenting information 

 Using technology 
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Unit 80: Using Email 1 
Unit code: S113 

Unit credit: 2 

Unit level: 4 

 

Introduction 

Understand and use a range of basic e-mail software tools to send, receive and store 
messages for straightforward or routine activities. Any aspect that is unfamiliar will 
require support and advice from others. This standard is imported from the e-skills IT 
Users suite. 

Specific skills: 

 Communicating 

 Presenting information 

 Using technology 
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Unit 81: Calculate Pay 
Unit code: S125 

 

Introduction 

Calculate employees’ gross and net pay, which includes: calculating gross pay; 
processing entitlements and deductions; and resolving employees’ queries about 
their pay. This standard is imported from the FSSC Accountancy and Finance suite. 

Specific skills: 

 Checking 

 Managing time  

 Communicating 

 Using technology 

 Monitoring 

 Problem Solving 
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