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Section 1: SVQ3 in Retail (Sales Professional)
at SCQF Level 6

Introduction

This document contains information specific to the SVQ3 in Retail (Sales Professional)
at SCQF Level 6.

National Occupational Standards and SVQs

The standards, Assessment Strategy and qualification structures for the SVQ3 in Retail
(Sales Professional) at SCQF Level 6 are owned by Skillsmart Retail, who reviewed
these National Occupational Standards. The SVQs have been developed from the
National Occupational Standards.

The SVQ3 in Retail (Sales Professional) at SCQF Level 6 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:

Skillsmart Retail Limited
4™ Floor

93 Newman Street
London, W1T 3EZ

Telephone: 020 7462 5060

Fax: 020 7462 5061
Email: contactus@skillsmartretail.com
Website: www.skillsmartretail.com

SVQs are 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 Retail Skills/Retail are available?

The SVQ in Retail Skills is available as follows:

SVQ1 in Retail Skills at SCQF Level 4

SVQ2 in Retail Skills at SCQF Level 5

SVQ3 in Retail (Sales Professional) at SCQF Level 6
SVQ3 in Retail (Visual Merchandising) at SCQF Level 6
SVQ3 in Retail (Management) 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 SVQ3 in Retail (Sales Professional) at SCQF Level 6

The SVQ3 in Retail (Sales Professional) at SCQF Level 6 is based on the National
Occupational Standards (NOS) developed by Skillsmart Retail and is intended for
individuals who work in the retail sector. These individuals may be working as:

e retail sales people

retail assistants

e counter assistants

e stockroom/warehouse assistants
e visual merchandisers

e cash point operators

e managers in all of the above roles.

What progression opportunities does this SVQ offer me?

Candidates may progress within their own employment, from a supervisory role to
line management. They can also progress to:

o the Edexcel BTEC Level 3 Award, Certificate and Diploma in Retail Knowledge
(QCF)

¢ the SVQ3 in Management at SCQF Level 7
e the Edexcel BTEC Level 3 Award and Certificate in Management (QCF)

e the Edexcel BTEC Level 3 Diploma and Extended Diploma in Business
(Management) (QCF)

o the Edexcel BTEC Level 3 Award/Certificate in Management (QCF)
e the SVQ4 (at SCQF Level 9) in Management

e the Edexcel BTEC Level 4 HNC Diploma and Level 5 HND Diploma in Business
(Management) (QCF)

o the Edexcel BTEC Level 5 Award/Certificate/Diploma in Management and
Leadership (QCF).
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What is the structure of the SVQ3 in Retail (Sales Professional) at SCQF
Level 6?

To achieve the whole qualification at Level 6, you must prove competence in six
units.

This comprises:

e one mandatory unit

e four units chosen from any of the Groups A, B, C, D, E, F, G, Hand |
e one further unit from Group A, B, C, D, E, F, G, H, | or J.

Mandatory unit for the SVQ3 in Retail (Sales Professional) at SCQF Level 6

You must achieve unit the listed below:

Unit Unit code Title Unit SCQF

number credit | level

1 E.O08 Work effectively in your retail 9 6
organisation

Optional units for the SVQ3 in Retail (Sales Professional) at SCQF Level 6

You must achieve:
e four units chosen from any of the Groups A, B, C, D, E, F, G, Hor |

¢ one further unit from Group A, B, C, D, E, F, G, H, l or J.

Group A - Sales

Unit Unit code Title Unit SCQF
number credit | level
2 C.07 Process part-exchange sales transactions | 12 6

in a retail environment

3 C.30 Develop individual retail service 6 6
opportunities

4 C.31 Provide a personalised sales and after- 8 6
sales service to your retail clients

5 C.56 Help customers to choose specialist 7 6
products in a retail environment

6 C.57 Demonstrate specialist products to 5 6
customers in a retail environment
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Group B - Stock management

Unit Unit code Title Unit SCQF
number credit | level
7 B.14 Organise the receipt and storage of goods | 11 7
in a retail environment
8 B.15 Audit stock levels and stock inventories in | 6 7
a retail environment
Group C - Product expertise (food and drink)
Unit Unit code Title Unit SCQF
number credit | level
9 B.22 Monitor and help improve food safety ina | 12 6
retail environment
10 C.45 Help customers to choose alcoholic 6 6
beverages in a retail store
11 C.38 Assist customers to obtain appropriate 12 6
insurance
Group D - Sourcing
Unit Unit code Title Unit SCQF
number credit | level
12 B.16 Source required goods and services in a 10 7
retail environment
Group E - Merchandising
Unit Unit code Title Unit SCQF
number credit | level
13 C.13 Maintain the availability of goods for sale | 11 6
to customers in a retail environment
Group F - Management and leadership
Unit Unit code Title Unit SCQF
number credit | level
14 E.09 Help to manage a retail team 11 6
15 E.10 Contribute to the continuous 10 6
improvement of retail operations
16 E.12 Plan, monitor and adjust staffing levels 11 7
and schedules in a retail environment
17 E.15 Develop productive working relationships | 9 6
with colleagues
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Group G - Finance and administration

Unit Unit code Title Unit SCQF

number credit | level

18 C.15 Enable customers to apply for credit and | 12 6
hire purchase facilities

19 E.21 Monitor and support secure till use during | 3 6
trading hours

Group H - Customer service

Unit Unit code Title Unit SCQF

number credit | level

20 E.17 Monitor and evaluate the quality of 9 6
service provided to your customers by
external suppliers

21 D.13* Organise the delivery of reliable customer | 6 6
service

22 D.14* Improve the customer relationship 7 6

23 D.15* Work with others to improve customer 6
service

24 D.16* Monitor and solve customer service 6 6
problems

25 D.17* Promote continuous improvement 7 7

*Only one unit can count towards the qualification when chosen from Units D.13,
D.14, D.15, D.16 and SCQF level 7 unit D.17

Group | - Organisational effectiveness

Unit Unit code Title Unit SCQF
number credit level
26 E. 11 Help to monitor and maintain the security | 11 6
of the retail unit
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Group J - Optional SCQF Level 5 units

Unit Unit code Title Unit SCQF

number credit | level

Sales

27 C.47 Promote the store’s credit card to 3 5
customers

28 C.52 Help customers to apply for the store’s 4 5
credit card and associated insurance
products

Product expertise (clothing and footwear)

29 C.17 Provide the lingerie fitting service in a 8 5
retail environment

30 C.48 Provide service to customers in the 1 5
dressing room of a retail store

Product expertise (food and drink)

31 B.10 Process bake-off products for sale in a 6 5
retail environment

32 B.12 Process greengrocery products for salein |9 5
a retail environment

33 B.13 Finish meat products by hand in a retail 9 5
environment

34 B.31 Hand-process fish in a retail environment 5

35 B.32 Contribute to the control and efficiency 4 5
of dough production in a retail
environment

36 B.33 Select, weigh and measure bakery 6 5
ingredients

37 B.34 Hand divide, mould and shape fermented | 6 5
doughs

38 C.49 Promote sales of food or drink products 2 5
by offering samples to customers

39 C.54 Help customers to choose delicatessen 6 5
products in a retail outlet

40 C.55 Portion delicatessen products in a retail 6 5
outlet to meet individual customers’
requirements

Product expertise (home and garden)

41 C.40 Establish customer needs and provide 6 5
advice regarding tiling products

42 C.41 Advise customers upon measuring and 6 5
planning for the fixing of tiles

43 C.42 Advise customers upon the fixing of tiles | 6 5
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Group J - SCQF Level 5 units (continued ...)

44 C.35 Promote beauty products to retail 10 5
customers

45 C.46 Cash up in a retail store 2 5
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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 SVQ3 in Retail (Sales Professional) at
SCQF Level 6.

The forms are:

e Form 1: Portfolio title page

e Form 2: Personal profile

e Form 3: Contents checklist

e Form 4: Index of evidence

e Form 5: Unit assessment plan

e Form 6: Unit sign-off record

e Form 7: Work Log

e Form 8: Observation record

e Form 9: Witness testimony

e Form 10: Expert witness evidence record
e Form 11: Record of questions and candidate’s 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:
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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

e your own personal details
e a brief CV or career profile
e description of your job

¢ information about your employer/training
provider/college

Summary of the units

Completed units

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

e reference numbers included

e unit assessment plans

Unit progress records

Index of evidence (with cross-referencing
information completed)

Evidence (with reference numbers)
e observation records
o details of witnesses (witness testimony sheets)

e personal statements
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Example form 4 — Index of evidence

SvQ title and level:

Candidate:

Units/elements |Evidence |Description of evidence (Included in Internal
evidence links |[number portfolio verifier

to (Yes/No) signature
(give specific If No, state location and date of
numbers, R
eg5.2.1) sampling
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Example form 5 — Unit assessment plan

sSvQ title:

Unit:

Candidate: Assessor:

Normal working activities performed
TYPICAL WORK AREA EXPECTED LINKS TO OTHER
EVIDENCE COMPLETION UNITS/ELEMENTS

DATE

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:

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 Date
signature

continued overleaf...
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Optional units

Unit number | Title Assessor’s Date
signature
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Example form 7 —

Work Log

SvQ title and level:

Unit/element(s):

Candidate:

Purpose of statement:

Evidence index number:

Date Evidence |Details of statement Links to Units,
index other elements
number evidence and PCs

(enter numbers) |covered

Candidate’s signature: Date:

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

SvQ title and level:

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:

| 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:

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:

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

Witness signature:

Name: Date:

Contact telephone number:

Please tick (v ) 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:

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:

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

Expert witness signature:

Name:

Date:

Contact telephone number:

Please tick (v ) 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:

Candidate name:

Unit: Element(s):

Evidence index number:

Circumstances of assessment:

List of questions and candidate’s responses:

Q:

Assessor’s signature:

Date:

Candidate’s signature:

Date:
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Section 3: Logbook

Page number

Mandatory units

Unit 1:

Work effectively in your retail organisation

Optional units

Unit 2:

Unit 3:
Unit 4:

Unit 5:

Unit 6:

Unit 7:

Unit 8:

Unit 9:

Unit 10:

Unit 11:
Unit 12:
Unit 13:
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Unit 15:
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Unit 20:
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Provide a personalised sales and after-sales service to your
retail clients
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retail store

Assist customers to obtain appropriate insurance
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Maintain the availability of goods for sale to customers in a
retail environment

Help to manage a retail team

Contribute to the continuous improvement of retail
operations

Plan, monitor and adjust staffing levels and schedules in a
retail environment

Develop productive working relationships with colleagues

Enable customers to apply for credit and hire purchase f
acilities

Monitor and support secure till use during trading hours

Monitor and evaluate the quality of service provided to
your customers by external suppliers
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Unit 1: Work effectively in your retail

organisation
Unit code: E.08
Unit credit: 9
Unit level: 6

Introduction

This unit is about being an effective member of your team, including taking some
responsibility for helping colleagues to learn. The unit involves supporting your
team’s efforts by sharing the workload fairly, making realistic commitments and
doing your best to keep them, and contributing to team morale and good working
relations. The unit is also about being an effective learner in the workplace. It
assumes that you receive some help and support in planning and carrying out your
learning plans. Your responsibilities are to contribute to the planning process, carry
out your plan and report on your progress.

Finally, the unit is about helping colleagues to gain the information and skills they
need to do their jobs. It involves passing on to colleagues your own knowledge and
skills as you go about your day-to-day work. This standard is not about being a
professional trainer and you are not expected to assess your colleagues’ performance
formally.
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Unit 2: Process part-exchange sales
transactions in a retail

environment
Unit code: C.07
Unit credit: 12
Unit level: 6

Introduction

This unit is about three aspects of part-exchange sales transactions. Firstly, it is
about following company guidelines for valuing items offered in part exchange.
Secondly, it involves negotiating part-exchange sales transactions and working out
the balance the customer needs to pay. Thirdly, it is about taking payment and
providing service at point of sale.
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Unit 3: Develop individual retail service

opportunities
Unit code: C.30
Unit credit: 6
Unit level: 6

Introduction

This unit is for personal shoppers and is about developing your client database.
Firstly, you need to plan how to find new clients you can develop a business
relationship with. You need to understand what type of clients you should be
meeting, and how to go about meeting them in ways that use your time effectively
and are likely to help you meet your sales targets. Secondly, you need to approach
potential clients and get them interested in you and your service. You need to tailor
your approach to different people so that you can quickly develop a rapport and gain
their interest. You also need to gain their trust in you and your company by keeping
your promises and keeping personal information strictly confidential.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 71
Issue 1 — February 2012 © Pearson Education Limited 2012



7107 Paiwi] uolieonp3 uosiead @ 7107 Aleniga4 — | anss|
— 9 19A97 4DDS e (Jeuolssajoud s1es) |L1eIdY Ul EDAS — %00q307 d3epipued — Z000E0AS A

S9IIAJDS ,S403132dWOD JN0ge N0 pul) 03 MOY  9° 7Y

9D1AJSS UNOA Jnoge Aem aAlsensiad e ul sjual)d jerjuajod 03 yje3 03 MOy  G'ZH
aptAaoJd NOA 9D1AISS 9Y3 JO S3LI2USQ puR Saanjed) ayl 7N

S11JOUSQ pue S9INJR3) USIMIDQ DUISIP 9YY €N

SI19Wo3snd 03 9jowoud 03 syuem Auedwod unoA agewl ayy 7'M

Ssjual)d Jerjualod Yiim a3eald 03 pasu noA sdiysuorje)ad ssauisng jo adAy ayy L )

:puelSISpUN pUR MOUY 03 Pa3U NOA - SjuaL)d |1e3ad |eljuajod 03 9DIAISS INOA Ja)Jew T

Jageuew JnoA 03 ssaugoud unoA 1iodad pinoys NoA Moy pue uaym  g°LYy

yoeoudde JnoA a5ueyd 03 pasu noA 1 ap1dap noA diay jeyy shkem ul ssaisoad JnoA aunseaw 03 MOY /" LY
SJUSL)D Mau Sulpul) Ul ssa4580.4d UNOA MILASJ 03 USLJO MOY  9° )

SJU3LD SULISIXD 03 SUL))SS PUB SIUSLD MU SULPUL} USIMIS] SWl) JNOA ddue)eq 0} 3S9q MOY  G° )
Sjuald yuMm sdiysuolie)ad ssautsng surdoyaAap 4oy sainpadoud pue sawdtjod Auedwod Ly

$1958.e] $S9)es UNOA 199W 03 J9pJ0 Ul paau 03 A)ayL] aJe noA sjual)d Jo sadAy pue Jaquinu ayl  €°LY
8ul)as 1o} a1qisuodsau Ajjeuosiad aue NOA SI1AISS pue spuelq ay3 03 JURA)aJ saLjoad Juald 77 LY

AQ wayj aAaLyde pinoys NOA USYM pue s1a8.4e) sajes JnoA | LY

:puelsSIapun pue Mouy 03 PaauU NOA - SjUaL|d |1e3ad Mau Sulpuly Joy sueld ayew °|

93eqg

SDUDPIND
Jo adA}

abpaimou)

‘pJepue)s Yoea Joj Sulpuelsiapun pue 35pa)Mouy JNOA 91eIISUOWSP 03 DUSPLA JUSLILIINS DALS ISNW NOA JUSWS)S SIY) dA3LYDdR 0]

MoOU) 3SnW NOA Jeym




€L

7107 pa)Wi] uolesnp3 uosiead @ 710z Aeniga4 — | anss|
— 9 19A97 4DDS e (JeuoLssa)0.d S1eS) 1eIdY Ul EDAS — %00q307 d3epipue) — Z000E0AS

Aeruaptiuod juatd yim op 03 Adnod Auedwod pue sme) uolydajold elep ayl Jo s3oadse jueasjal
diysuoryejad ssautsng ay3 03 Juelsoduwt st AjlelauapLjuod Juald Aym
K19A1103}49 31 9sh ued NoA Jeyy os sjual)d jerjuslod jnoge uoljew.ojul pJodal 03 Moy

10} payse aAey Aayj uoljew.ojul
wayy Sulpuas a)dwexa Joj ‘syusal)d jeraualod 03 ayew noA sasiwold Aue dosy 03 pasu noA Aym

Sjual)d jeryualod Yjm agueydxa 03 pasu noA uoljewlojul ayj
Sjuald aAldadsold yim Apoinb juodded e ajeald 03 Moy

diysuoliejaa ssauisng e ajeaud djay 01 Aoy st pue Auedwod
InoA pue noA jo uotssasdwl aAllLsod e sajeaud eyl Aem e ul sjual)d jeryualod yoseoudde 03 moy

sjuald eryualod Surydeoudde Joy sarjtuniioddo ayqelins Ajl3usapl 03 Moy

WIaY3 31J3Uaq PJNOM 3D1AISS INOA Suisn
MOY pue3sIapun ued sjual)d jeraualod eyl os ‘SInoA YIIM SaDLAISS SJ011adwod asedwod 0] Moy

GL'IA
144/
€L

(434

LLTIA

oLor

6"

8

L7

:puelSIapUN pUR MOUY 03 Pa3U NOA - SjUaL)d |1e3ad |eljuajod 03 9DIAISS INOA Ja)Jew  °Z

ajeq

ADUIPIAD
Jo adA}L

abpaimou)




7107 Paiwi] uolieonp3 uosiead @ 7107 Aleniga4 — | anss|
— 9 19A97 4DDS e (Jeuolssajoud s1es) |L1eIdY Ul EDAS — %00q307 d3epipued — Z000E0AS

VL

ONINYVIT YOIRId 40 NOILINDOD3Y 40 ION3dIAT = T4y

AD3LVYLS
AINIWSSIASSY FHL A9 ILLIWYId FYFHM ‘NOILVINWIS WOY¥4 FWODLNOo = §

ANOWILS3L SSANLIM L¥3dX3 = Md3

SLINNODJIV JAILO3T43Y YO/ANV SLNIWALVLS TVNOSY3d = VY

ANOWILS3L SSANLIM/SLINIWALVYLS DILNIHLINVY = | M

NYOM S FANUVIT IHL 40 S1ONAOYUd = d | :AIX NWN10D

S31ANLS 3SVD/1D3rodd ‘LNAWNDISSY = V¥

ONINOILSIND NALLIMM ¥O VY0 WO¥4 SIWODLNO = YBO

NOISSNJSIA TVYNOISS340dd = dd

YOSSIASSV
YIFHL A9 IDNVWHOHY3d S, 4INYVIT FHL 40 NOILVAY3SEO 1OId = O

:(31qeotdde j1) 35USPpLAS JeUOLIIPPY




6L

7107 pa)Wi] uolesnp3 uosiead @ 710z Aeniga4 — | anss|
— 9 19A97 4DDS e (JeuoLssa)0.d S1eS) 1eIdY Ul EDAS — %00q307 d3epipue) — Z000E0AS

:91eQ :(91geondde 1) JS1JLI9A JeUISIUL SULUBLSISIUNOD

:91e(Q :24NJRUSLS JSLJLISA JRUIDIU|

"UOLJeDLJLISA 1eUID)XD o) pajuasald aq Aew pue tun Siy} Joj patjidads spiepuels ay3 S}19aW YJom pajdwes s,a3eplpued ay3 jey3 WLILJuoD |

:91eQq :(91geondde j1) ainjeusis J0ssasse SUlUBLSISIUNOD)

:91e(Q :24N3ReUSLS JOSSISSY

"JLUN SIY} JO SjuawWalinbal ayj Jje paAalyoe sey ajepipued ay3 Jeyy WLuod |

:93eQ :ainjeusis ajeplpue)

‘spJepueis jeuoliedndd( JeuotieN ay3 0 sjuawaldinbal ay3 s39awW pue JOM UMO Aw SI JLUM SLYY UL P)LR1Sp 9DUSPIAS 33 3Ryl WLILIUOD |



7107 Paiwi] uolieonp3 uosiead @ 7107 Aleniga4 — | anss|

— 919497 4DDS 3 (Jeuolssajold S1eS) 1LeIy UL EDAS — %00G507 31epLpue) — L000E0AS

9L

sawl)
paaJgde ayj 1e ssausoud unoA jo syiodal
9jeJndde pue Jea)d JaGeuew JNOA SALS

9°1ld

Aressanau uaym
sueld unoA Sulisnfpe pue pasau noA sjjnsal
3y3 BULASLYDR aJe NOA JaYlayMm asLusodal

G'ld

S|eAJD]UL 9)geIINS
e sue)d JnoA jsutede ssaigoud JNOA Malaal

v'id

aseq jual)d ay3 suLpying
10} sainpanoud pue saldljod Auedwod Moy 0y

¢€'1d

Aonod

pue o5ewl Auedwod pue a)qe)leAe awL)
pue 395pnq 9y} pulw ulL Sulieaq a)geAalyde
pue sa)1j04d Jual)d ay) 40} 3)1qe3ins aJe eyl
aseq jual)d ay] suLp)Lng 10} seapl 3s988NS

[T

s1a5.e)

sajes JnoA aAalyde noA diay pjnom woisnd
9SOUM puB 3DIAISS JNOA WoJ} 3149uaq
pPINOM OyMm Jual)d Jo sadAl ayil Ajlauapt

L'ld

:3SNW NOA pJepuels jeuolleu ayj 319w o]

CERITEYEYEN|
ol1j0j340d

20UdPIND

ajed Jo adA)

a1eq

CERITEYEYEN|
01]0J340d

DOUDPIND
Jo adAL

e1193140 dduew.i041dd

‘pJepuels yoea Joj 90ua32dwod INOA 91 JISUOWSP 03 SIUSPLAS JUBIDLIINS SALS ISNW NOA JUSWS SIY3 dASLYde O]

Op 3shw NoA jJeym

SJUSIL)D 1R} Mau Sulputy Joj sueld ayew :| JuswWa|3




7107 pa)Wi] uolesnp3 uosiead @ 710z Aeniga4 — | anss|
— 9 19A97 4DDS e (JeuoLssa)0.d S1eS) 1eIdY Ul EDAS — %00q307 d3epipue) — Z000E0AS

AD3LViL
ONINYVIT YOIRId 40 NOILINDOD3Y 40 ION3dIAT = T4y LINIWSSASSY FHL A9 ILLIWYId FUIHM ‘NOILVINWIS WOY 4 m_<<0uu._.DO = M
ANOWILS3L SSANLIM L¥3dX3 = Md3 SLINNODJIV JAILO3T43Y YO/ANV SLNIWALVLS TVNOSY3d = VY
ANOWILS3L SSANLIM/SLINIWALVYLS DILNIHLINVY = | M NYOM S FANUVIT IHL 40 S1ONAOYUd = d | :AIX NWN10D
S31ANLS 3SVD/1D3rodd ‘LNAWNDISSY = V¥ ONINOILSIND NALLIMM ¥O VY0 WO¥4 SIWODLNO = YBO
YOSSIASSV
NOISSNJSIA TVYNOISS340dd = dd YIFHL A9 IDNVWHOHY3d S, 4INYVIT FHL 40 NOILVAY3SEO 1OId = O

:(a1qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 Paiwi] uolieonp3 uosiead @ 7107 Aleniga4 — | anss|

— 919437 405 3® (1eUOISS3J01d S3IBS) 11eIBY UL EDAS — %00qB0T 23BPIpURD — Z000E0AS 8/
:91eQ :(91geondde 1) JS1JLI9A JeUISIUL SULUBLSISIUNOD
:93eQ :9JNJeusSLS JSLJLIDA Jeuldlu|

"UOLJeDLJLISA 1eUID)XD o) pajuasald aq Aew pue tun Siy} Joj patjidads spiepuels ay3 S}19aW YJom pajdwes s,a3eplpued ay3 jey3 WLILJuoD |

:91eQq :(91geondde j1) ainjeusis J0ssasse SUlUBLSISIUNOD)

:91e(Q :24N3ReUSLS JOSSISSY

"JLUN SIY} JO SjuawWalinbal ayj Jje paAalyoe sey ajepipued ay3 Jeyy WLuod |

:93eQ :ainjeusis ajeplpue)

‘spJepueis jeuoliedndd( JeuotieN ay3 0 sjuawaldinbal ay3 s39awW pue JOM UMO Aw SI JLUM SLYY UL P)LR1Sp 9DUSPIAS 33 3Ryl WLILIUOD |



6L

7107 pa)Wi] uolesnp3 uosiead @ 710z Aeniga4 — | anss|
— 9 19A97 4DDS e (JeuoLssa)0.d S1eS) 1eIdY Ul EDAS — %00q307 d3epipue) — Z000E0AS

K19A1109}49 uolewlIouL Y3 asn
01 NOA sMmo))e 1ey) Aem e uL pue Ajajelndde
‘A)3dwoud uoryewuojutl Jual)d plodal

Ll

ajenidoidde uaym sjual)d jeryualod
U3IM UOLIRWLIOJUL JURAD]DI S5URYIXD

9

Jlej pue 3sauoy
BULSq 9)lYM 3DLAISS JNOA JO saSejueApe
33 Je3a)d ayew Jeyl sAem Ul S9JIAISS
(51031139dW0D YILM 3D1AISS INOA auedwod

e

S9DLAISS INOA Jnoge Aem
aAlsensad e ul sjual)d jeryualod 03 yel

v'id

sjual)d
1eriualod yim uoddel e ajealud Appinb

¢

diysuorieial

ssaulsng e ajeald djay 03 A)jay1) st pue
K1oA1309449 a8ewl s, Auedwod unoA syoafoud
Jeyl Aem e ul sjual)d jerjualod yoeoudde

[Ax4s

Sjual1)d erjualod
yoeoudde 03 saryunyioddo a1geiins jods

l"¢d

:3snw noA pJepue]ls jeuolljeu ayj oW O]

a1eq

CLITEYETEN]
oljojiiod

DDUDPIAD
Jo adA}

a1eq

CLITEYETEN]
oljojiiod

SDUIPIAD
Jo adAL

eLI9}11D 9dUeW.I0IDd

‘pJepue)s yoea 1oj 95ua32dwod JN0oA 31eIISUOWSP 03 SDUSPLAS JUSLDILLINS SALS ISNW NOA JUSW)S SIY] SASLYDR O]

op 3Ishw NoA jJeym

SjUaL)d |1ejal Jerauajod 03 9J1AISS INOA 39y Jey 7 JuUawa|]




7107 Paiwi] uolieonp3 uosiead @ 7107 Aleniga4 — | anss|
— 9 19A97 4DDS e (Jeuolssajoud s1es) |L1eIdY Ul EDAS — %00q307 d3epipued — Z000E0AS

08

djay Jo
uoljew.ojul 9)qelins Jaylo Aue 1a4j0 pue
Adwoud wayl 1191 ‘sjual)d jeryualod 03
sasiwoud daay 03 9)qissod Jou SL L UBYM  6°Zd

Aonod
Auedwod pue sme) uoL}29304d elep YiMm
aul] UL UOLIRULIOJUL JUSL]D 3Sh pue 3103S  8°7d

:3SNW NOA pJepuels jeuolleu ayj 319w o]

ajeq

ERITEYETEN|
ol1j0j340d

9DUIBPIND
Jo adA)

a1eq

CRITEYETEN|
01]0J340d

SDUDPIND
Jo adAL

e1193140 dduew.i041dd




7107 pa)Wi] uolesnp3 uosiead @ 710z Aeniga4 — | anss|
— 9 19A97 4DDS e (JeuoLssa)0.d S1eS) 1eIdY Ul EDAS — %00q307 d3epipue) — Z000E0AS

AD3LViL
ONINYVIT YOIRId 40 NOILINDOD3Y 40 ION3dIAT = T4y LINIWSSASSY FHL A9 ILLIWYId FUIHM ‘NOILVINWIS WOY 4 m_<<0uu._.DO = M
ANOWILS3L SSANLIM L¥3dX3 = Md3 SLINNODJIV JAILO3T43Y YO/ANV SLNIWALVLS TVNOSY3d = VY
ANOWILS3L SSANLIM/SLINIWALVYLS DILNIHLINVY = | M NYOM S FANUVIT IHL 40 S1ONAOYUd = d | :AIX NWN10D
S31ANLS 3SVD/1D3rodd ‘LNAWNDISSY = V¥ ONINOILSIND NALLIMM ¥O VY0 WO¥4 SIWODLNO = YBO
YOSSIASSV
NOISSNJSIA TVYNOISS340dd = dd YIFHL A9 IDNVWHOHY3d S, 4INYVIT FHL 40 NOILVAY3SEO 1OId = O

:(a1qeotdde j1) 35USPpLAS JeUOLIIPPY




7107 Paiwi] uolieonp3 uosiead @ 7107 Aleniga4 — | anss|

— 919437 405 3® (1eUOISS3J01d S3IBS) 11eIBY UL EDAS — %00qB0T 23BPIpURD — Z000E0AS 78
:91eQ :(91geondde 1) JS1JLI9A JeUISIUL SULUBLSISIUNOD
:93eQ :9JNJeusSLS JSLJLIDA Jeuldlu|

"UOLJeDLJLISA 1eUID)XD o) pajuasald aq Aew pue tun Siy} Joj patjidads spiepuels ay3 S}19aW YJom pajdwes s,a3eplpued ay3 jey3 WLILJuoD |

:91eQq :(91geondde j1) ainjeusis J0ssasse SUlUBLSISIUNOD)

:91e(Q :24N3ReUSLS JOSSISSY

"JLUN SIY} JO SjuawWalinbal ayj Jje paAalyoe sey ajepipued ay3 Jeyy WLuod |

:93eQ :ainjeusis ajeplpue)

‘spJepueis jeuoliedndd( JeuotieN ay3 0 sjuawaldinbal ay3 s39awW pue JOM UMO Aw SI JLUM SLYY UL P)LR1Sp 9DUSPIAS 33 3Ryl WLILIUOD |



Unit 4: Provide a personalised sales and
after-sales service to your retail

clients
Unit code: C.31
Unit credit: 8
Unit level: 6

Introduction

This unit is for personal shoppers and is all about providing the personal shopping
experience and building clients’ loyalty to you and to the store.

Firstly, it involves getting to know clients so that you can recommend and sell
products according to clients’ individual needs, preferences and budgets. Selling in
this way is known as consultative selling or relationship selling, and involves
developing a business relationship with clients so that they will trust you, take your
advice and keep coming back to buy from you. To be able to provide a personalised
service effectively you need an extensive knowledge of your store’s products and
services including seasonal trends and special promotions.

The second aspect of the unit is concerned with building clients’ loyalty by following
up client consultations. This involves keeping client records up to date and using
them to keep in touch with clients so that they remain aware of your service and
interested in doing business with you. It also involves providing a service and keeping
clients’ trust by doing the things you have promised clients you will do, such as
placing orders or contacting them when new items are available.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 83
Issue 1 — February 2012 © Pearson Education Limited 2012
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Unit 5: Help customers to choose
specialist products in a retail

environment
Unit code: C.56
Unit credit: 7
Unit level: 6

Introduction

This unit is for you if you are a sales assistant working in retail and you give expert
advice to customers on specialist products. Specialist products are ones for which
many customers will welcome in-depth advice to help them to choose the products
that best meet their needs.
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Unit 6: Demonstrate specialist products
to customers in a retail

environment
Unit code: C.57
Unit credit: 5
Unit level: 6

Introduction

This unit is about creating and making the most of opportunities to demonstrate
specialist products to customers. Specialist products are ones for which many
customers will welcome in-depth advice to help them to choose the products that
best meet their needs.
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Unit 7: Organise the receipt and storage
of goods in a retail environment

Unit code: B.14
Unit credit: 11
Unit level: 7
Introduction

This unit is firstly about organising staff to receive goods, for example when
preparing for seasonal intake of stock. Secondly, the unit involves organising storage
facilities and training and supervising staff in the use of the storage system.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 113
Issue 1 — February 2012 © Pearson Education Limited 2012
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Unit 8: Audit stock levels and stock
inventories in a retail

environment
Unit code: B.15
Unit credit: 6
Unit level: 7

Introduction

This unit involves organising an audit, managing the audit team and preparing an
audit report. The audit team may consist of people who don't normally work
together, and you need not necessarily be a team leader in your day-to-day work.
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Unit 9: Monitor and help improve food
safety in a retail environment

Unit code: B.22
Unit credit: 12
Unit level: 6
Introduction

This unit is for you if you supervise staff who handle or prepare wrapped or
unwrapped food, including food subject to temperature control. The unit is firstly
about monitoring food safety in line with your company’s food safety procedures.
Secondly, the unit is about making a contribution to continuously improving food
safety in your work area.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 —
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Unit 10: Help customers to choose
alcoholic beverages in a retail

store
Unit code: C.45
Unit credit: 6
Unit level: 6

Introduction

This unit is about knowing how to help customers to choose the alcoholic beverages
that best match their requirements. This involves knowing how to find out what
customers are looking for, how to match products to requirements and how to
support your recommendations with relevant product information. You also need to
know how to establish a rapport with customers and how to recognise opportunities
to increase sales by recommending associated or additional products where
appropriate. Strict laws apply to the sale of alcohol in stores in the UK and you need
to comply at all times with these and your store’s policies.
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Unit 11: Assist customers to obtain
appropriate insurance

Unit code: C.38
Unit credit: 12
Unit level: 6
Introduction

This unit is for you if you sell extended warranties on domestic electrical goods. The
provision of insurance products by retailers is regulated by the Financial Services
Authority (FSA) and therefore a key aspect of this unit is to understand and comply
with FSA requirements relating to the sale of insurance. You also need to understand
the relevant principles and concepts of insurance.

The unit is also about four aspects of selling and administering extended warranties.
Firstly, it involves identifying suitable products for individual customers and giving
them accurate information on products you are authorised to deal with. Secondly, it
is about calculating the costs of extended warranties and explaining these costs to
customers. The third aspect involves helping customers complete their applications
for extended warranties and providing customers with the necessary documentation.
Finally, the unit involves helping customers to make claims under extended
warranties they bought through your store.
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Unit 12: Source required goods and
services in a retail environment

Unit code: B.16
Unit credit: 10
Unit level: 7
Introduction

This unit is suitable for you if you order stock for a small, independent store and you
are responsible for choosing the store’s suppliers as well as ordering stock directly
from them. The unit involves working out what needs replenishing and choosing
which suppliers to use. It also involves ordering stock, checking that the right stock is
delivered on time, and evaluating supplier’s performance.
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Unit 13: Maintain the availability of goods
for sale to customers in a retail

environment
Unit code: C.13
Unit credit: 11
Unit level: 6

Introduction

This unit is for team leaders responsible for organising and monitoring the display of
goods. Firstly, the unit is about briefing colleagues about display requirements and
supervising the assembly of displays. Secondly, the unit is about assessing the
effectiveness of displays prepared by colleagues under your supervision. The third
aspect of the unit is concerned with keeping stock replenished and accurately priced,
and making suggestions for improving displays. You do not need specialist visual
merchandising skills for this unit.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 199
Issue 1 — February 2012 © Pearson Education Limited 2012



7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919437 405 3® (1eUOISS3401d S2IBS) 11eIBY UL EDAS — %00GB0T 23BPIpURD — Z000E0AS 002
$9150)0UYD3} pue Spoylaw SuryJew ao1id JUSISJLP dSh 03 MOY 7L L)
1e89) pue 93eundde st sAeydsip ul uoLleWIOUL SYY JBY] YI3Yd 03 MOY L")
Spoo3 Jo suoldLidsap sulpn)dul spoos jo Aeydsip
9y} 03 uone)al uL sanlqisuodsal pue salnp 1e89) s, Auedwod ayy pue s3ysL 1e89) S,J9W03IsNd 3yl O L)Y
Spoo08g SulAeidsip 0] Sulje)ad sainpadoud pue sjuswaldinbal Ajajes pue yjjeay ‘A1lundas ayl 6L\
9duew.044ad J13y3 uo j4els 03
)oeqpas) 9ALS 03 MOy pue 139y1a580] sAeidsip Sul3ind pue Suliedald }jeis JO YJOM Y3 ¥D3yd 03 MOy  8° LY
JUSWSA)O0AUL J1BY3 $95eIN0DUS Jey) Aem e ul Jjels jaLiq 03 Moy  /° LY
sAeydsip dn 319s 03 paau noA sadunosal Jo Ayauenb pue adA} 3eym 1IN0 HJOM 03 MOY  9° )
uoljesedaud
pue Suluea)d J10j) splepuris Sulpn)dul ‘1aylasol sAeidsip sulyind Joj spiepuels s Auedwod ayy  G°LY
sa)es J40j spoog Suldlid Joj sjuswalinbal 1e8a) ayy 7 L|
S9)es S10944e eaJe SUL))9S 9Y3 JO IN0AR) Yl MOy €LY
sajes ajowoud 03 sd)ay 31 Jey3 os uolyew.ojul uotyisod ued noA Moy 7 LY
$}98.Je] sa)es St yoeal 01 2403s oyl d1ay Aedstp Jo sadAy Jualaip Moy L LY

:puelsIapun pue Mouy 0} pasu noA - 3jes |1e3al 1o) spoos Aejdsip 0} jjels asiuesio °|

a1eq

3JUIPIND
Jo adA1L

abpajmou)

"pJepue)s yoea 1oj Suipueisiapun pue a8pa)Mouy IN0A 31e43SUOWSP 03 SDUSPLAS JUSIDLINS SALS ISNW NOA JUSWS)S SIY) dA3LYde 0]

MoOUY 3snw NoA Jeym




10¢

7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|
— 919437 4DDS 1. (1euoLssajold S1eS) 11e1dY Ul £DAS — %00q50T7 S3epipue) — Z000£0AS

Kj93e4ndoe sagueyd ao1id pJ1odald 0} Jueysodwt st L AUM 9 €y

s9o14d a8ueyd pue sayeIsiW 3334400 ‘urjtew 3o1id pue Suldlid ¥Iayd 0 MOY G EN
SPO0S pJepue}s-gns YlLM 1eap pue ¥}D03s 9)ejod pue ystuajdal 0 MOY €N

pPapaau se pamaual o A)309110D paJols J0u S Jeyl 3}203s 03 uaddey ued Jeym €€y
Aeydsip uo spoos jo Alljenb oyl pue uoL1R10d ¥D01S YI3YD 03 MOY  Z°€W

sao11d Jn0qe uoLeWLIOUL PJOJaJ puUR 1231100 03 MOY  L*E)

:puejsiapun pue
MOUY 0} Pa3U NOA - JUSWIUOIIAUS |Ie3al e ul Ajijenb 11ay3 urejurew pue ajqejieAe syonpoud deay ¢

sAejdstp Sutgueyd pue SulSSISSe Ul JJB]S DAJOAUL 0} MOY  9°7)
Aeydsip ay3 uL sadueyd astioyjne ued oym  Gz\

ys8noua a1nJas J0u JO ajesun aJe jeyy sAejdstp 1094100 03 MOY 7N
YySnoua 21Nndas JouU O djesun aJe jey) sAeidsip Aj13uapLt 0y Moy  €°7H
spJepue)s JueAd)ad ay] jsutede sAejdsip ssasse 0y MOy 7'

aJe sAe\dsLp 9A13091)9 Moy Bulssasse uaym Ajdde pinoys noA spaepueis ayy L7\

:pue}SIapUN pUe MOUY 03 Pa3U NOA - JUSWUOIIAUS |1e}al B Ul aJe sAe|dsip 9A13094)3 MOY SSassy  *Z

a1eq

3JUIPIND
Jo adA1L

abpajmou)




7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919497 4D 3. (JeuolsSaj01d S1eS) 11eIY UL EDAS — %00G507 33epLpue) — L000E0AS 702
AD3LVYLS
ONINYV3T OIId 40 NOILINDOD3Y 40 IONIAIAT = TdY AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WO¥4 IWODLNO = §
ANOWILS3L SSANLIM Ld3dX3d = Md3 SLINNODJV JAILD3T43d ¥O/ANV SINIWALVLS TVNOSYAd = VY
ANOWILS3L SSANLIM/SINIWALVYLS JILNIHLINV = | M NYOM S INYVIT FHL 40 S1ONAO0YUd = d | :A3IX NWN10D
S31ANLS 3SYD/123rodd ‘LNIWNDISSY = VY ONINOILSIND NILLIYM ¥O VIO WO¥4 SIW0DLNO = YBO
YOSSIASSV
NOISSNJSIA TVNOISS340dd = dd UIFHL A9 IDNVWIO4Y3d S, 4INYVIT JHL 40 NOILVAYISEO 1D3Id = O

:(a1qedydde y1) 95uspiAs JeuolIppy




7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|

€07 — 919A97 4D 3® (JeuoLss401d S3]eS) 11RI3Y UL EDAS — 400q50T 33epLpued — L000EOAS
:91e( :(91qeondde j1) JaLiLIaA JeUIDIUL SULUSLSI9IUNOYD)
:93eq :9JNJeusts JSLJLISA Jeulalu|

"UOLJIRDLJLISA 1eUIIXd 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ayy s39aW YIom pajduwies s,a3epLpued ay3 3eyy WILUod |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLUslSIaIUN0)

:31eQ :24NJeUSIS J0SSaSSY

“JLUN SLY3 JO sjuawalinbal ay) )1e paAalyde sey ajepLpued ay3 Jeyy WILUoD |

:93e(Q :24njeusis ajepipue)

"spJepueis jeuotjednddQ jeuolieN ay3 Jo syusawalinbal ay) $39aW pue YoM UMO AW SI JLUM SIY) UL PA)LRISP 9DUSPIAS 3Y3 Jey] WLILJUOD |



7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919497 4D 3. (JeuolsSaj01d S1eS) 11eIY UL EDAS — %00G507 33epLpue) — L000E0AS

¥0C

aouewlojlad Jayy
UO }Je3S 0] YDeqpasy) aAL3dNIISUOD apiaold

G'ld

SJ2Wo3lsnd

0} 9DUSLUSAUODUL ISEe3] Y3 Sasned

Jey3 Aem e ul Jay1a803 Aeidstp ay3 Ind pue
eaJe Aejdstp ay3 aledaud jjeis yeyl ¥oayd

v'id

Ae)dstp ayi jo spiepueis
pue sjuawsaJinbal ay3 pueisiapun Asy)
329y> 03 Jje3s Jo} sanjtuniioddo apiaoud

¢€'1d

spJepuels
pue sjuswaluinbal jueAa)al Aue pue Aeidsip
oY) Jo asodund ayy Jjeis 03 ureydxa Ajea)d

[T

Auoyine ajeridoidde

Y3} UM WidY3 33D ‘A1essadsu aIaym
‘pue spJepuels pue sjuswalinbal jJueAd)al
Aue pue Aeydsip ayj jo asodund ay3y wutjuod

I°Ld

:3sNW NoA pJepue)s jeuoljeu ayl 19aW O

CRITEYETEN]
oljojiliod

20UdpIND

9leq Jo adA}L

ajeq

CRITEYETEN]
oljojiiod

SDUIPIAD
jJo adAL

e1193140 ddUuew.i0419d

‘pJepue)s yoea 104 95ua3adwod IN0A 93eIISUOWSP 03 SDUSPLAS JUSLILLNS SALS ISNW NOA JUSW)S SIY] SASLYDR O]

Op 3shw NOA jJeym

a)es |L1e3ad 1o) spoos Aejdsip 03 jje3s asiuesiQ :| Jusawsa)lz




G0¢

7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|

— 912497 4DDS 3. (JeuoLSS3j0.1d SI1eS) 1LeISY UL EDAS — %00G507 33epLpue) — Z000E0AS

sAedsLp Jo spJodal
9jep 03 dn pue ajeundde ‘919)dwod dasy 6" Ld

KaA1109449 sajes ajowoud 03 pauolyisod
pue uasoyd st pue ‘A)esa) pue Ajojeandde
paoe|d uaaq sey uoljewlojul yeyy Jojluow  8°Ld

Aeydsip ayj asueyp Jo Ajlpow 03 AlLioyine
ajeridoidde ay) wouy uolsstwiad utelqo /- 1d

spJepuels pue sjuawsaJiinbai Auedwod 0)
swojuod Aeydsip pajquiasse ayl 1eyy ¥yoayd 9°Ld

:3sNW NoA pJepue)s jeuolieu ayl 19aW 0

a1ed

CITEYEYEN
oljoj3i0d

DOUIPIAD
Jo adAlL

a1eq

CITEYEYEN]
oljoj3i0d

DDUIPIAD
Jo adAL

21193110 dUeW.I04IDd




7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919497 4D 3. (JeuolsSaj01d S1eS) 11eIY UL EDAS — %00G507 33epLpue) — L000E0AS 907
AD3LVYLS
ONINYV3T OIId 40 NOILINDOD3Y 40 IONIAIAT = TdY AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WO¥4 IWODLNO = §
ANOWILSAL SSANLIM Ld3dX3d = Md3 SLINNODJV JAILD3T43d ¥O/ANV SINIWALVLS TVNOSYAd = VY
ANOWILS3L SSANLIM/SINIWALVYLS JILNIFHLINV = | N NYOM S INYVIT FHL 40 S1ONAO0YUd = d | :A3IX NWN10D
S31ANLS 3SYD/123rodd ‘LNIWNDISSY = VY ONINOILSIND NILLIYM ¥O VIO WO¥4 SIW0DLNO = YBO
YOSSIASSV
NOISSNJSIA TVNOISS340dd = dd UIFHL A9 IDNVWIO4Y3d S, 4INYVIT JHL 40 NOILVAYISEO 1D3Id = O

:(a1qedydde y1) 95uspiAs Jeuollippy




7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|

102 — 919A97 4D 3® (JeuoLss401d S3]eS) 11RI3Y UL EDAS — 400q50T 33epLpued — L000EOAS
:91e( :(91qeondde j1) JaLiLIaA JeUIDIUL SULUSLSI9IUNOYD)
:93eq :9JNJeusts JSLJLISA Jeulalu|

"UOLJIRDLJLISA 1eUIIXd 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ayy s39aW YIom pajduwies s,a3epLpued ay3 3eyy WILUod |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLUslSIaIUN0)

:31eQ :24NJeUSIS J0SSaSSY

“JLUN SLY3 JO sjuawalinbal ay) )1e paAalyde sey ajepLpued ay3 Jeyy WILUoD |

:93e(Q :24njeusis ajepipue)

"spJepueis jeuotjednddQ jeuolieN ay3 Jo syusawalinbal ay) $39aW pue YoM UMO AW SI JLUM SIY) UL PA)LRISP 9DUSPIAS 3Y3 Jey] WLILJUOD |



7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919497 4D 3. (JeuolsSaj01d S1eS) 11eIY UL EDAS — %00G507 33epLpue) — L000E0AS

80¢

pa]eaAal sey jJuawissasse UnoA jeyy Ayajes
pue yjjeay Jo A3indas 03 systd Aue yjm
Jeap 01 uolloe 3)qeins pue ydwo.id aye)

9l

Aedstp ay3 03 papaau sasueyd
Aue ayew ued Aayj eyl 0S JUSWIFRIN0DUD
pue suoL}dNJISUL Jed)D JJe1S DALS

G

119s4noA
asLioyine jJouued noA jey) sasueyd Aue
9yew 03 uolsstwiad Jo) uosiad JysLd ay3 yse

v ld

sJ1owo3snd 0} sutjeadde asow Ae\dsip
ay3 9yew Aew jeyy sasueyd Ajl3uapl pue
sjuswwod nydiay ayew 03 jjels 95eInoduUd

4|

aJe A3y) 9A11D94)9 MOY SpLdap 03 spiepuels
JueAd)aJ 93 ])e Jsutese sAejdsip yoayd

[Ar4.

199W
pinoys Aeydsip ayj spJepuels 1eym Ajlauspl

l7td

:3sNW NoA pJepue)s jeuoljeu ayl 19aW O

CRITEYETEN]
oljojiliod

20UdpIND

9leq Jo adA}L

?1eq

CRITEYETEN]
oljojiiod

SDUIPIAD
jJo adAL

eLI9]}lid 20ueuw.loj.lod

‘pJepue)s yoea 104 95ua3adwod IN0A 93eIISUOWSP 03 SDUSPLAS JUSLILLNS SALS ISNW NOA JUSW)S SIY] SASLYDR O]

Op 3shw NOA jJeym

JUSWIUOIIAUS |1e}al e ul aJe sAejdsip 9A13103}J9 MOY SSISSY 17 Juawall




7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|

607 — 912497 4DDS 3. (JeuoLSS3j0.1d SI1eS) 1LeISY UL EDAS — %00G507 33epLpue) — Z000E0AS
AD3LVYULS
ONINYVIT HOIRMd 40 NOILINDOD3YH 40 IDON3dIAT = T4y AINIWSSISSY FHL A9 ILLIWYId FYFHM ‘NOILVINWIS WO¥4 JWODLNO = §
ANOWILS3L SSANLIM Ld3dX3d = Md3 SLINNOJJV JAILD3T43d ¥O/ANV SINIWALVLS TVNOSYAd = VY
ANOWILS3L SSANLIM/SLINIWALVLS DILNIHLNY = | M MYOM S ANYVIT FHL 40 S1ONA0YUd = d | :AIM NWNT10D
S31ANLS 3SVYD/123rodd ‘LNIWNDISSY = Y ONINOILSIND NILLIYM ¥O V30 WO¥4 SIW0DLNO = YBO
YOSSIASSY
NOISSNDSIA TVNOISS340dd = dd UIFHL A9 IONVWHO4Y3d S, 43INYVIT JHL 40 NOILVAYISHO 1OId = 0

:(31qedydde y1) 95uspiAs Jeuolippy




7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919A97 4DIS 3® (1eUOLss3401d S3]eS) 11BI3Y UL EDAS — %00q50T 33epLpue) — L000EOAS 012
:91e( :(91qeondde j1) JaLiLIaA JeUIDIUL SULUSLSI9IUNOYD)
:93eq :9JNJeusts JSLJLISA Jeulalu|

"UOLJIRDLJLISA 1eUIIXd 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ayy s39aW YIom pajduwies s,a3epLpued ay3 3eyy WILUod |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLUslSIaIUN0)

:31eQ :24NJeUSIS J0SSaSSY

“JLUN SLY3 JO sjuawalinbal ay) )1e paAalyde sey ajepLpued ay3 Jeyy WILUoD |

:93e(Q :24njeusis ajepipue)

"spJepueis jeuotjednddQ jeuolieN ay3 Jo syusawalinbal ay) $39aW pue YoM UMO AW SI JLUM SIY) UL PA)LRISP 9DUSPIAS 3Y3 Jey] WLILJUOD |



¥4

7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|
— 919437 4DDS 1. (1euoLssajold S1eS) 11e1dY Ul £DAS — %00q50T7 S3epipue) — Z000£0AS

pajuasaud pue
pasLueSIO SL %203s Aem a3 03 syuswaaosduwil

Jetjualod Surljods ul Jyels SA10AUL  9°€d
SMe) JUeADID.
Aue pue Ad1jod Auedwod yiim aul) ut }203s

SuljeloLi919p 40 93ep-40-1N0 YIM Jeap  G'€d
ol3Isheal pue a3ep-03-dn aJe

suejd jJuswystua)dal }D03s Jey) ains ew  {°¢d
10ds noA swa)qo.d Suidrid Aue 3no 1J0s

A3dwoud pue Supjsew ao1id ydayd AjJensal  €°¢d
1L P93U OYM }jels ay3 0}

uolyewnojul 9o11d 91ep-01-dn ‘ajedndde dAl8  7°€d
sagueyd aouid

UO UOLIBWLIOJUL 91eINDDR PI0IJ pue 1231100  |°€d

:3sNW NoA pJepue)s jeuoljeu ayl 19aW O

a1ed

CRITEYETEN]
oljojiliod

DDUDPIAD
Jo adA}L

ajeq

CRITEYETEN]
oljojiiod

SDUIPIAD
jJo adAL

e1193140 ddUuew.i0419d

‘pJepue)s yoea 104 95ua3adwod IN0A 93eIISUOWSP 03 SDUSPLAS JUSLILLNS SALS ISNW NOA JUSW)S SIY] SASLYDR O]

Op 3shw NOA jJeym

JUSWIUOIIAUS |Iejal e ul Ajljenb J1ayj urejutew pue ajqejteae syonpoad daay :¢ Juswall




7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|
— 919437 4DDS 1 (1eUOLSS3J01d S1eS) 11eIdY UL £DAS — %00q80T S3epipue) — Z000£0AS

[A%4

pasiuegio-aJ ulaq
SL )D03S 9)lYM S1eJoW }Jels pue 1)IMpoos
J3Wo3lsnd urejutew noA jeyl ains ayew  4°€d

pajuasaud pue pastues.o st
3201s Aem ay3 aaouduwit 0] ‘Auessadau alaym
‘uosutad jysLt oYy wouy uolssiwiad 198 g¢°¢d

pajuasald
pue pasiueslo SL %2031s Moy sutaoidul
JO sAem 3A11094)9 pue d1istjead jods  /°€d

:3sNW NoA pJepue)s jeuolieu ayl 19aW 0

a1ed

CITEYEYEN
oljoj3i0d

DOUIPIAD
Jo adAlL

a1eq

CITEYEYEN]
oljoj3i0d

DDUIPIAD
Jo adAL

21193110 dUeW.I04IDd




€1e

7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|
— 919437 4DDS 1. (1euoLssajold S1eS) 11e1dY Ul £DAS — %00q50T7 S3epipue) — Z000£0AS

ONINYV3T OIId 40 NOILINDOD3Y 40 IONIAIAT = TdY

AD3LVYLS
AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WO¥4 IWODLNO = §

ANOWILSAL SSANLIM Ld3dX3d = Md3

SLINNODJV JAILD3T43d ¥O/ANV SINIWALVLS TVNOSYAd = VY

ANOWILS3L SSANLIM/SINIWALVYLS JILNIFHLINV = | N

NYOM S INYVIT FHL 40 S1ONAO0YUd = d | :A3IX NWN10D

S31ANLS 3SYD/123rodd ‘LNIWNDISSY = VY

ONINOILSIND NILLIYM ¥O VIO WO¥4 SIW0DLNO = YBO

NOISSNJSIA TVNOISS340dd = dd

YOSSIASSV
UIFHL A9 IDNVWIO4Y3d S, 4INYVIT JHL 40 NOILVAYISEO 1D3Id = O

:(a1qedydde y1) 95uspiAs Jeuollippy




7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919A97 4DIS 3® (1eUOLss3401d S3]eS) 11BI3Y UL EDAS — %00q50T 33epLpue) — L000EOAS v1Z
:91e( :(91qeondde j1) JaLiLIaA JeUIDIUL SULUSLSI9IUNOYD)
:93eq :9JNJeusts JSLJLISA Jeulalu|

"UOLJIRDLJLISA 1eUIIXd 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ayy s39aW YIom pajduwies s,a3epLpued ay3 3eyy WILUod |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLUslSIaIUN0)

:31eQ :24NJeUSIS J0SSaSSY

“JLUN SLY3 JO sjuawalinbal ay) )1e paAalyde sey ajepLpued ay3 Jeyy WILUoD |

:93e(Q :24njeusis ajepipue)

"spJepueis jeuotjednddQ jeuolieN ay3 Jo syusawalinbal ay) $39aW pue YoM UMO AW SI JLUM SIY) UL PA)LRISP 9DUSPIAS 3Y3 Jey] WLILJUOD |



Unit 14: Help to manage a retail team
Unit code: E.09

Unit credit: 11
Unit level: 6
Introduction

This unit is about managing a team when you are not a full-time team leader. For
example, you might lead a team responsible for a special event, sales preparation,
stocktaking or emergency situations. You are expected to manage the smooth
running of the team’s work. You need to understand and act within the limits of your
responsibility when acting as team leader, and to ask your manager for advice
whenever you need it. The unit does not require you to take responsibility for
formally developing or disciplining team members.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 215
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Unit 15: Contribute to the continuous
improvement of retail operations

Unit code: E.10
Unit credit: 10
Unit level: 6
Introduction

This unit is about helping your store to improve the way it operates, so that you or
they can achieve or improve on sales targets and standards of service. You will need
to have a thorough knowledge of day-to-day operations in your area of responsibility
and be able spot things that could be improved and suggest practical and
cost-effective ways of improving them.

The unit is also about presenting your recommendations persuasively to
management. Finally, you need to put improvements into practice. This involves
working with other people and sometimes experiencing their resistance to new ways
of doing things. As a result, you need to communicate your plans persuasively,
support staff through the change and demonstrate your own commitment to the
change.
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Unit 16: Plan, monitor and adjust staffing
levels and schedules in a retail

environment
Unit code: E.12
Unit credit: 11
Unit level: 7

Introduction

This unit is about working out how many staff need to be on duty in the store to
maintain the levels of customer service and profitability needed. You need to
produce plans and schedules that take account of all the relevant factors and that
are easy to understand and use. You also need to collect, analyse and evaluate
information about progress towards work targets, and make justifiable
recommendations for changes in staffing.
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Unit 17: Develop productive working
relationships with colleagues

Unit code: E.15
Unit credit: 9
Unit level: 6
Introduction

This unit is about developing working relationships with colleagues, within your own
organisation and within other organisations, that are productive in terms of
supporting and delivering your work and that of the overall organisation.

‘Colleagues’ are any people you are expected to work with, whether they are at a
similar position or in other positions, including your manager.

The NOS in this unit are from the Management and Leadership suite of NOS, overseen
by CfA Business Skills @ Work.
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Unit 18: Enable customers to apply for
credit and hire purchase facilities

Unit code: C.15
Unit credit: 12
Unit level: 6
Introduction

This unit is about three aspects of enabling customers to apply for credit and hire
purchase facilities. The first involves agreeing with the customer how much they will
pay as a deposit and working out the remaining balance including any interest.
Secondly, the unit is about explaining to customers how your store’s borrowing
facilities work. Lastly, the unit involves processing applications for credit or hire-
purchase facilities, including making any credit checks needed.
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Unit 19: Monitor and support secure till
use during trading hours

Unit code: E.21
Unit credit: 3
Unit level: 6
Introduction

This unit is about your responsibility for maintaining the secure use of the till during
trading hours.

The unit refers to a single till and service area, but you should take this to mean all
the tills and service areas you are responsible for at any one time.

You contribute to keeping cash, staff and data secure, both by monitoring the service
area and carrying out transactions and adjustments within the limits of your
authority. You do this during trading hours, so you need to ensure that customers are
not kept waiting any longer than necessary and that you project a positive image of
your company at all times.
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Unit 20: Monitor and evaluate the quality
of service provided to your
customers by external suppliers

Unit code: E.17
Unit credit: 9
Unit level: 6
Introduction

This unit involves monitoring the service provided by external suppliers your store
places customer orders with. This involves checking the progress of orders, keeping
customers informed and getting customer feedback about the service provided. The
unit is also about using customer feedback to decide how the service provided by
external suppliers could be improved and encouraging suppliers to make
improvements.
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Unit 21:

Unit code:
Unit credit:

Unit level:

Introduction

Organise the delivery of reliable
customer service

D.13
6
6

This unit is about how you deliver and maintain excellent and reliable customer
service. Your role may or may not involve supervisory or management responsibilities
but you are expected to take some responsibility for the resources and systems you
use which support the service that you give. In your job you must be alert to
customer reactions and know how they can be used to improve the service that you
give. In addition, customer service information must be recorded to support reliable

service.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 301
Issue 1 — February 2012 © Pearson Education Limited 2012
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Unit 22: Improve the customer

relationship
Unit code: D.14
Unit credit: 7
Unit level: 6

Introduction

To improve relationships with your customers you need to deliver consistent and
reliable customer service. In addition, customers need to feel that you genuinely
want to give them high levels of service and that you make every possible effort to
meet or exceed their expectations. This encourages loyalty from external customers
or longer-term service partnerships with internal customers. You need to be
proactive in your dealings with your customers and to respond professionally in all
situations. You need to negotiate between your customers and your organisation or
department in order to find some way of meeting your customers’ expectations. In
addition you need to make extra efforts to delight your customers by exceeding their
customer service expectations.
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Unit 23: Work with others to improve
customer service

Unit code: D.15
Unit credit: 8
Unit level: 6
Introduction

Teamwork is a key component of delivering and improving excellent customer
service. The people you work with to improve customer service may include one or
more of the following: team members, colleague, suppliers, service partners,
supervisors, managers, team leaders. The delivery of excellent customer service
depends on your skills and those of others. It involves communicating with each other
and agreeing how you can work together to give a more effective service. You need
to work together positively. You must also monitor your own and the team’s
performance and change the way you do things if that improves customer service.
This unit is about how you develop a relationship with others to improve your
customer service performance.
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Unit 24: Monitor and solve customer
service problems

Unit code: D.16
Unit credit: 6
Unit level: 6
Introduction

Your job involves delivering and organising excellent customer service. However good
the service provided, some of your customers will experience problems and you will
spot and solve other problems before your customers even know about them. This
unit is about the part of your job that involves solving immediate customer service
problems. It is also about changing systems to avoid repeated customer service
problems. Remember that some customers judge the quality of your customer service
by the way that you solve customer service problems. You can impress customers and
build customer loyalty by sorting out those problems efficiently and effectively.
Sometimes a customer service problem presents an opportunity to impress a
customer in a way that would not have been possible if everything had gone
smoothly.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 343
Issue 1 — February 2012 © Pearson Education Limited 2012
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Unit 25: Promote continuous improvement
Unit code: D.17

Unit credit: 7
Unit level: 7
Introduction

This unit covers the key competence of the customer service professional. You must
be dedicated to the continuous improvement of customer service and this involves
organising changes in the way customer service is delivered over and over again. You
need to identify potential changes, think through their consequences and make them
work. Above all, this unit covers the competence of organising and seeing through
change that is sustainable and is in the spirit of continuous improvement in customer
service.
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Unit 26: Help to monitor and maintain the
security of the retail unit

Unit code: E.11
Unit credit: 11
Unit level: 6
Introduction

This unit is about two aspects of your responsibility for keeping the store secure.
Firstly, it is about monitoring and maintaining the security of people, property,
premises and cash as part of your daily routine. As well as personally checking the
security of the work area and sorting out any problems you identify, you need to
make sure that staff are clear about their own responsibilities for maintaining
security and that they understand the security procedures they must follow.

The second part of the unit is about your responsibility for monitoring levels of stock,
equipment, cash and cash equivalents and identifying and investigating any losses. It
also involves drawing conclusions about how wastage and losses can be prevented in
future, taking preventive measures and training staff to help reduce wastage and
losses as far as possible.
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Unit 27: Promote the store’s credit card to

customers
Unit code: C.47
Unit credit: 3
Unit level: 5

Introduction

This unit is about knowing how to encourage customers to apply for your store’s
credit card.

Credit cards are financial products and are subject to strict laws which you must
comply with at all times. You also need to understand the features and benefits of
your store’s card and explain these to customers persuasively and within the limits of
the law.

A credit card is not simply a card which offers rewards such as points or discounts,
although it may have these additional features. The difference between a credit card
and a card which is purely a loyalty card is that the customer incurs a financial debt
when using a credit card to pay for purchases. This debt must eventually be paid,
and can cost the customer extra money in the form of interest if payment is not
made in full on the due date. If the store’s card cannot be used in this way then this
unit is not suitable for you.
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Unit 28: Help customers to apply for the
store’s credit card and associated
insurance products

Unit code: C.52
Unit credit: 4
Unit level: 5
Introduction

This unit is about helping customers with the process of applying for your store’s
credit card and any associated insurance products you are authorised to offer the
customer.

Credit cards and insurance are financial products and are subject to strict laws which
you must comply with at all times.

A credit card is not simply a card which offers rewards such as points or discounts,
although it may have these additional features. The difference between a credit card
and a card which is purely a loyalty card is that the customer incurs a financial debt
when using a credit card to pay for purchases. This debt must eventually be paid,
and can cost the customer extra money in the form of interest if payment is not
made in full on the due date. If the store’s card cannot be used in this way then this
unit is not suitable for you.
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Unit 29: Provide the lingerie fitting
service in a retail environment

Unit code: C.17
Unit credit: 8
Unit level: 5
Introduction

This unit is about two aspects of the lingerie fitting service. Firstly, it is about
explaining the lingerie fitting service and finding out what type of bra the customer
needs, sometimes when the customer is unclear about their own needs. Secondly,
the unit involves carrying out the bra fitting service including measuring the
customer and helping the customer to choose suitable products.
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Unit 30: Provide service to customers in
the dressing room of a retail store

Unit code: C.48
Unit credit: 1
Unit level: 5
Introduction

This unit is about your responsibility for the dressing room area. By providing a
pleasant and welcoming environment for the customer you will enhance their
shopping experience and encourage them to buy.

You are responsible for preparing the dressing room for use and monitoring it while in
use. You create sales opportunities by offering assistance and telling customers about
in-store promotions and offers. Using your customer service skills you:

e make customers feel valued
¢ help customers find the products they need.

Whilst enhancing the whole shopping experience for the customer you are also
monitoring security and minimising stock loss.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 419
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Unit 31: Process bake-off products for sale
in a retail environment

Unit code: B.10
Unit credit: 6
Unit level: 5
Introduction

This unit is about processing ready-prepared goods such as bread, pastry, biscuits and
scones, and covers two stages of the preparation process. The first involves baking
ready-prepared goods and checking their quality. The second is about following
instructions for decorating ready-prepared goods.
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Unit 32: Process greengrocery products
for sale in a retail environment

Unit code: B.12
Unit credit: 9
Unit level: 5
Introduction

This unit is about two aspects of putting greengrocery products on display in a store.
Firstly, it is about unpacking products, checking their quality and preparing them for
display. Secondly, it is about checking and rotating stock regularly so that it remains
attractive to customers. You need to show you do all this with vegetables, fruit and
salad.
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Unit 33: Finish meat products by hand in a
retail environment

Unit code: B.13
Unit credit: 9
Unit level: 5
Introduction

This unit is about three aspects of finishing meat products by hand. The first is about
checking that meat products are suitable for processing. The second is about
choosing suitable tools and preparing your work area so that you can process meat
safely and hygienically. The third aspect of the unit is about processing meat by hand
so that you get the required quantity and quality of finished products.
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Unit 34: Hand-process fish in a retail

environment
Unit code: B.31
Unit credit: 8
Unit level: 5

Introduction

This unit is about preparing fish in a retail outlet, for sale to customers. This involves
identifying and hand-processing common types of flat and round fish. Safe and
hygienic work practices are an important aspect of this unit.
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Unit 35: Contribute to the control and
efficiency of dough production in
a retail environment

Unit code: B.32
Unit credit: 4
Unit level: 5
Introduction

This unit is about two aspects of dough production within a retail store. First, it
involves organising your own work to meet the dough production schedules you are
given. Secondly, it is about the contribution you make to improving the efficiency
and effectiveness of dough processing.

The type of dough you work with may be fermented or non-fermented. Common
types of fermented dough include those used for bread, plain and fruited buns,
Danish pastries and croissants. Common types of non-fermented dough include those
used for sweet and savoury pastries, puff pastry, scones and biscuits.
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Unit 36: Select, weigh and measure
bakery ingredients

Unit code: B.33
Unit credit: 6
Unit level: 5
Introduction

This unit is about identifying, selecting, weighing and measuring by hand a variety of
bakery ingredients, important in the processing of bakery mixtures, in a non-
automated bakery production environment.

You need to show that you can identify and select the correct ingredients, required
by a product specification or recipe. You will need to check the condition of the
ingredients, weigh or measure the correct quantities and store these in preparation
for the mixing process or later use in production. Complying with health and safety,
food safety and organisational requirements are essential features of this unit.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 489
Issue 1 — February 2012 © Pearson Education Limited 2012
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Unit 37: Hand divide, mould and shape
fermented doughs

Unit code: B.34
Unit credit: 6
Unit level: 5
Introduction

This unit is about dividing, moulding and shaping fermented dough by hand in a
non-automated bakery production environment. Fermented dough processed by hand
typically may include bread, roll and stick dough, plain and fruited bun dough and
doughnuts.

You need to show that you can hand divide dough using a knife and scales, and a
manually operated dough portioning device. You will need to demonstrate hand
moulding skills, and the shaping of dough by hand and using rolling pins. Complying
with health and safety, food safety and organisational requirements are essential
features of this unit.
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Unit 38: Promote sales of food or drink
products by offering samples to

customers
Unit code: C.49
Unit credit: 2
Unit level: 5

Introduction

This unit is about offering customers samples of food or drink products to consume
immediately, as a way of promoting sales. You need to select suitable products and
prepare and display them so they look appealing. You also need to actively
encourage customers to sample and buy products. You need to comply with food
safety requirements when preparing, displaying and disposing of product samples.
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Unit 39: Help customers to choose
delicatessen products in a retail

outlet
Unit code: C.54
Unit credit: 6
Unit level: 5

Introduction

This unit is about helping customers to choose delicatessen products in a specialist
retail outlet or on a specialist counter within a more general retail outlet such as a
supermarket or department store.

For the purposes of this unit, delicatessen products are ready-to-serve products such
as cheese, cold cooked meats and salads.

The unit involves providing information about products to help customers to make
choices, as well as spotting opportunities to recommend additional products. Where
products cannot be portioned in the way the customer requests, alternatives need to
be tactfully suggested.
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Unit 40: Portion delicatessen products in a
retail outlet to meet individual
customers’ requirements

Unit code: C.55
Unit credit: 6
Unit level: 5
Introduction

This unit is about portioning delicatessen products in a specialist retail outlet or on a
specialist counter within a more general retail outlet such as a supermarket or
department store.

For the purposes of this unit, delicatessen products are ready-to-serve products such
as cheese, cold cooked meats and salads.

The customer specifies the portion size or weight and expects the resulting portions
to be very close to the specified size or weight and to be in a presentable condition.
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Unit 41: Establish customer needs and
provide advice regarding tiling

products
Unit code: C.40
Unit credit: 6
Unit level: 5

Introduction

This unit is about finding out how customers intend to use tiles for specific tiling
projects. It involves establishing the customer’s needs and advising them on tiling
solutions which are suitable for the intended use and which will achieve the visual
effect required by the customer
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Unit 42: Advise customers upon measuring
and planning for the fixing of tiles

Unit code: C.41
Unit credit: 6
Unit level: 5
Introduction

This unit is about helping customers to buy the products they need for specific tiling
projects. This involves advising customers on how to measure the area to be tiled;
working out the quantity of tiles the customer needs to buy; telling the customer
about any additional products they will need; and working out the total price of the
products you are recommending.
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Unit 43: Advise customers upon the fixing

of tiles
Unit code: C.42
Unit credit: 6
Unit level: 5

Introduction

This unit is about promoting sales and increasing customer confidence and
satisfaction by explaining to customers how to fix tiles and helping them to choose
suitable products for this.
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Unit 44: Promote beauty products to retail

customers
Unit code: C.35
Unit credit: 10
Unit level: 5

Introduction

This unit is about two aspects of the retail sale of makeup and skincare products.
Firstly, it is about demonstrating the features and benefits of makeup and skincare
products to customers. This involves making the demonstration a pleasant experience
for the customer, maintaining safety and hygiene during the demonstration, and
gaining the customer’s interest in making a purchase. The second aspect of the unit
is about keeping accurate and up-to-date records of customers to help you provide a
more effective service to them and so that promotional mail-outs will reach the right
people and be more likely to increase sales.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 567
Issue 1 — February 2012 © Pearson Education Limited 2012



7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919437 405 3® (1eUOISS3401d S2IBS) 11eIBY UL EDAS — %00GB0T 23BPIpURD — Z000E0AS 896
Bu0] 003 3ulllem SI9WO03IsSND Suldaay INOYIM
uoljelisuowap ayl Jo pua ay3 je Aj3dwoud Aeme syonpoud pue juswdinba Jea)d pinoys noA Aym z1° Ly
SUOL]BIISUOWDP SULINP pUR 9109 UOLIRWIOJUL 91RINIDR pUR JB3)D 9IRDLUNWIWOD 03 MOY L|° LY
0s Sulop Jo 9oueliodwi ay} pue ‘sagels pue sdajs 1eI150) OJUL SUOLIRIISUOWSP SSIURSIO 03 MOY ()" LA
Aestusal8Ay pue A)1aA1309449 s1onpoud SulAidde Joj sanbluysay  6° LY
Suryesysuowsap Jo4 a)qisuodsal a4e noA s3onpoud asedupys pue dnayew oy} JO SILSUSQ pue sainjeas ayy  §° LY
s3onpoud JO S3LJauaq pue Sainjes) USaMISg SDUISIP Y3 /'
9593 9yde1 03 Moy pue ‘syonpoud aJedurys
pue dnayew Jo suoljesjsuowsap Inoge sAey AjjedtdA) S19wo3isnd Jey) SUJSdUO0D pue s3Ul)99) 9yl  9° L)
sulyeaysuowap
aJe noA s3onpoud ay3 Yyiim 30ejuod wod) Sutyio)d pue Jiey s, awoisnd ayj 309304d 0y Moy G LY
uoL3eJISUOWSP 9Y3 J0) uolssSiwIad S,19W03snd ay3 198 3snW NoA AUm L)
JaWwo3isnd ay) Jo} 9)qelojwod
uollelIsuowap ayl supjew 03 INQLIIU0D SUlWOo0IF pue dual8AY jeuostad UMO JNoA Moy €LY
Aeorual8Ay pue A19A131094)9
s3onpo.ad aJedurys pue dnayew Suljedisuowap Joj pasau noA syonpoid pue sjelsiew ‘sj003 ayy 7' LN
syonpoud aJedurys pue dnayew SuL))as pue suljowoud ul suollelisuowap Jo anjeA pue asodund ayy LY

:pue3ISISpUN pUR MOUY 0} Pa3U NOA - S19WO0JSND |1e}al 03 syonpoud Ayneaq ajesjsuowaq |

a1eq

3JUIPIND
Jo adA1L

abpajmou)

"pJepue)s yoea 1oj Suipueisiapun pue a8pa)Mouy IN0A 31e43SUOWSP 03 SDUSPLAS JUSIDLINS SALS ISNW NOA JUSWS)S SIY) dA3LYde 0]

MoOUY 3snw NoA Jeym




696G

7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|
— 919437 4DDS 1. (1euoLssajold S1eS) 11e1dY Ul £DAS — %00q50T7 S3epipue) — Z000£0AS

uorjewliojut siyy 324diajul 03 Moy pue sjualpalsul 3onpoud Jnoge uoljeuwliojul puL) 03 3ISYM 67

pJed pJ0daJ 3y3 uo pajou aq ued
Aay3 1eyy os sjualpalsul pue s3onpold 03 sal8iaye Aue Jnoge s1awolsnd supjse Jo adueliodwl ayy 8 7H

sjuawnutodde dn-monj04 9xew 03 sarjunyioddo Ajlauapt 03 Moy /7N

SMe)] 9s3Y3 03 SuLdaay jo adueliodwl SY3 pue SMe] uol}d3304d ejep Jualind Jo s}dadse JueAdlad ayl 97y
wa3sAs paed-pJodal ay3 ajepdn 01 Aep SulJOM JNOA Ul Swl) pul) 03 MOYy G 7Y

Ajein8au wajsAs paed-paodal ayy Suryepdn jo aduejiodwl ayy A

Wwa3sAs pJed-plodald ayj JO JaW0Isnd dY3 03 SILyauaq ayl €7

Wa3sAs pJed-paodal Jawolsnd ayj 0] sulje)ad saunpadoud pue sajni Auedwod Aue  7°7)

$)98.Je] sa)es UnoA 39awW noA diay ued WalsAs pJed-plodad JSWolsnd e suisn Moy L7\

:pue}SIapuUN pUR MOUY 03 Pa3U NOA - 3103s |1e3aJ B Ul Wa)JSAS pJed piodal Jawojsnd ayj ulejuiey 7

a1eq

DOUIPIAD
Jo adA}

abpajmou)




7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919497 4D 3. (JeuolsSaj01d S1eS) 11eIY UL EDAS — %00G507 33epLpue) — L000E0AS 0/
AD3LVYLS
ONINYV3T OIId 40 NOILINDOD3Y 40 IONIAIAT = TdY AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WO¥4 IWODLNO = §
ANOWILSAL SSANLIM Ld3dX3d = Md3 SLINNODJV JAILD3T43d ¥O/ANV SINIWALVLS TVNOSYAd = VY
ANOWILS3L SSANLIM/SINIWALVYLS JILNIFHLINV = | N NYOM S INYVIT FHL 40 S1ONAO0YUd = d | :A3IX NWN10D
S31ANLS 3SYD/123rodd ‘LNIWNDISSY = VY ONINOILSIND NILLIYM ¥O VIO WO¥4 SIW0DLNO = YBO
YOSSIASSV
NOISSNJSIA TVNOISS340dd = dd UIFHL A9 IDNVWIO4Y3d S, 4INYVIT JHL 40 NOILVAYISEO 1D3Id = O

:(a1qedydde y1) 95uspiAs Jeuollippy




7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|

LG — 919A97 4D 3® (JeuoLss401d S3]eS) 11RI3Y UL EDAS — 400q50T 33epLpued — L000EOAS
:91e( :(91qeondde j1) JaLiLIaA JeUIDIUL SULUSLSI9IUNOYD)
:93eq :9JNJeusts JSLJLISA Jeulalu|

"UOLJIRDLJLISA 1eUIIXd 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ayy s39aW YIom pajduwies s,a3epLpued ay3 3eyy WILUod |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLUslSIaIUN0)

:31eQ :24NJeUSIS J0SSaSSY

“JLUN SLY3 JO sjuawalinbal ay) )1e paAalyde sey ajepLpued ay3 Jeyy WILUoD |

:93e(Q :24njeusis ajepipue)

"spJepueis jeuotjednddQ jeuolieN ay3 Jo syusawalinbal ay) $39aW pue YoM UMO AW SI JLUM SIY) UL PA)LRISP 9DUSPIAS 3Y3 Jey] WLILJUOD |



7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919497 4D 3. (JeuolsSaj01d S1eS) 11eIY UL EDAS — %00G507 33epLpue) — L000E0AS

LS

Sulyelisuowap aue noA
s3onpoJd 9yl Yilm 30e3u0d 03Ul SULWOD Wo.4
8uLy10]D pue Jiey s,Jawolsnd ay3 3da3o0.d

9°1ld

9UaLBAY Jeuostad uMo JnoA utejurew pue
sauljapLhs Sulwoolsd Auedwod ayj mo)ol

G'ld

syonpoud asayy jo Aue Ajdde 03 Jou aued
aye) pue ‘sjuatpaJlsul Jo syonpoud Aue 03
J1843)1e a4k A3y} J9YlayMm JSWolsnd Y3 yse

v ld

Aym pue Adde 03
8UL08 aJe noA syonpoud yoLym J1e3ap ysnoua
uL pue Ajea)d Jawoisnd ayj o3 ute)dxa

¢€'1d

uoljeisuowsap ayjy
1IN0 Aused 03 uolssiwaad s,19wo3lsnd ay) utes

(ALY

uorjelisuowsap JLuaLsAy
pue 9A1129}J9 Ue 10} pasau noA s3donpoud
pue sjeLiajew ‘sjool ay3 ]e Jayiasoy Jayies

l'ld

:3sNW NoA pJepue)s jeuoljeu ayl 19aW 0

CRITEYETEN
oljojiod

92UdpIND

9leq Jo adA}L

?1eq

CRIIEYETEN
oljoj3u0d

3DUIPIAD
jJo adAL

eLI9]l1d @0uew.loj.lod

‘pJepue)s yoea 1oj 95ua3adwiod JNoA 93eIISUOWSP 03 SDUSPLAS JUSLILLINS SALS ISNW NOA JUSW)S SIY] SASLYDR O]

Op 3shw NoA jJeym

sJ1awWo3snd |1e3al 03 s3onpoud Ajneaq ajesjsuowaq | Juswall




€46

7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|
— 919437 4DDS 1. (1euoLssajold S1eS) 11e1dY Ul £DAS — %00q50T7 S3epipue) — Z000£0AS

pandde

ARy nOA s3onpoud ay3 03 ao1asnf op Jodiw
JO 9)18ue pue 1ys1) aY3 Jeyl aIns ayew pue
uOoL1RJIISUOWSP SY3 JO PUS 3Y3 Je Jo.iw e ul
300) 03 Ajlunjioddo ayj Jowolsnd ay) dALS

(AT

8uU0)

00] Suljlem sJawolsnd suldaay Jou aLym
uoleIISUOWSP 3Y3 JO pud ayj Je s3onpoud
pue juawdinba ayy Aeme 1ea)d Aj3dwoud

Lld

palndde aAey
noA syonpoud ay) 03 syusawisnipe Aue axyew
0] NOA SjueM Jawolsnd ay3 JaYiaym ydayd

OlL'ld

saJnssald awil) S,JaWolsnd ay3 putw
ul Surieaq uoljesysuowap ayj 9331dwod

6°ld

aseydund e Supjew uL 3sa493uUl S,1aW0OISND
9y3 uLesd 03 papaau aJe yuLyl noA
S11J9Uaq pue sainjesa) ayl Ajea)d uie)dxa

8'ld

sanbruyday d1ua18AY pue 9A13294)9
guisn ‘@ousanbas 1ed150) e ul syonpoud Adde

L'ld

:3sNW NoA pJepue)s jeuolieu ayl 19aW 0

a1ed

CITEYEYEN]
oljoj3i0d

DOUIPIAD
Jo adA}

?1eq

ERITEYETEN
oljoj3i0d

DDUIPIAD
Jo adAL

21193110 dUeW.I04IDd




7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919497 4D 3. (JeuolsSaj01d S1eS) 11eIY UL EDAS — %00G507 33epLpue) — L000E0AS ¥.S
AD3LVYLS
ONINYV3T OIId 40 NOILINDOD3Y 40 IONIAIAT = TdY AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WO¥4 IWODLNO = §
ANOWILSAL SSANLIM Ld3dX3d = Md3 SLINNODJV JAILD3T43d ¥O/ANV SINIWALVLS TVNOSYAd = VY
ANOWILS3L SSANLIM/SINIWALVYLS JILNIFHLINV = | N NYOM S INYVIT FHL 40 S1ONAO0YUd = d | :A3IX NWN10D
S31ANLS 3SYD/123rodd ‘LNIWNDISSY = VY ONINOILSIND NILLIYM ¥O VIO WO¥4 SIW0DLNO = YBO
YOSSIASSV
NOISSNJSIA TVNOISS340dd = dd UIFHL A9 IDNVWIO4Y3d S, 4INYVIT JHL 40 NOILVAYISEO 1D3Id = O

:(a1qedydde y1) 95uspiAs Jeuollippy




7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|

G/S — 919A97 4D 3® (JeuoLss401d S3]eS) 11RI3Y UL EDAS — 400q50T 33epLpued — L000EOAS
:91e( :(91qedrdde j1) JaLiLIaA JeUIDIUL SULUSLSI9IUNOYD)
:93eq :9JNJeusts JSLJLISA Jeulalu|

"UOLIRDLLIDA 1eUIIX3 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ay3 s39aWl YoM pajduwies s,a3epLpued ay3 3eyy WILUod |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLUslSIaIUN0)

:31eQ :24NJeUSIS J0SSaSSY

“JLUN SLY3 JO sjuawalinbal ay) )1e paAalyde sey ajepLpued ay3 Jeyy WILUoD |

:93e(Q :24njeusis ajepipue)

"spJepueis jeuotjednddQ jeuolieN ay3 Jo syusawalinbal ay) $39aW pue YoM UMO AW SI JLUM SIY) UL PA)LRISP 9DUSPIAS 3Y3 Jey] WLILJUOD |



7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919437 405 3® (1eUOISS3401d S2IBS) 11eIBY UL EDAS — %00GB0T 23BPIpURD — Z000E0AS 9/6
spJed
pJ02aJ Jawolsnd Suryepdn pue dn Sul}}as
Jo} sainpanoud pue sajnt Auedwod mo10)  9°7d
1eljuspLjuod
SI9WO03sSnD Jnoqge uoljewlojul dasy G z7d
1nJasn 1L doay 03
ysnoua ua31j0 WaIsAs pJed-piodal oy} ajepdn  °7d
Aj931e4NnDd0R pue A)Jed)d UollewlouUL pJOdal  €£°7d
31} Uo Sulaq JO Wy}
0] S1149Uaq 3Y3 SJowWo03snd 0] Alead uteldxs  7°7d
way} 10y} pJed
pJodaJ e dn 39s AW NOA 19Y3ayM SJowolsnd
yse 0} sanjunyioddo a)qeitns AjlusapL  L°zd

:3sNW NoA pJepue)s jeuoljeu ayl 19aW 0

?1ed

CRIIEYETEN
oljoj310d

ADUIPIAD
Jo adA}L

9jed

CRIIEYETEN
oljoj310d

SDUDPIAD
Jo adA}L

e1193140 ddUuew.i0419d

‘pJepue)s yoea 1oj 95ua3adwiod JNoA 93eIISUOWSP 03 SDUSPLAS JUSLILLINS SALS ISNW NOA JUSW)S SIY] SASLYDR O]

Op 3shw NoA jJeym

910]S |le3aJ e Ul Wa)sAs pJaed-plodal J3Woisnd ayj ulejulew :Z Juswsa)l




LLS

7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|
— 919437 4DDS 1. (1euoLssajold S1eS) 11e1dY Ul £DAS — %00q50T7 S3epipue) — Z000£0AS

193unod
INOA 03 S3ISIA uinlad Jo) sjuswiuiodde
ayew 03 sanytunyioddo siawoisnd

13}J0 ‘spJed pJodaJd mau dn 3u13las SYM 01°Zd

s91es 1500q 01 hoA djay 0}
uoljew.Jojul Sstyl asn pue wa3sAs paed-piodal
9y} woJj siawo3isnd doy JnoA Ajusplt

6°ld

JawWwo3snd ay3 104 3)ge3tnsun se pJaed pJiodald
3y3 uo s3onpo.d ay3 930U pue JuaLpalsul
SIY3 urejuod agued JnoA ul syonpoud

yotym Ajnauapt ‘A8iane ue sey Jawoisnd e ji

8°ld

K)91e4nd0® UoLIRWLIOUL SIY)
pJ02aJ pue ‘sa18Ja)e juaLpaJsul Jo 3onpoud
Aue aAey Aay3 Joylaym SJaWo03Isnd yse

L'ld

:3sNW NoA pJepue)s jeuolieu ayl 19aW 0

a1ed

R ITENETEN
o1joj310d

3JUIPIND
Jo adA1L

a1eq

R ITENETEN)
oljoj310d

3JUIPIND
Jo adA}L

21193110 dUeW.I04Idd




7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|

— 919497 4D 3. (JeuolsSaj01d S1eS) 11eIY UL EDAS — %00G507 33epLpue) — L000E0AS 8/6G
AD3LVYLS
ONINYV3T OIId 40 NOILINDOD3Y 40 IONIAIAT = TdY AINIWSSISSY FHL A9 ILLIWYId FYIHM ‘NOILVINWIS WO¥4 IWODLNO = §
ANOWILSAL SSANLIM Ld3dX3d = Md3 SLINNODJV JAILD3T43d ¥O/ANV SINIWALVLS TVNOSYAd = VY
ANOWILS3L SSANLIM/SINIWALVYLS JILNIFHLINV = | N NYOM S INYVIT FHL 40 S1ONAO0YUd = d | :A3IX NWN10D
S31ANLS 3SYD/123rodd ‘LNIWNDISSY = VY ONINOILSIND NILLIYM ¥O VIO WO¥4 SIW0DLNO = YBO
YOSSIASSV
NOISSNJSIA TVNOISS340dd = dd UIFHL A9 IDNVWIO4Y3d S, 4INYVIT JHL 40 NOILVAYISEO 1D3Id = O

:(a1qedydde y1) 95uspiAs Jeuollippy




7107 Pa3lWi] uojesnp3 uosiead o 7107 Aleniga{ — | anss|

6.5 — 919A97 4D 3® (JeuoLss401d S3]eS) 11RI3Y UL EDAS — 400q50T 33epLpued — L000EOAS
:91e( :(91qedrdde j1) JaLiLIaA JeUIDIUL SULUSLSI9IUNOYD)
:93eq :9JNJeusts JSLJLISA Jeulalu|

"UOLIRDLLIDA 1eUIIX3 10} pajuasald aq Aew pue jiun siy3 J0) patjioads spiepuels ay3 s39aWl YoM pajduwies s,a3epLpued ay3 3eyy WILUod |

:91eQ :(91qeondde j1) aunjeuslis Jossasse uLUslSIaIUN0)

:31eQ :24NJeUSIS J0SSaSSY

“JLUN SLY3 JO sjuawalinbal ay) )1e paAalyde sey ajepLpued ay3 Jeyy WILUoD |

:93e(Q :24njeusis ajepipue)

"spJepueis jeuotjednddQ jeuolieN ay3 Jo syusawalinbal ay) $39aW pue YoM UMO AW SI JLUM SIY) UL PA)LRISP 9DUSPIAS 3Y3 Jey] WLILJUOD |



7107 Pa3LWli] uoleonp3 uosiead o 7107 Aleniga4 — | anss|
— 919437 4DDS 1 (1eUOLSS3J01d S1eS) 11eIdY UL £DAS — %00q80T S3epipue) — Z000£0AS 08¢



Unit 45: Cash up in a retail store

Unit code: C.46
Unit credit: 2
Unit level: 5
Introduction

This unit is about your responsibility for cashing up one or more tills. This includes
identifying and dealing with overages and shortages. It is very important that you
keep cash and cash equivalents secure when cashing up.

SV030007 — Candidate Logbook — SVQ3 in Retail (Sales Professional) at SCQF Level 6 — 581
Issue 1 — February 2012 © Pearson Education Limited 2012
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