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Standards

This SVQ is based on standards developed by the Small Firms Enterprise Development Initiative.  The Small Firms Enterprise Development Initiative represent a wide variety of people with significant experience of providing business information, advice and planning in order to provide support to small firms in the effective management of their business.

Structure of the SVQ

The way the SVQ is made up is shown below. The unit title appears in bold and the elements that make up each unit are listed under the unit title. 

Mandatory units

Candidates must complete all of these units: 

D8W1 04

Deal With Clients Effectively 

1
Handle enquiries from clients

2
Help clients choose suitable services

3
Help monitor and improve services

D8VT 04

Build Effective Relationships with Colleagues and Contacts 

1
Build the trust and confidences of other people

2
Develop personal networks and networking relationships

3
Identify ways to improve networks and services

D8XG 04

Work with Clients to give them the Information They Need

1
Find out what your client needs

2
Reach agreement with clients about how their information needs will be met

3 Research and present clients with the information they need

4 Help clients to get extra information and support

D8W8 04

Develop Your Ability to Provide Business Information 

1
Develop business research and information handling skills

2
Keep up to date with any new development

3
Monitor your work activity

4
Develop your professional skills and performance

Additional units

Candidates can also choose to complete these freestanding units to complement the award, but they do not form part of the qualification:

D35F 04

Organise Information and Material 

1
Classify information and material

2
Catalogue information and material

D8WR 04

Index Information 

1
Identify and locate information

2
Analyse and describe information

3
Arrange information into an entry

4
Arrange entries into an index

D8W0 04

Create New Material to Preserve Information 

1
Identify requirements for new material

2
Collect and evaluate information

3
Create records of new information

D8WY 04

Monitor and Solve Customer Service Problems 

1
Solve immediate customer service problems

2
Identify repeated customer service problems and options for solving them

3
Take action to avoid the repetition of customer service problems

D8X5 04

Promote Continuous Improvements 

1
Plan improvements in customer service based on customer feedback

2
Implement changes in customer service

3
Review changes that promote continuous improvement
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