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Standards

This SVQ is based on standards developed by Council for Administration. Council for Administration draws its membership from the administration sector.

For further information, please contact SQA web site.
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: 

Carry Out Your Responsibilities at Work 4
1
Communicate information

2
Plan and be accountable for your work

3
Improve your own performance

4
Behave in a way that supports effective working

Work Within your Business Environment 4
1
Work to achieve your organisation’s purpose and values

2
Apply your employment responsibilities and rights

3
Support diversity

4
Maintain security and confidentiality

Optional units

Candidates must also complete 4 of the following units, in addition to the mandatory units.  Candidates must select a minimum of 3 units from Group B.  

Group A

Manage and Evaluate Customer Relations 

1
Identify customer needs and expectations

2
Deliver services

3
Monitor and evaluate services

Research, Analyse and Report Information 

1
Research information

2
Analyse and report information

Group B (Candidates must select 3 units from Group B)
Manage an Office Facility 

1
Manage an office facility

Manage Contracts 

1
Identify and select contractors

2
Monitor contractors’ performance

3
Evaluate contractors’ performance

Negotiate and Agree Budgets 

1
Negotiate and agree budgets

Monitor and Review the Implementation of Corporate Objectives, Strategies and Policies 

1
Develop and establish systems for monitoring the implementation of corporate objectives, strategies and policies

2
Analyse and evaluate corporate performance

3
Identify and implement improvements in corporate performance

Inform and Facilitate Corporate Decision-Making 

1
Promote and facilitate effective corporate governance

2
Advise corporate decision-makers on the organisation’s ethical and social responsibilities

Manage Risk 

1
Manage risk across your organisation

Evaluate Internal and External Factors and Promote Partnership Working 

1
Monitor, evaluate and communicate internal and external factors

2
Help to establish arrangements or relationships which further corporate interests

Create and Manage Information Systems 

1
Create and manage information systems

Manage Projects 

1
Plan the project

2
Run the project

3
Evaluate the project

Chair Meetings 

1
Before the meeting 

2
During the meeting

3
After the meeting

Promote Innovation and Change 

1
Identify and develop opportunities for change

2
Implement change

Develop Productive Working Relationships with Colleagues and Stakeholders 

1
Develop productive working relationships with colleagues and stakeholders

Allocate and Monitor the Progress and Quality of Work in your Area of Responsibility 

1
Allocate and monitor the progress and quality of work in your area of responsibility

Recruit, Select and Keep Colleagues 

1
Recruit, select and keep colleagues

Provide Learning Opportunities for Colleagues 

1
Provide learning opportunities for colleagues

Provide Leadership in your Area of Responsibility

1
Provide leadership in your area of responsibility

There may be publications available to support this SVQ. For more information, please contact:
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G2 2HG

Website: http://www.city-and-guilds.co.uk
Business and Administration/3/2/8/5
