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Skills Scan for

NVQ: Level 4 Business and Administration 
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Date: 



QCF Qualification Number (QN)
601/3425/2
Operational start date


02/06/2014

 Completion of this skills scan will enable you to identify: -

· Areas of your current job that may provide you with evidence for your qualification

· Areas of any previous jobs that may provide you with evidence for your qualification

· Areas in which you may be able to claim accreditation for prior learning or achievement

· Areas in which you feel you are already competent

· Areas in which you feel you require further training or development

You will need to meet the requirements outlined in the table below before the qualification can be awarded.
	Minimum number of credits that must be achieved

	57

	Minimum number of credits that must be achieved at level 4 or above

	30

	Number of mandatory credits that must be achieved

	18

	Number of optional credits that must be achieved from group B

	26

	Number of optional credits that must be achieved from group B or C

	13


	Mandatory Units

Unit 1

Level     4
Credits  6
	Resolve Administrative Problems
	Is this part of your current job role?
	Has this ever been part of your job (with this or any other setting)
	Do you feel able to do this without supervision
	Please record any notes relating to experiences gained. These will form a professional discussion

	
	
	Yes   /    No


	Yes   /    No
	Yes   /    No
	

	Unit 2
Level     4
Credits  5
	Manage the Work of an Administrative Function
	Yes   /    No
	Yes   /    No
	Yes   /    No
	This unit can be covered by on screen testing

	Unit 3
Level     3
Credits  4
	Communicate in a Business Environment
	Yes   /    No
	Yes   /    No
	Yes   /    No
	This unit can be covered by on screen testing

	Unit 4
Level     3
Credits  3
	Manage Personal and Professional

Development
	Yes   /    No
	Yes   /    No
	Yes   /    No
	This unit can be covered by on screen testing


	Group B

Optional Units 

Unit 5
Level     4
Credits  5
	Contribute to the  Design and

Development of an Information System
	Is this part of your current job role?
	Has this ever been part of your job (with this or any other setting)


	Do you feel able to do this without supervision
	

	
	
	Yes   /    No


	Yes   /    No
	Yes   /    No
	

	Unit 6
Level     4
Credits  6
	Manage Information Systems
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 7
Level     4
Credits  4 
	Prepare Specification for Contract
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 8
Level     4
Credits  6 
	Manage Events
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 9
Level     4
Credits  4
	Support Environmental

Sustainability in a Business

Environment
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 10
Level     3
Credits  6
	Contribute to the Improvement of

Business Performance
	Yes   /    No
	Yes   /    No
	Yes   /    No
	


	Unit 11
Level     3
Credits  8
	Monitor Information Systems
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 12
Level     3
Credits  4 
	Negotiate in a Business Environment
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 13
Level     3
Credits  5
	Evaluate the Provision of Business Travel or Accommodation
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 14
Level     3
Credits  3
	Develop a Presentation
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 15
Level     3
Credits  4
	Manage an Office Facility
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 16
Level     3
Credits  3 
	Deliver a Presentation
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 17
Level     3
Credits  6
	Analyse and Present Business Data
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 18
Level     3
Credits  4
	Create Bespoke Business Documents
	Yes   /    No
	Yes   /    No
	Yes   /    No
	


	Unit 19
Level     4
Credits  4 

	Manage a Budget
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 20
Level     4
Credits  5
	Manage Knowledge in an Organisation
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 21
Level     4
Credits  4
	Develop Working Relationships with

Stakeholders
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 22
Level     4
Credits  3 
	Develop and Maintain Professional

Networks
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 23
Level     4
Credits  4 
	Manage Physical Resources
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 24
Level     4
Credits  3 
	Prepare for and Support Quality

Audits
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 25
Level     4
Credits  6
	Manage Business Risk Barred combination with Unit 33:
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 26
Level     4
Credits  3
	Encourage Learning and Development
	Yes   /    No
	Yes   /    No
	Yes   /    No
	


	Unit 27
Level     4
Credits  7
	Manage a Project
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 28
Level     4
Credits  4 
	Initiate and Implement Operational

Change
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 29
Level     4
Credits  3 
	Conduct Quality Audits
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 30
Level     4
Credits  5
	Develop and Implement an

Operational Plan
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 31
Level     5
Credits  5
	Design Business Processes
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 32
Level     5
Credits  6 
	Optimise the Use of Technology
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 33
Level     5
Credits  5 
	Establish Business Risk

Management Processes

Barred combination with Unit 25
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 34
Level     5
Credits  5

	Promote Equality of Opportunity,

Diversity and Inclusion
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 35
Level     3
Credits  4 
	Manage Team Performance
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Group C

Optional Units 

Unit 36
Level     3
Credits  4
	Manage Individuals’ Performance
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 37
Level     3
Credits  5
	Manage Conflict within a Team
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 38
Level     3
Credits  4
	Implement and Maintain Business

Continuity Plans and Processes
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 39
Level     3
Credits  5
	Procure Products and/or Services
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 40
Level     3
Credits  3
	Collaborate with other Departments
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 41
Level     3
Credits  3
	Chair and Lead Meetings
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 42
Level     4
Credits  4 
	Champion Customer Service
	Yes   /    No
	Yes   /    No
	Yes   /    No
	


	Unit 43
Level     3
Credits  4 
	Encourage Innovation
	Yes   /    No
	Yes   /    No
	Yes   /    No
	

	Unit 44
Level     4
Credits  6 
	Recruitment, Selection and Induction Practice
	Yes   /    No
	Yes   /    No
	Yes   /    No
	


Please use this space to detail any more relevant information about your existing skills:
















