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About Skillsfirst

VTCT is a market-leading Awarding, Assessment and End-point Assessment (EPA) Organisation
offering vocational and technical qualifications in a range of ‘services to people’ sectors.

The VTCT group of companies are comprised of three innovative awarding brands: VTCT, iTEC and
Skillsfirst. Together they have over 2,500 approved centres in over 40 countries across the world.

The qualifications suite offered by VTCT (Skillsfirst) spans a range of sectors including Childcare,
Business Services, Health & Social Care, Recruitment and Social Media.

For more information visit us at www.vtct.org.uk and www.skillsfirst.co.uk, contact our dedicated
Customer Support Team via email at customersupport@vtct.org.uk and
customerservices@skillsfirst.co.uk or call 0121 270 5100

All material in this publication is copyright of VTCT © Vocational Training Charitable Trust, 2023.
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1 Qualification at a glance

Qualification title VTCT (Skillsfirst) Level 4 NVQ Diploma in Recruitment (RQF)
Qualification number 600/8288/4

Product code RPD4

Age range There are no age limits attached to learners undertaking this

qualification unless this is a legal requirement of the process
or the environment.

Credits 63
Total Qualification Time (TQT) 630
Guided Learning (GL) hours 309

Assessment To be awarded this qualification, learners must successfully
achieve the following assessments:
e Portfolio of evidence
e Skills-based assessment (if applicable)

Entry requirements There are no formal entry requirements for learners
undertaking this qualification; however centres must ensure
that learners have the potential and opportunity to gain
evidence for the qualification in the work place.

Support materials Support materials can be found on the website (if applicable)
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2 Qualification information

This qualification has been designed for the recruitment executive who is progressing in their career
and has significant knowledge and experience. At this level they are required to show that they can
work at a higher management level and demonstrate autonomy in completing assignments and
tasks, managing team activities and making strategic decisions.

On completion of the Level 4 NVQ Diploma in Recruitment (RQF), learners may progress onto the
following Skillsfirst qualifications:

e Level 5 NVQ Diploma in Management and Leadership (RQF)
e Level 5 NVQ Diploma in the Principles of Management and Leadership (RQF)
e Level 5 Diploma in Operational and Departmental Management (RQF)

or similar higher level qualifications.
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3 Qualification structure

To be awarded the VTCT (Skillsfirst) Level 4 NVQ Diploma in Recruitment (RQF) learners must
achieve all mandatory units. All 63 credits must be achieved, of which a minimum of 10 credits must
be from optional units.

The minimum TQT required to achieve this qualification is 630.

Product

code

Unit title

Mandatory units (Group M): 53 credits

MA3

MF9

REC1
REC2
REC4
REC7
REC10
REC15
REC16
REC17
REC19
SA301
SA304

Product

code

Develop, maintain and review personal networks

Analyse the market in which your organisation
operates

Identify client recruitment requirements

Pre-select candidates

Match and present candidates to employers

Carry out candidate debriefing

Develop resourcing plan for recruitment services
Build and sustain strategic relationships with clients
Market for potential candidates

Coach and support candidates

Carry out candidate assessment

Negotiating, handling objections and closing sales

Buyer behaviour in sales situations

Unit title

Optional units (Group O): 10 credits

BA421
REC12
REC13
REC18
SA307
SA402
SA403

Manage budgets

Co-ordinate flexible workers

Conduct market research

Advise clients on strategic recruitment planning
Preparing and delivering a sales presentation
Monitoring and managing sales team performance

Developing sales proposals
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Credit
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Unit
reference
number

R/600/9587
M/600/9791

T/504/6962
F/504/6964
R/504/6967
A/504/6977
A/504/6963
Y/504/6968
R/504/6970
M/504/6975
J/504/6965
F/502/8612
K/502/8622

Unit
reference
number

T/601/2580
J/504/6979
H/502/9929
K/504/6960
L/502/8631
M/502/8654
A/502/8656
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4 Centre requirements

Centres must possess the physical resources needed to support the delivery of the programme and
the assessment of knowledge and skills, which should therefore be of industry standard. Where
specific resources are required these have been indicated in individual units.

The Level 4 NVQ Diploma in Recruitment (RQF) is based on the units developed by the SkillsCfA who
are the sector skills council for recruitment. Their contact details are:

SkillsCfA

Unit 110 Linton House
164 - 180 Union Street
London
SE1OLH

Phone 020 7091 9620
info@skillscfa.uk.org

This handbook provides details from SkillsCfA’s assessment strategy, which centres will need to
apply in order to assess and quality assure the Level 4 NVQ Diploma in Recruitment (RQF) and
includes the:

e occupational expertise of those who deliver, assess performance, and moderate and verify
assessments

e continuous professional development

e summary of assessment methods

The complete assessment strategy is available for view and to download from the SkillsCfA website
www.skillscfa.org

Assessors and internal verifiers (IVs) are appointed by the recognised centre and approved by
Skillsfirst through the external verifier (EV). Assessors and IVs should:

e have verifiable relevant experience and current knowledge of the occupational working area
at, or above, the level they are assessing or verifying. This experience and knowledge must
be of sufficient depth to be effective and reliable when judging learner competence or
verifying assessment processes and decisions. This could be verified by:

— curriculum vitae and references
— possession of a relevant qualification
— corporate membership of a relevant professional institution

¢ have sufficient occupational expertise so they have up to date knowledge and experience of
the particular aspects of work they are assessing or verifying. This could be confirmed by
records of continuing professional development (CPD) achievements

e be prepared to participate in training activities for their CPD

e have a sound in-depth knowledge of, and uphold the integrity of, the National Occupational
Standards (NOS), units of assessment and the peoplelst assessment principles
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e be employed directly or contractually by the same centre as the learner or
e be acting as a counter signatory on a short-term basis for a maximum period of 18 months,
where the assessor/IV has not achieved the relevant award

Centre staff may undertake more than one role, e.g. tutor and assessor or internal verifier, but must
never internally verify their own assessments.

The IV is responsible for the approved centre’s assessment quality. Therefore, in addition to the
above, IVs must also:

e provide evidence of knowledge, understanding and application of the regulatory authorities’
code of practice

e undertake CPD to ensure that they are working to the current NOS in assessment and
verification

e only verify the decisions of assessors which fall within their acknowledged area of technical
and occupational competence

Internal verifiers will either:

Hold an appropriate quality assurance qualification, such as D34 or V1, or an appropriate TAQA
gualification or be working towards an appropriate quality assurance qualification.

e Vs working towards their qualification should achieve the qualification within 18 months of
beginning their internal verification duties

e |V decisions, by those still working towards their qualification, must be countersigned by a
fully qualified IV

All new IVs must hold recognised assessor units.
or:

Where employers opt for an ‘employer direct’ model (described below) the qualification
requirement may be waived. It is desirable that all IVs hold a relevant qualification

Assessors should only assess in their area of technical and occupational competence, approved by
Skillsfirst.

Assessors will either:

Hold an appropriate assessor qualification, such as D32/33 or A1/2, or an appropriate TAQA
qualification, or be working towards an appropriate assessor qualification.

e those working towards an appropriate assessor qualification should achieve the qualification
within 18 months of beginning assessment duties

e assessment decisions, by those still working towards an appropriate assessor qualification,
must be countersigned by a qualified assessor

or:

Where employers opt for an ‘employer direct’ model (described below) the qualification
requirement may be waived.
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Where employers opt for an ‘employer direct’ model, the qualification requirements for assessors
and internal verifiers may be waived.

The employer direct’ model is where colleagues, supervisors and/or managers in the workplace are
involved in the assessment process. Under this model, the employer, with the agreement of
Skillsfirst and Skills CfA may choose between:

e achieving the appropriate approved qualifications for assessment/verification

or

e demonstrating that their (the employer’s) training and development activity undertaken to
prepare, validate and review these assessment roles, maps 100% to the National
Occupational Standards which these qualifications are based on. The mapping process must
be agreed by Skillsfirst as providing the equivalent level of rigour and robustness as
achievement of the approved assessment/verification qualification.

Each application to use the employer direct model will be considered on an individual organisation
and qualification basis and agreed by the qualification regulators, including the sector skills council.
Prospective organisations must be able to confirm that their in-house practices conform to the
requirements of the standards in association with Skillsfirst.

Centres are responsible for ensuring that assessors and IVs plan and maintain their CPD.

Centres are expected to support their assessors and IVs in ensuring that their knowledge remains
current of the occupational area and of best practice in delivery, mentoring, training, assessment
and verification, and that it takes account of any national or legislative developments.

Centres may have generic criteria and personnel specifications in addition to the above.

Each qualification has a Total Qualification Time (TQT) value based on the total number of hours
learning required to achieve it. The TQT value reflects the number of supervised learning hours
required to achieve the knowledge and assessment requirements, plus the length of time a learner
would need to take to achieve the skills and capabilities to be deemed competent. All RQF
qualifications are subject to an evaluation process to determine their fitness-for-purpose.
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5 Assessment

For this qualification, learners will be required to provide a portfolio of evidence for each unit.

Units will be achieved through the acquisition of evidence by the learner and submission to their
assessor. Units may be assessed through a number of different sources and forms, which must meet
the requirements of assessment criteria.

e Assessment should normally be at the learner’s workplace, but where the opportunity to
assess across the range of standards is unavailable other comparable working environments
may be used, following agreement from the External Verifier.

e A holistic approach towards the collection of evidence should be encouraged, assessing
activities generated by the whole work experience rather than focusing on specific tasks. e.g.
If the learner communicates with a customer whilst engaged in sales activities these can be
assessed against both sales and customer service elements.

e Assessors can only assess in their acknowledged area of occupational competence.

e Assessors and Vs will be registered with their centre and be accountable to the organisation
for their assessment practice.

e Health and safety of customers/clients and employees must be maintained throughout the
assessment process and if any person carrying out assessment or verification activities does
not feel that there is due regard to health and safety then that person should refuse to
continue with the activity(ies) until satisfied that due regard to health and safety is being
taken.

The learner may produce evidence from a range of examples (as outlined above) which should be
recorded in some form. A record of evidence will confirm to the assessor their confidence in the
learner’s breadth and depth of knowledge and understanding in being able to competently meet the
functional requirements of all the units.

The assessor will need to be assured that the learner can:
e meet all the learning outcomes of a unit

e pass all the assessment criteria of a unit

An assessor may request additional evidence if they are not satisfied with the evidence presented by
the learner. If this occurs, it may need to be agreed in partnership with the learner and the assessor.

Professional discussion is encouraged as a supplementary form of evidence to confirm a learner’s
competence. Such discussions should not be based on a prescribed list of questions but be a
structured discussion which enables the assessor to gather relevant evidence to ensure the learner
has a firm understanding of the standard being assessed.

Simulation or witness testimony is warranted where the centre can demonstrate that performance
evidence has been impossible to obtain in the work environment.
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Simulation can only be used to assess learners where the opportunity to assess naturally occurring
evidence is unlikely or not possible, for example assessment relating to health and safety, fire and
emergency procedures. It should not include routine activities that must be covered by performance
evidence. There are no units that can be solely achieved by simulation. In the case of imported units,
where simulation is acceptable in the evidence requirements, it should only be used when
performance evidence is unlikely to be generated through normal working practices.

Skillsfirst recognise the use of witness testimony and expert witness testimony as appropriate
methods for assessors to collect evidence on candidate’s performance.

Witness testimonies can be obtained from people that are occupationally competent and who may
be familiar with the national occupational standards, such as the learner’s line manager. They may
also be obtained from people who are not occupationally competent and do not have a knowledge
of the national occupational standards such as other people within the learner’s workplace,
customers and suppliers.

The assessor must judge the validity of the witness testimony and these may vary depending on the
source. Witness testimonies can only support the assessment process and may remove or reduce
the need to collect supplementary evidence. However, centres must comply with Skillsfirst guidance
over the occupational competence and briefing of witnesses in the use of witness testimony.

RPL is a method of assessment that considers whether a learner can demonstrate that they can
meet the assessment requirements for a component of a qualification through knowledge,
understanding or skills that they already possess and do not need to develop through a course of
learning. Should any opportunities for RPL be identified, it is important that a complete process of
recognising prior experience and learning is undertaken, by ensuring that:

e it covers relevant or appropriate experience for previous activities, as well as accredited
learning and qualifications

e itisincorporated into the assessment planning, with details of how this will take place

e mapping of prior learning to the national occupational standards to identify gaps is
documented and auditable

e assessment methods or processes for recognising prior experience and learning, are
documented and made available to the external verifier

e the audit trail covers the whole process and methodology of RPL

e the authenticity and currency of presented evidence is established by the assessor

This evidence will need to be referenced clearly on recording documentation and will need to be
appropriately authenticated and validated, perhaps by an employer or expert witness.

Assessment must be valid and reliable to ensure the integrity of the award. The evidence gathered
must meet the standards of the qualification or component and the assessment process must be
subject to the same quality assurance procedures as any other assessment process. In summary,
evidence submitted to the RPL process must:

e be authentic and prove conclusively that RPL is based on the learner’s own work;

e meet the requirements of the current the skills and knowledge requirements and be
appropriate to the content of the component or qualification being considered for RPL;

e be sufficient to conclusively prove consistency of learner performance in meeting the skills
and knowledge requirements
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6 Units

RPD4 — Handbook_v2 Page 12 of 96



<> SKILLSFIRST

Unit Handbook

MAS3 — Develop, maintain and review personal
networks

Level: 4
Credit value: 4
Guided Learning (GL) hours: 25

Unit aim
This unit helps learners to develop, maintain and review networking relationships based on personal
contacts.

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Understand the benefits of networking and the need for data privacy
LO2 Be able to develop a personal network of contacts

LO3 Be able to review networking relationships

Version 1.0
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Unit content

Evidence may be supplied via observation of workplace activities, witness testimony, professional
discussion and questions, learner reports/reflective accounts and inspection of products, using
evidence appropriate to the learner’s job role.

This unit directly relates to MSC A3 - Develop your personal networks.
This unit is endorsed by the CfA for the Management Standards Centre.

This unit could contribute towards the functional skills in the following areas:
e English Level 2
e Mathematics Level 2
e ICT Level 2

Page 14 of 96
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Learning outcomes

Learning
Outcome

LO1 Understand
the benefits of
networking and
the need for
data privacy

Assessment Criteria

1.1 Evaluate the benefits of networking with individuals and organisations

1.2 Identify individuals and organisations that would provide benefits to own
organisation and networks

1.3 Explain the need for confidentiality with networking contacts

Learnin -
ca g Assessment Criteria
Outcome
LO2 Be ableto | 2.1 Develop and maintain networks that will provide personal and
develop a organisational benefit
personal
network of 2.2 Develop guidelines for working with networks in line with organisational
contacts procedures
Learnin -
ca g Assessment Criteria
Outcome
LO3, Be able to 3.1 Assess the value own current personal network
review
networking

3.2 Evaluate own experience with existing contacts and use these to inform

el e future actions
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MAS3 Document History

Version Issue Date  Changes Role

1.0 31/01/2023 Rebrand Regulation Officer
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Unit Handbook

MF9 — Analyse the market in which your organisation
operates

Level: 4
Credit value: 5
Guided Learning (GL) hours: 25

Unit aim
This unit concerns understanding the nature of human resource planning, defining clients’ strategic
recruitment needs and evaluating the effectiveness of the recruitment strategy.

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Be able to analyse customers’ needs
LO2 Be able to analyse the market using research tools and techniques

LO3 Be able to communicate research findings to inform managerial decisions

Version 1.0
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Unit content

Evidence requirements

Learners must provide a portfolio of evidence for this unit.

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if
appropriate)

This unit has no direct link to the above.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment.
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Learning outcomes

Learnin N

ea g Assessment Criteria
Outcome
LO1 Be able to 1.1 Assess the economic environment in which your organisation operates
analyse , 1.2 Evaluate your customers’ needs and relate to own organisation
customers
needs 1.3 Analyse customer perception of own products/ services in comparison to

competitors
Learnin N
g Assessment Criteria

Outcome
LO2 Be able to 2.1 Identify and utilise market research specialists if necessary
analyse the

market using
research tools
and techniques

2.2 Analyse current and future macro and micro economic trends in own sector

2.3 Use recognised research tools to assess market trends and opportunities
for growth

Learning
Outcome

Assessment Criteria

LO3 Be able to
communicate
research
findings to
inform
managerial
decisions

3.1 Produce a report based on research findings

3.2 Communicate the report to key individuals within own organisation

3.3 Evaluate feedback from key individuals

3.4 Revise and communicate updated report to key individuals

3.5 Monitor the economic environment and changes in customers’ needs
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MF9 Document History

Version Issue Date  Changes Role

1.0 31/01/2023 Rebrand Regulation Officer
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Unit Handbook

REC1 — Identify client recruitment requirements

Level: 3
Credit value: 3
Guided Learning (GL) hours: 10

Unit aim
This unit concerns confirming clients’ staffing requirements, analysing the role requirements of staff
sought and confirming recruitment arrangements with clients.

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Confirm clients’ staffing requirements
LO2 Analyse the role requirements of staff sought

LO3 Confirm recruitment arrangements with clients

Version 1.0
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Unit content

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if

appropriate)

This unit is linked to CfA Rec2 - Contact hirers and establish recruitment requirements and Rec4 -
Obtain, prepare and promote job vacancies.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment

Evidence requirements

Learners must provide a portfolio of evidence for this unit.
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Learning outcomes

=L Assessment Criteria
Outcome
LO1 Confirm 1.1 Establish the numbers of people needed in which roles

clients’ staffing
requirements

1.2 Establish the client’s policies and requirements for experience, skills,
qualifications, attributes and any other relevant candidate requirements

1.3 Clarify the contractual terms of the staff sought by the clients

Learning
Outcome

Assessment Criteria

LO2 Analyse the
role
requirements of

2.1 Explain the purpose, methods and suitability of different methods of job
analysis

staff sought 2.2 Identify the requirements of the roles using valid sources of information
2.3 Record role profiles, job descriptions, person specifications and/or vacancy
details in the agreed format(s)
2.4 Explain the distinctions between role profiles, job descriptions and person
specifications and the information needed for each

Learning Assessment Criteria

Outcome

LO3 Confirm 3.1 Confirm the services to be offered

recruitment fi £ busi . |

arrangements 3.2 Confirm terms of business and timescales

with clients

3.3 Ensure that agreements meet legal and ethical requirements

RPD4 — Handbook v2
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REC1 Document History

Version Issue Date  Changes Role

1.0 31/01/2023 Rebrand Regulation Officer
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Unit Handbook

REC2 — Pre-select candidates

Level: 3
Credit value: 3
Guided Learning (GL) hours: 10

Unit aim
This unit concerns shortlisting candidates and presenting pre-selected candidates to clients.

Learning outcomes

There are two outcomes to this unit. The learner will:

LO1 Shortlist candidates

LO2 Present pre-selected candidates to clients

Version 1.0
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Unit content

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if

appropriate)

This unit is linked to CfA Rec6 - Assess job-seekers and Rec7 - Review job-seekers’ progress and close
vacancies.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment

Evidence requirements

Learners must provide a portfolio of evidence for this unit.

RPD4 — Handbook_v2 Page 26 of 96



Learning outcomes

L i N
earning Assessment Criteria
Outcome
LO1 Shortlist 1.1 Assess candidates against the agreed criteria
candidates ) . .
1.2 Identify any attractive prospects who do not meet the criteria but who
offer potentially valuable alternatives
1.3 Inform those who are not pre-selected of the outcome in accordance with
organisational standards and procedures
1.4 Confirm the interest, identity, suitability and availability of those pre-
selected
1.5 Ensure all pre-selection processes meet legal and ethical requirements
L i N
earning Assessment Criteria
Outcome
LO2 Present 2.1 Present shortlisted candidates to clients in the agreed format and timescale
pre-selected . . - S
earafdenes e 2.2 Promote the shortlisted candidates, explaining how they meet the client’s
clients requirements
2.3 Agree with the client which candidates they will consider
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REC2 Document History

Version Issue Date  Changes Role

1.0 31/01/2023 Rebrand Regulation Officer
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Unit Handbook

REC4 — Match and present candidates to employers

Level: 3
Credit value: 4
Guided Learning (GL) hours: 30

Unit aim
This unit concerns developing and maintaining a candidate database, matching candidates and
presenting candidates to clients

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Develop and maintain a candidate database
LO2 Match candidates

LO3 Present candidates to clients

Version 1
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Unit content

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if

appropriate)

This unit is linked to CfA Rec6 - Assess job-seekers and Rec7 — Review job-seekers’ progress and close
vacancies.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment

Evidence requirements

Learners must provide a portfolio of evidence for this unit.
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Learning outcomes

Learning Assessment Criteria
Outcome
LO1 Develop 1.1 Agree the criteria by which candidates will be included on the candidate
and maintain a database
candidate : — - : - -
database 1.2 Obtain sufficient relevant information about candidates to enable matching
to take place
1.3 Keep the candidate database up to date
Learning Assessment Criteria
Outcome
LO2 Match 2.1 Identify potentially suitable job opportunities that meet candidates’
candidates specifications and candidates who meet client specifications
2.2 Promote suitable candidates to clients and suitable clients to candidates
2.3 Inform candidates of the nature and details of the selection assessment
L i .
earning Assessment Criteria
Outcome
LO3 Present 3.1 Present candidates to clients in the agreed format and timescale
candidates to . . - L
clients 3.2 Promote shortlisted candidates, explaining how they meet the client’s
requirements
3.3 Agree with the client which candidates will be accepted
3.4 Record placements and carry out associated administrative and financial
actions in accordance with organisational procedures
3.5 Provide constructive feedback to candidates on the results of the
submission and assessment
3.6 Use feedback to make improvements to the recruitment process
3.7 Ensure all recruitment policies, materials and processes meet legal and
ethical requirements
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REC4 Document History

Version Issue Date  Changes Role

V1.0 31/01/2023 Rebranded Qualifications Administrator
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Unit Handbook

REC7 — Carry out candidate debriefing

Level: 3
Credit value: 4
Guided Learning (GL) hours: 20

Unit aim

This unit concerns reviewing candidates’ progress and exchanging feedback with them.

Learning outcomes

There are two outcomes to this unit. The learner will:

LO1 Review candidates’ progress

LO2 Exchange feedback with candidates

Version 1.0
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Unit content

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if

appropriate)

This unit is linked to CfA Rec7 - Review job-seekers’ progress and close vacancies.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment

Evidence requirements

Learners must provide a portfolio of evidence for this unit.
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Learning outcomes

Learning Assessment Criteria
Outcome
LO1 Review 1.1 Keep candidate records and the database of their job search-related
candidates’ activities up to date
progress - : ) .
1.2 Review the effectiveness of agreed action plans at agreed intervals and
adapt them in the light of changing circumstances
1.3 Use information from a range of sources to add to the understanding of
candidates’ needs and expectations
Learning Assessment Criteria
Outcome
LO2 Exchange 2.1 Provide timely feedback that is constructive, accurate, sensitive and
feedback with evidence-based
candidates

2.2 Give candidates feedback at all stages of the job search programme

2.3 Optimise the personal and business brand through productive relationships
with candidates

2.4 Ensure the realism of candidates’ expectations, explaining why some may
be unachievable

2.5 Ensure all recruitment policies and advice given meet legal and ethical
requirements
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Unit Handbook

REC10 — Develop resourcing plan for recruitment
services

Level: 3
Credit value: 4
Guided Learning (GL) hours: 15

Unit aim
This unit concerns agreeing with clients how recruitment needs will be met and developing a
recruitment resourcing plan.

Learning outcomes

There are two outcomes to this unit. The learner will:

LO1 Agree with clients how recruitment needs will be met

LO2 Develop a recruitment resourcing plan

Version 1.0
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Unit content

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if

appropriate)

This unit is directly linked to the CfA Recl - Develop a resourcing strategy and Rec4 - Obtain, prepare
and promote job vacancies.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment

Evidence requirements

Learners must provide a portfolio of evidence for this unit.
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Learning outcomes

Learnin N
ca g Assessment Criteria
Outcome
LO1 Agree with | 1.1 Clarify the client’s recruitment and selection preferences and/or processes
:2?:;;:12:,[ 1.2 Recommend the optimum method(s) of recruitment and selection for a
. range of roles
needs will be g
met 1.3 Advise the client on any potential adverse effect associated with
recruitment methods
1.4 Ensure all recruitment policies, materials and processes meet legal and
ethical requirements
Learnin N
ca g Assessment Criteria
Outcome

LO2 Develop a
recruitment
resourcing plan

2.1 Ensure the plan includes SMART objectives, candidate attraction plan,
application method(s), circulation arrangements, quality standards, resource
allocations, contingencies, success criteria, validation processes and evaluation
mechanisms

2.2 Ensure the plan specifies the chosen recruitment and selection method(s)
and is achievable within budget and timescale

2.3 Ensure the resourcing plan meets legal and ethical requirements
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Unit Handbook

REC15 — Build and sustain strategic relationships with
clients

Level: 4
Credit value: 6
Guided Learning (GL) hours: 30

Unit aim
This unit concerns using networking tools to create strategic relationships in recruitment, developing
strategic relationships with clients and sustaining strategic relationships with clients in recruitment.

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Use networking tools to create strategic relationships in recruitment
LO2 Develop strategic relationships with clients in recruitment

LO3 Sustain strategic relationships with clients in recruitment

Version 1.0
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Unit content

Learners must provide a portfolio of evidence for this unit.

This unit is linked to CfA Rec2 - Contact hirers and establish recruitment requirements.

This unit is endorsed by SkillsCfA, the sector skills council for recruitment
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Learning outcomes

Learning Assessment Criteria

Outcome

LO1 Use 1.1 Analyse the characteristics of productive recruitment networks
:et\lrv?[rkmg - 1.2 Maximise the opportunities provided by different social media for
sfcjrc;:egoiccrea € recruitment networking and marketing purposes (e.g. Facebook, blogs)

relationships in
recruitment

1.3 Analyse methods of enhancing and using a personal “brand”

Learning Assessment Criteria

Outcome

LO2 Develop 2.1 Classify the nature of different kinds of recruitment relationship (existing,
strategic lapsed, potential)

relationships
with clients in
recruitment

2.2 Explain the client’s needs, preferences, priorities, policies and problems as
they relate to recruitment

2.3 Develop rapport and trust with the client, offering mutually acceptable
benefits of collaboration

Learning Assessment Criteria

Outcome

LO3 Sustain 3.1 Analyse the significance of identifying, monitoring, managing and
strategic exceeding client expectations

relationships
with clients in
recruitment

3.2 Assess the value of loyalty in recruitment business relationships

3.3 Analyse the concept and use of account management in recruitment

3.4 Create opportunities to maintain productive contact with recruitment
clients

3.5 Evaluate how the conduct of business contributes to sustaining
relationships (e.g. client satisfaction surveys, Service Level Agreements,
business reviews, performance and efficiency indicators)

3.6 Ensure all activities and records meet legal and ethical requirements
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Unit Handbook

REC16 — Market for potential candidates

Level: 4
Credit value: 4
Guided Learning (GL) hours: 15

Unit aim

This unit concerns planning a candidate attraction campaigns, writing job advertisements,
implementing candidate attraction campaigns and building consultative relationships with potential
candidates.

Learning outcomes

There are four outcomes to this unit. The learner will:

LO1 Plan a candidate attraction campaign
LO2 Write job advertisements
LO3 Implement candidate attraction campaign

LO4 Build consultative relationships with potential candidates

Version 1.0
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Unit content

Learners must provide a portfolio of evidence for this unit.

This unit is linked to CfA Rec3 - Attract and maintain relationships with job-seekers.

This unit is endorsed by SkillsCfA, the sector skills council for recruitment
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Learning outcomes

Learnin N
ca g Assessment Criteria

Outcome

LO1 Plan a 1.1 Analyse the efficiency and cost-effectiveness of a range of sources that are

candidate likely to reach potential candidates (networking, social media, job adverts,

attraction online searches, e-recruitment, consultancies)

campaign 1.2 Develop an implementation plan that specifies objectives, actions,
responsibilities, budget, timescale and success criteria
1.3 Select marketing methods and media that are likely to reach the desired
candidate group(s)

Learning Assessment Criteria

Outcome

LO2 Write job 2.1 Create job advertisements using the principles of effective job

advertisements

advertisement design (Attention, Desire, Interest, Action (AIDA)) that capture
all the required information using relevant and accurate information sources

2.2 Analyse the suitability of different newspapers and publications for
reaching the type and quantity of desirable candidates

2.3 Ensure all recruitment advertising, materials and processes meet legal and
ethical requirements

Learning
Outcome

Assessment Criteria

LO3 Implement

3.1 Deliver the plan within budget and timescale

Ci:d"i?te 3.2 Address risks, problems and variances from expectations in accordance

attraction with the plan

campaign
3.3 Keep stakeholders up to date with progress, developments and issues
3.4 Record and report on the outcomes of the implementation in accordance
with the plan and organisational procedures

Learning Assessment Criteria

Outcome

LO4 Build 4.1 Qualify candidates in accordance with organisational standards and

consultative
relationships
with potential
candidates

procedures

4.2 Make recommendations and provide advice that would enhance
candidates’ employability and career prospects

4.3 Use client network opportunities to promote the candidate for suitable
positions

4.4 Apply customer service techniques in building productive relationships with
potential candidates

4.5 Assess the importance of managing candidates’ expectations

4.6 Record all contact with and information about candidates that is likely to
add to understanding about candidates and clients
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Unit Handbook

REC17 — Coach and support candidates

Level: 4
Credit value: 5
Guided Learning (GL) hours: 30

Unit aim

This unit concerns establishing candidates’ needs, supporting and coaching candidates.

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Establish candidates’ needs
LO2 Support candidates
LO3 Coach candidates

Version 1.0

RPD4 — Handbook v2

Page 49 of 96



Unit content

Evidence requirements

Learners must provide a portfolio of evidence for this unit.

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if
appropriate)

This unit is linked to CfA Rec3 - Attract and maintain relationships with job-seekers.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment
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Learning outcomes

Learning Assessment Criteria
Outcome
LO1 Establish 1.1 Identify the nature of candidates’ immediate needs and long term
candidates’ aspirations
needs 1.2 Agree expectations, communications, availability, flexibilities and action
plans
1.3 Record agreements and needs in accordance with organisational
procedures
Learning Assessment Criteria
Outcome
LO2 Support 2.1 Take steps to find suitable job and career opportunities for candidates
candidates 2.2 Promote candidates to employers for suitable positions
2.3 Refer candidates to sources of specialist help that are likely to enhance
their employability
2.4 Negotiate on behalf of candidates to optimum effect (e.g. terms, dates,
counter offers)
Learning Assessment Criteria
Outcome
LO3 Coach 3.1 Brief candidates on employers’ requirements and preferences
candidates 3.2 Agree targeted, specific programmes of support that are tailored to
candidates’ identified needs and aspirations
3.3 Agree actions (e.g. research, interview practice, changes to personal
presentation) that will enhance candidates’ employability
3.4 Provide suitable support to help candidates meet their objectives
3.5 Provide constructive and sensitive feedback to candidates on their
strengths, areas for development and job-search performance
3.6 Ensure all recruitment policies, materials and processes meet legal and
ethical requirements
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Unit Handbook

REC19 — Carry out candidate assessment

Level: 4
Credit value: 4
Guided Learning (GL) hours: 20

Unit aim
This unit concerns planning for candidate assessments, conducting candidate assessments and
understanding the basis for choosing selection methods and media

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Plan for candidate assessments
LO2 Conduct candidate assessments

LO3 Understand the basis for choosing selection methods and media

Version 1.0
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Unit content

Evidence requirements

Learners must provide a portfolio of evidence for this unit.

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if
appropriate)

This unit is linked to CfA Rec6 - Assess job-seekers.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment
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Learning outcomes

Learnin N
ea g Assessment Criteria
Outcome
LO1 Plan for 1.1 Specify the objectives of the assessment process(es)
candidate 1.2 Assemble the resources needed for the assessment process
assessments
1.3 Plan the structure, validity and reliability of the assessment and brief those
making assessments
1.4 Invite candidates to carry out the assessment process(es) in accordance
with organisational standards and procedures
Learnin N
ea g Assessment Criteria
Outcome
LO2 Conduct 2.1 Carry out assessments in accordance with the resourcing plan, job and
candidate personal specification and good industry practice in the use of assessment
assessments techniques
2.2 Make assessments that are objective and evidence-based
2.3 Record the outcomes of the assessment in accordance with organisational
standards and procedures
2.4 Inform candidates of the next step(s) and/or results in the process in
accordance with organisational standards and procedures
2.5 Ensure the assessment process(es) meet legal and ethical requirements
L i .
earning Assessment Criteria
Outcome

LO3 Understand
the basis for
choosing
selection
methods and
media

3.1 Explain the features, requirements, advantages and disadvantages of a
range of selection methods (pre-selection, interviewing (biographical and
competence assessment), assessment centres, psychometric testing)

3.2 Explain why some selection methods are better suited to some roles than
others
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Unit Handbook

SA301 — Negotiating, handling objections and closing
sales

Level: 3
Credit value: 4
Guided Learning (GL) hours: 22

Unit aim

This unit aims to provide the skills to handle and overcome sales objections in order to be able to
close the sale.

Learning outcomes

There are five outcomes to this unit. The learner will:

LO1 Understand how to handle objections and negotiate with the customer
LO2 Be able to prepare for objections and negotiation with the customer
LO3 Be able to handle objections

LO4 Be able to negotiate with the customer

LOS5 Be able to close the sale following negotiation

Version 1.0
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Unit content

These qualifications are based on NOS which have been developed by CfA, the sector skills council
for Sales.

This unit is endorsed by CfA, the sector skills council for Sales.

This unit could contribute towards the functional skills in the following areas:
o English Level 2

e Mathematics Level 2

o |ICT Level 2

Learners must provide a portfolio of evidence which covers all the learning outcomes and meets all
the assessment criteria.
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Learning outcomes

Learning

Assessment Criteria
Outcome

LO1 Understand | 1.1 Describe the scope of authority and responsibility when dealing with
how to handle objections

objections and
negotiate with
the customer 1.3 Describe how to plan and prepare for negotiation

1.2 Identify the resources available to counter the sales objections

1.4 Describe how to use testimonials to progress a sale

1.5 Explain the advantages and disadvantages of different methods of closing a
sale

1.6 Explain organisational procedures for documenting the negotiated sale

Learning

Assessment Criteria
Outcome

LO2 Be able to 2.1 Identify possible sales objections and appropriate responses prior to
prepare for dealing with the customer

objections and
negotiation with
the customer 2.3 Prepare a negotiation plan that is capable of providing a mutually
acceptable outcome

2.2 Confirm authorisation to negotiate

Learning

Assessment Criteria
Outcome

LO3 Be able to 3.1 Identify customer needs and wants in relation to objections by using a

handle variety of questioning techniques
objections

3.2 Identify and prioritise customers’ concerns

3.3 Provide evidence to the customer of the strengths of the organisation’s
products or services

3.4 Confirm with the customer that the objection(s) have been overcome

3.5 Identify and respond to verbal and non-verbal buying signals in a way that
is consistent with the nature of the signals

Learning

Assessment Criteria
Outcome

LO4 Be able to 4.1 Carry out negotiations according to negotiation plan
negotiate with
the customer

4.2 Promote the benefits of what is being offered to the customer

4.3 Explain to the customer when and why no further adjustment is possible

4.4 Obtain support to progress negotiation that is outside own level of
authority
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Learning

Assessment Criteria
Outcome

LO5 Be able to 5.1 Apply a trial close in accordance with the negotiation plan
close the sale
following
negotiation 5.3 Identify and make use of potential add-on, up-selling or cross-selling
opportunities

5.2 Respond to any further objections and concerns

5.4 Summarise agreements made in accordance with organisational
procedures and close the sale
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Unit Handbook

SA304 — Buyer behaviour in sales situations

Level: 3
Credit value: 3
Guided Learning (GL) hours: 27

Unit aim
This unit aims to provide the knowledge, understanding and skill necessary to enable the sales

person to respond to different members of the decision-making unit, whether in consumer markets
or organisational markets.

Learning outcomes

There are two outcomes to this unit. The learner will:

LO1 Understand the impact of different models of buyer behaviour on the sales cycle

LO2 Be able to respond to the buyer at each stage of the decision making process

Version 1.0

RPD4 — Handbook v2 Page 62 of 96



Unit content

Details of the relationship between the unit and relevant national
occupational standards

These qualifications are based on NOS which have been developed by CfA, the sector skills council
for Sales.

Endorsement of the unit by a sector or other appropriate body

This unit is endorsed by CfA, the sector skills council for Sales.

Functional Skills

This unit could contribute towards the functional skills in the following areas:
o English Level 2

e Mathematics Level 2

e |CT Level 2

Evidence requirements

Learners must provide a portfolio of evidence which covers all the learning outcomes and meets all
the assessment criteria.
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Learning outcomes

Learning
Outcome

Assessment Criteria

LO1 Understand
the impact of
different
models of buyer
behaviour on
the sales cycle

1.1 Explain the consumer buying decision-making process

1.2 Explain how the consumer buying decision-making process affects the sales
cycle

1.3 Describe the influences that affect the consumer decision-making process

1.4 Explain the organisational buying decision-making process

1.5 Explain how the organisational buying decision-making process affects the
sales cycle

1.6 Describe the influences that affect the organisational buying decision-
making process

1.7 Explain the impact of the different roles within the decision-making unit on
the sales cycle

Learning
Outcome

Assessment Criteria

LO2 Be able to
respond to the
buyer at each
stage of the
decision making
process

2.1 Use the methods for contacting customers, influencers and decision-
makers appropriate to different stages of the buying decision-making process

2.2 Respond to different decision-makers in a sales situation in a way that is
appropriate to their role

2.3 Use objections as buying opportunities

2.4 Confirm solution(s) offered meet the needs and wants of decision-makers
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Unit Handbook

BA421 — Manage budgets

Level: 4
Credit value: 5
Guided Learning (GL) hours: 29

Unit aim
This unit is about managing and monitoring a budget for a department or section within an
organisation.

Learning outcomes
There are five outcomes to this unit. The learner will:

LO1 Understand the purpose of budgets

LO2 Understand how to manage budgets

LO3 Understand how to report performance against budgets
LO4 Be able to manage budgets

LO5 Be able to monitor budgets

Version 1.0
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Unit content

This unit directly relates to the Business and Administration NOS BAA533.

This unit is endorsed by Council for Administration (CfA), the sector skills council for business and
administration.

This unit could contribute towards the functional skills in the following areas:
e English Level 2

e Mathematics Level 2

o |CT Level 2

Evidence may be supplied via witness testimony, professional discussion and questioning, candidate
reports/reflective accounts and inspection of products, using evidence appropriate to the learner’s
job role from the following sources:

e |Letters
e Emails

e Memos
e Reports
e Budgets

e Financial records

e Information produced
e Calculations

e Records

Evidence generated for this unit of assessment may contribute towards other units including: Units
BA401, BA402, BA403, BA406, BA407
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Learning outcomes

Learning
Outcome

Assessment Criteria

LO1 Understand
the purpose of

1.1 Explain the purpose and benefits of managing financial resources
effectively and efficiently

budgets 1.2 Identify legal, regulatory and organisational requirements for managing a
budget
1.3 Describe different types of budgetary systems and their features
Learning Assessment Criteria
Outcome

LO2 Understand
how to manage

2.1 Describe methods for monitoring, controlling and recording income and
expenditure

budgets 2.2 Describe ways in which costs may be minimised in own area of
responsibility
2.3 Identify situations in which corrective action may be needed
2.4 Describe the scope of own authority for managing a budget and authorising
expenditure

Learning Assessment Criteria

Outcome

LO3 Understand
how to report
performance
against budgets

3.1 Explain the purpose and benefits of reporting information on performance
against budget

3.2 Explain how to check the accuracy of budget calculations

3.3 Explain the purpose and benefits of recording information that will help
with the future preparation of budgets

Learning Assessment Criteria

Outcome

LO4 Be able to 4.1 Control budget performance within limits and deadlines
manage 4.2 Analyse and take action to minimise costs where possible
budgets

4.3 Take corrective action to make sure of best value for money

4.4 Authorise expenditure within the scope of own authority
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Learning

Assessment Criteria
Outcome

LOS5 Be able to 5.1 Record transactions, as required

monitor

5.2 Produce information on performance against budget, when required
budgets

5.3 Make sure all calculations are accurate

5.4 Record information that will help with the preparation of future budgets
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Unit Handbook

REC12 — Co-ordinate flexible workers

Level: 3
Credit value: 6
Guided Learning (GL) hours: 40

Unit aim
This unit concerns placing flexible workers with clients, managing clients’ bookings for flexible staff
and co-ordinating the needs of flexible workers.

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Place flexible workers with clients
LO2 Manage clients’ bookings for flexible staff

LO3 Co-ordinate the needs of flexible workers

Version 1.0
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Unit content

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if

appropriate)

This unit is linked to CfA Rec8 - Co-ordinate and manage temporary workers.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment

Evidence requirements

Learners must provide a portfolio of evidence for this unit.
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Learning outcomes

Learning Assessment Criteria
Outcome
LO1 Place 1.1 Confirm the roles, requirements and duration of appointments for flexible
flexible workers | workers in accordance with current legislation
with clients 1.2 Agree rates of pay and any other benefits and conditions in accordance
with current legislation
1.3 Carry out any necessary pre-appointment checks
1.4 Place suitable flexible workers within the agreed timescale
1.5 Use feedback from continuing contact with flexible workers to make
improvements
Learning Assessment Criteria
Outcome
quz I:/I’anage 2.1 Confirm the suitability and efficiency of flexible staff placed with employers
clients

bookings for
flexible staff

2.2 Keep databases of flexible workers up to date

2.3 Ensure the accuracy of contractual records

2.4 Use information and feedback from clients to enhance the service

2.5 Arrange for payments to be made in accordance with agreements

Learning
Outcome

Assessment Criteria

LO3 Co-ordinate
the needs of
flexible workers

3.1 Maintain current and accurate records of flexible workers’ skills and
availability

3.2 Maintain the continuing commitment of inactive flexible workers through
regular contact

3.3 Market for new flexible workers in accordance with the candidate
attraction plan

3.4 Ensure all recruitment policies, materials and processes meet legal and
ethical requirements

RPD4 — Handbook v2

Page 73 of 96



REC12 Document History

Version Issue Date  Changes Role

V1.0 31/01/2023 Re-branded Qualification Administrator

RPD4 — Handbook v2 Page 74 of 96



<> SKILLSFIRST

Unit Handbook

REC13 — Conduct market research

Level: 3
Credit value: 6
Guided Learning (GL) hours: 10

Unit aim
This unit concerns being able to identify the need for market research, design market research
projects and manage market research data collection.

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Be able to identify the need for market research
LO2 Be able to design market research projects

LO3 Be able to manage market research data collection

Version 1.0
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Unit content

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if
appropriate)

This unit is linked to:

Marketing 1.2.1 Define the need for market research

Marketing 1.2.2 Design market research projects

Marketing 1.2.3 Implement programmes to collect market research data

Marketing 1.2.7 Collect data on the knowledge, attitudes and behaviours of target groups

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment

Evidence requirements

Learners must provide a portfolio of evidence for this unit.
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Learning outcomes

I Assessment Criteria
Outcome
LO1 Be able to . ing i ichi jon i
feleriict s 1.1 Establish the nature of the marketing issue for which information is needed
need for market
research 1.2 Agree the research budget and timescale
1.3 Agree specific, measurable, realistic and time-bound objectives
e Assessment Criteria
Outcome

LO2 Be able to
design market

2.1 Determine the research method(s) and instrument(s) best suited to
obtaining the required information within budget

research

projects 2.2 Establish the sources of reliable quantitative and qualitative information
most likely to yield the required information
2.3 Develop a research project proposal and rationale that addresses the
research objectives
2.4 Obtain approval to the specified actions, responsibilities, timescales and
budget for the research
2.5 Explain the strengths and limitations of the ranges of proposed research
methods
2.6 Explain the use of a sample in designing market research projects
2.7 Explain the importance of validating information

Learning Assessment Criteria

Outcome

LO3 Be able to
manage market
research data
collection

3.1 Ensure that the team is briefed on the objectives and data collection tasks

3.2 Ensure that data collection activities are carried out in accordance with the
market research plan

3.3 Provide progress and variance reports in accordance with the data
collection plan

3.4 Address issues and variances in accordance with the market research plan

3.5 Ensure that the data collection is conducted in accordance with legal,
regulatory and industry requirements and standards

3.6 Present the data in the agreed format within the agreed timescale

3.7 Evaluate the effectiveness of the market research data collection against
agreed criteria
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Unit Handbook

REC18 — Advise clients on strategic recruitment
planning

Level: 4
Credit value: 5
Guided Learning (GL) hours: 20

Unit aim
This unit concerns understanding the nature of human resource planning, defining clients’ strategic
recruitment needs and evaluating the effectiveness of the recruitment strategy.

Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Understand the nature of human resource planning
LO2 Define clients’ strategic recruitment needs

LO3 Evaluate the effectiveness of the recruitment strategy

Version 1.0
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Unit content

Evidence requirements

Learners must provide a portfolio of evidence for this unit.

Details of the relationship between the unit and relevant national
occupational standards or other professional standards or curricula (if
appropriate)

This unit is not directly linked to the above.

Support of the unit by a sector or other appropriate body

This unit is endorsed by SkillsCfA, the sector skills council for recruitment
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Learning outcomes

Learning
Outcome

Assessment Criteria

LO1 Understand
the nature of
human resource

1.1 Explain the impact of different organisational structures in the public and
private sectors on the planning process

1.2 Assess the considerations to be taken into account in human resource

planning planning
1.3 Analyse the role of recruitment in human resource planning
Learning Assessment Criteria
Outcome
LO2 Define 2.1 Analyse employment-related trends and patterns in the client’s industry

clients’ strategic
recruitment

2.2 Determine the client’s current and future workforce needs, taking the
organisation’s structure and position in the lifecycle into account

needs
2.3 Analyse the availability of suitable personnel in the labour market
2.4 Evaluate the feasibility, timescale and costs of alternative recruitment
solutions
2.5 Calculate the cost of hiring time, fees/staff costs to the client, retention and
attrition costs for replacement staff
2.6 Present a business case with recommendations to the client, showing costs,
benefits and performance measures (long and short term) of the proposed
recruitment strategy
2.7 Agree mutually acceptable terms and conditions of business with the client
2.8 Ensure all recruitment policies, materials and processes meet legal and
ethical requirements

Learning Assessment Criteria

Outcome

LO3 Evaluate 3.1 Agree indicators that are capable of measuring the effectiveness of the

the strategy and key milestones

effectiveness of
the recruitment
strategy

3.2 Use valid methods of evaluation

3.3 Identify the degree of success in meeting the client’s objectives
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Unit Handbook

SA307 — Preparing and delivering a sales presentation

Level: 3
Credit value: 4
Guided Learning (GL) hours: 28

Unit aim
This unit aims to provide the necessary skills for developing and delivering sales presentations.
Learning outcomes

There are four outcomes to this unit. The learner will:

LO1 Understand the factors for consideration in the preparation of sales presentations
LO2 Be able to prepare a sales presentation
LO3 Understand how to deliver sales presentations

LO4 Be able to deliver a sales presentation

Version 1.0
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Unit content

Details of the relationship between the unit and relevant national
occupational standards

These qualifications are based on NOS which have been developed by CfA, the sector skills council
for Sales.

Endorsement of the unit by a sector or other appropriate body

This unit is endorsed by CfA, the sector skills council for Sales.

Functional skills

This unit could contribute towards the functional skills in the following areas:
o English Level 2

e Mathematics Level 2

e |CT Level 2

Evidence requirements

Learners must provide a portfolio of evidence which covers all the learning outcomes and meets all
the assessment criteria.
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Learning outcomes

Learning
Outcome

Assessment Criteria

LO1 Understand
the factors for
consideration in
the preparation
of sales
presentations

1.1 Explain the importance of presentations to the achievement of sales
targets

1.2 Explain the difference between formal and informal presentation

1.3 Explain the importance of setting aims and objectives when preparing a
presentation

1.4 Describe how customer characteristics and buying behaviours will influence
a presentation

1.5 Identify who to go to for support relating to the presentation

1.6 Explain the legal, social and ethical constraints that need to be considered
when designing and delivering sales presentations

Learning
Outcome

Assessment Criteria

LO2 Be able to
prepare a sales
presentation

2.1 Describe the needs of the customer or audience

2.2 Set objectives for the sales presentation ensuring they reflect the
customers’ or audience’s needs and interests

2.3 Assess the suitability of the venue for the presentation, and review issues
relating to its size, acoustics and layout

2.4 Identify and prepare resources for delivery of the presentation

2.5 Obtain promotional material that will enhance the presentation

2.6 Include the product/service benefits and/or unique selling propositions in
the presentation

2.7 Structure the presentation in line with its objectives

2.8 Ensure the presentation complements any proposal already supplied to the
customer

2.9 Ensure the presentation can be delivered within the agreed timescale

Learning
Outcome

Assessment Criteria

LO3 Understand
how to deliver
sales
presentations

3.1 Describe how to use verbal and non-verbal communications in
presentations

3.2 Explain the importance of rehearsing a presentation

3.3 Describe techniques to capture and retain the audience’s attention

3.4 Describe the organisational methods for reporting and recording the
outcome of presentations
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Learning
Outcome

LO4 Be able to
deliver a sales
presentation

Assessment Criteria

4.1 Use pitch, tone and pace of delivery to engage the audience

4.2 Deliver a presentation that captures and retains the audience’s attention

4.3 Use visual aids and/or publicity materials to support the presentation

4.4 Provide the audience with opportunities to ask questions and raise
objections

4.5 Respond to questions, concerns and objections from the customer or
audience in a way that gives a positive image of the organisation and its
products and/or services

4.6 Gain commitment to proceed with the sale

4.7 Evaluate the effectiveness of the presentation in the light of stakeholder
feedback and subsequent sales related activities and outcomes
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Unit Handbook

SA402 — Monitoring and managing sales team
performance

Level: 4
Credit value: 5
Guided Learning (GL) hours: 32

Unit aim

This unit aims to provide knowledge and skills for monitoring and managing the performance of a
sales team.

Learning outcomes

There are two outcomes to this unit. The learner will:

LO1 Understand methods of monitoring sales team performance

LO2 Be able to manage performance of the sales team

Version 1
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Unit content

Evidence requirements

Learners must provide a portfolio of evidence which covers all the learning outcomes and meets all
the assessment criteria.

Details of the relationship between the unit and relevant national
occupational standards

These qualifications are based on NOS which have been developed by CfA, the sector skills council
for Sales.
Endorsement of the unit by a sector or other appropriate body

This unit is endorsed by CfA, the sector skills council for Sales.

Functional skills

This unit could contribute towards the functional skills in the following areas:
e English Level 2
e Mathematics Level 2

® |CT Level 2
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Learning outcomes

Learnin N
ea g Assessment Criteria
Outcome
LO1 Understand | 1.1 Explain the importance of monitoring sales team performance
method§ of 1.2 Explain the importance of giving feedback on performance
monitoring
sales team 1.3 Describe the role of key performance indicators in monitoring sales team
performance performance
1.4 Explain the importance of encouraging sales team members to ask
guestions, make suggestions and seek clarification
1.5 Explain the use of sales-related information in managing the performance
of sales team members in formal performance appraisals
1.6 Explain the use of tools in monitoring performance of the team
L i o
earning Assessment Criteria
Outcome
LO2 Be able to 2.1 Determine key performance indicators for monitoring the performance of
manage individual sales staff that are appropriate for their targets and objectives

performance of
the sales team

2.2 Plan the work of the sales team, identifying priorities, resources and/or
critical activities

2.3 Provide practical help to sales staff in support of achieving their sales
objectives

2.4 Monitor the quantity and quality of sales team members’ work against
agreed key performance indicators

2.5 Provide feedback to sales staff on their sales performance

2.6 Give public recognition to successful performance

2.7 Agree ways of improving performance in cases of unacceptable
performance
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Unit Handbook

SA403 — Developing sales proposals

Level: 4
Credit value: 5
Guided Learning (GL) hours: 30

Unit aim
This unit aims to provide the knowledge and skills for preparing sales proposals for customers.
Learning outcomes

There are three outcomes to this unit. The learner will:

LO1 Understand how to write sales proposals.
LO2 Be able to develop sales proposals.

LO3 Be able to evaluate the proposal.

Version 1
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Unit content

Details of the relationship between the unit and relevant national
occupational standards

These qualifications are based on NOS which have been developed by CfA, the sector skills council
for Sales.

Endorsement of the unit by a sector or other appropriate body

This unit is endorsed by CfA, the sector skills council for Sales.

Functional skills

This unit could contribute towards the functional skills in the following areas:
o English Level 2

e Mathematics Level 2

e |CT Level 2

Evidence requirements

Learners must provide a portfolio of evidence which covers all the learning outcomes and meets all
the assessment criteria.
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Learning outcomes

Learning

Assessment Criteria
Outcome

LO1 Understand | 1.1 Explain how to write a proposal that differentiates the offer from that of a

how to write competitor and promotes organisational strengths
sales proposals

1.2 Describe how to put together a persuasive argument based on quantitative
and qualitative evidence

1.3 Explain the importance of addressing the brief in tender documentation

1.4 Explain the importance of using the “house style” in proposals

1.5 Explain the legal and ethical issues relating to sales proposals

1.6 Explain the client’s procedures for submitting sales proposals

ezl Assessment Criteria

Outcome

LO2 Be able to 2.1 Ensure the prospect’s or customer’s requirements are addressed in the
develop sales proposal

proposals

2.2 Ensure that all identified issues requiring clarification are resolved before
the proposal is finalised

2.3 ldentify the conditions and constraints which need to be included within
the proposal in order to protect the organisation’s interests

2.4 Present the proposal in “house style”

2.5 Ensure that the proposal is based on market factors

2.6 Provide the required level of detail as briefed by the prospect or customer

2.7 Ensure that the price reflects the value within the proposal

2.8 Gain internal approval before submission

2.9 Supply the proposal within the agreed timescale

Learning

Assessment Criteria
Outcome

LO3 Be able to 3.1 Obtain feedback from colleagues and the customer on the proposal
evaluate the
proposal

3.2 Evaluate the outcome of the proposal and recommend improvements for
the future
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