Business, Administration and Management

1. career options

Administration
Is about managing information and needs;
— providing administrative and legal support to

o E
an organisation’s management and other staff; | Ofr more
. oo .
developing and maintaining procedures. fnformation
g0 to page 2

General Management
—{ Is about managing organisational resources | For more

over all areas of organisational activity. information
go to page 7

Operations Management

Is about planning and organising the
output of goods and services to meet
customer requirements.

For more

information
Business, Administration 2o to page 12
and Management

This occupational area covers

the public, private and Financial Services

voluntary sectors: Is about the provision of banking, insurance, | g more
providing admmlstr.atl\{e building society apd life and pensions information
support to an organisation; products and services.

go to page 17

* making best use of resources
in order to achieve its

objectives .
Marketing
| | Is about providing specialist support in For more
relation to the design, distribution, pricing | ;o o o

and promotion of products and services. o ii9 e 27

Accounting
Is about recording and accounting for the organisation’s
|| transactions; analysing and reporting on
income and costs; contributing to the good
management of the organisation’s

cash resources.

For more
information
2o to page 27

Human Resource Management

Is about managing the organisation’s human
— resources; providing specialist support in
relation to recruitment: selection, employee
relations, training and development of staff.

For more

information

go to page 31

Other career areas related to Business, Administration and Management include:

2. Arts and Social Sciences

5.  Communication and Media (Advertising, Public Relations and Marketing)
6. Computing and IT

17. Retail and Distribution
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Administration

2. jobs and careers

Company Secretary/Senior Officer

Is someone who manages the administrative
function and ensures the organisation’s compliance
with legal requirements.

Administrative Section Manager

Is someone who plans, controls and evaluates the
day to day running of a support section;
developing and implementing procedures to meet
the company’s needs.

Administration

Personal Assistant
Is someone who supports executives and managers
in the daily administration of their work.

Administrative Team Supervisor/Office
Supervisor

Is someone who organises and monitors the day to
day running of a support section — allocating
work tasks to team members.

Trainee Administrative Officer

Administration Officer

Is someone who provides administrative support and
information to internal users and external customers
to allow the organisation to achieve its goals;
generating and implementing procedures.

Trainee Administrative Assistant
Administrative Assistant

Is someone who provides basic administrative
support to internal users and external customers
to allow the organisation to achieve its goals and
works alongside and under supervision of other
team members.

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Administration

4. qualifications

HND

Administration and Information Management
Administration Management

Business Administration

Business Administration with Gaelic

Business Studies

Information Technology and Business Administration
Legal Services

HNC

Administration and Information Management
Administration Management

Business Administration — Business Studies
Business Administration with Gaelic

Business Studies

Call Centre Administration

Information Technology and Business Administration
Legal Services

Public Administration

PDA

Diploma

Management

Adyv Certificate

Medical Administration
Certificate

Call Centre Operations
Introductory Call Centre Skills
Learning Centre Operations
Medical Administration
Public Sector Management

SGA

Adv Higher

Business

Higher

Business

Business: Retail and Distribution
Int 2

Business

GSVQ III
Business (with optional modules in Administration and Information Processing)

GSVQII
Business (with optional modules in Administration and Information Processing)

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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National Course
Adv Higher
Administration
Business Management
Higher
Administration
Business Management
Int 2

Administration
Business Management
Int 1

Administration
Business Management
Acc 3

Business Cluster

Acc 2

Business Cluster

Standard Grade
Business Management

Office and Information Studies

NC Cluster

Office and Administration Skills (levels 1 and 2)

SVQ 5
Management

SvQ 4
Administration
Management

SVQ 3
Administration
Management

SvVQ 2
Administration

SvQ1
Administration

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Administration

5. notes on entry to jobs and careers

Entry routes

¢ School leavers — with no formal qualifications may find employment as trainee administrative assistant.
They may then be able to take SVQs in Administration.

Those who wish to continue their studies have a choice of FE or HE qualifications.
¢ Adult entry — organisations take into account relevant work experience when considering applications
from adults. Those with previous experience may need further training because of the pace of change in

office and information technology.

There are a range of part-time courses available for people in employment. These lead to HN qualifications,
Degrees and Professional Institute Qualifications.

SVQ access

SVQs are usually for those in employment, although most colleges also offer SVQs at levels 1 to 3
(some to level 4).

Entry requirements

¢ Those entering straight from school should expect to have some Standard Grades, including English.
Highers will usually allow applicants to enter at a higher level.

¢ Entry to an SGA ranges from no formal qualifications to three or four Standard Grades including English.
Maths or a numeracy subject required for some courses.

¢ HNCs/HNDs usually require an appropriate SGA or one or two Highers (English preferred) and Standard
Grades (including English and a numeracy subject)

¢ Degrees usually require three or four Highers (English preferred: Maths required for some courses) and
Standard Grade English and Maths. A Modern Language is required for some courses. Business subjects
recommended; or appropriate HNC/HND.

Note — entry requirements vary between institutions. Check prospectuses before applying.

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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General Management

2. jobs and careers

Departmental/Senior Manager
Is someone who manages a significant part of an
organisation’s resources or area of operation.

Team Leader/Project Manager

Is someone who manages a team, section or project
and has overall responsibility to meet specific
organisational targets.

General Management

Supervisor/Assistant Manager
Is someone who assists in managing a team,
section or project but without overall responsibility.

Management Trainee

Is someone who is undergoing management
training within an organisation as a preparation
for greater managerial responsibility.

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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General Management

4. qualifications

HND

Business Administration
European Business Management
Engineering: Management

Social Sciences with Management
Supply Chain Management

HNC

Business Administration
Management

Social Sciences with Management
Supply Chain Management

PDA

Adv Diploma

Management of Applied Ecology
Diploma

Management

Certificate

Elected Members of Local Authorities

SGA

Adv Higher

Business

Higher

Business

Business: Retail and Distribution
Int 2

Business

GSVQ III
Business (with optional modules in Supervisory Management)

GSVQ1I
Business

National Course
Adv Higher
Administration
Business Management
Higher
Administration
Business Management
Int 2

Administration
Business Management
Int 1

Administration
Business Management

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Acc3
Business Cluster
Acc 2
Business Cluster

Standard Grade
Office and Information Studies

SVQ 5
Management

SvQ 4
Management
Owner Manager: Business Management and Development

SvQ3
Owner Management: Business Planning
Management

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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General Management

5. notes on entry to jobs and careers

Entry into management posts is possible through a variety of routes and there are various levels of entry.
The titles used to describe jobs in management also vary widely.

Entry routes

*

School leavers — many enter as managerial trainees and often have a range of qualifications. It is possible
to enter trainee management posts either straight from school or after completing a qualification at FE or
HE level.

The Diploma in Management is a suitable entry qualification for general management for those who have
already obtained a non-management qualification in FE or HE.

Direct entry into employment — it is possible for school leavers to enter employment as management
trainees. Where this occurs, they may take an appropriate HNC on a part-time basis.

Information about job vacancies are published weekly by the Institute of Leisure and Amenity Management.
Adult entry — opportunities for adults will depend on their previous experience or qualifications

There are a range of part-time courses available, leading to HNC, HND, degree or professional
qualifications.

SVQ access

These are designed for people with management experience and already in management posts.
The SVQs in Owner Management are useful for those who wish to start up their own businesses.

Entry requirements

L 4

Those entering trainee management posts straight from school should expect to have a good group
of Standard Grades including Maths and English, and preferably Highers.

Entry to an SGA ranges from no formal qualifications to three or four Standard Grades including English.
Maths or a numeracy subject required for some courses.

HNCs/HNDs usually require an appropriate SGA or one or two Highers (English preferred) and Standard
Grades including English and a numeracy subject.

Degree courses usually require three or four Highers (English preferred; Maths required for some courses)
and Standard Grade English and Maths. A Modern Language is required for some courses. Business subjects
recommended; or appropriate HNC/HND.

Note — entry requirements vary between institutions. Check prospectuses before applying.

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
1



Operations Management

2. jobs and careers

Departmental/Senior Manager

Is someone who manages the operations function
of an organisation as a whole or a particular
site/department.

Operations Manager

Is responsible for the management of a significant
aspect of the operations activity of an organisation
such as quality (eg Quality Manager).

Operations
Management

Team Leader/Shift Supervisor
Is someone who manages a team and has overall
responsibility for meeting operational targets.

Operations Technician/Quality Assurance
Technician/Production Planner

Is someone who assists in managing a team or has
specific responsibility for some aspect of operations
activity, eg work scheduling; production planning.

Operations Management Trainee

Is someone who is undergoing management
training as part of a training programme and may
have specific job responsibilities as a starting point
for future progress, eg stock control.

(eg Stock Controller, Quality Manager)

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Operations Management

4. qualifications

HND

Business Administration

Business Management (Agri-Food)
Conference and Event Management
Facilities Management

Information Management in Business
International Trade and Business

Quality

HNC

Business Administration

Business Information Systems with Librarianship
Conference and Event Management

Enterprise

Information Management in Business
International Trade and Business

Quality

PDA

Diploma

European Business Language (Call Centre Operations)
Management

Adyv Certificate

Quality

SGA

Higher

Business

Business: Retail and Distribution
Int 2

Business

GSVQ III
Business (with optional modules in Supervisory Management or Purchasing)

GSVQ1I
Business

National Course
Adv Higher
Administration
Business Management
Higher
Administration
Business Management
Int 2

Administration
Business Management
Int 1

Administration
Business Management
Acc 3

Business Cluster

Acc 2

Business Cluster

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Standard Grade
Office and Information Studies

SVQ 5
Management
Operational Management

SvVQ 4
Management

SvVQ 3

Management

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Operations Management

5. notes on entry to jobs and careers

Entry into management posts in general, and operations management posts in particular, can be via a variety
of routes with various levels of entry. Many posts in operations management require technical ability in the
relevant area of operational activity.

Entry routes

*

School leavers — junior positions (eg management trainee, quality administrator) can be entered with
a variety of qualifications and school leavers can enter straight from school or after studying at FE or
HE level.

The Diploma in Management is suitable for those who have already obtained a non-management
qualification in FE or HE.

Direct entry into employment — it is possible for school leavers to enter employment in an operations
management area (eg in purchasing, stock control, quality administration). They may study part-time
(eg for appropriate HNC qualifications).

Adult entry — will depend on past experience and qualifications. Part-time study may be undertaken
while in employment.

SVQ access

SVQs are designed for people with management experience and in management posts.

The relevant professional body is The British Production and Inventory Control Society.

Entry requirements

*

Those entering straight from school should have at least a good group of Standard Grades.
Highers will usually be necessary for junior management positions.

Entry to an SGA ranges from no formal qualifications to three or four Standard Grades including
English. A numeracy subject is required for some courses.

HNCs/HNDs usually require an appropriate SGA or one or two Highers and Standard Grade
Maths and English.

Degree courses usually require three or four Highers including English and Standard Grade Maths;
or appropriate HNC/HND.

Note— entry requirements vary between institutions. Check prospectuses before applying.

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Financial Services

2. jobs and careers

General Manager
Is someone who is responsible for the management
and co-ordination of a group of service locations.

Branch Manager
Is someone who is responsible for the management
and delivery of services through a service outlet.

Financial Services

Assistant Manager
Is someone who assists in the delivery of service
products through a single outlet.

Job titles will vary from organisation to organisation.

Financial Advisor
Is someone who provides client/customer advice
on financial matters.

Branch Assistant
Is someone who supports administrative work of
advisors and managers.

Trainee Assistant
Is someone who supports the administration of the
delivery of financial services.

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Financial Services

4. qualifications

HND

Administration and Information Management
Business Administration

Financial Services

HNC

Administration and Information Management (with optional Units in financial services)
Business Administration (with optional Units in financial services)

Financial Services

PDA

Adv Certificate

Technology for Administrators
Certificate

Book-keeping

Executry Management and Accounting

SGA

Adv Higher

Business

Higher

Business

Business: Retail and Distribution
Int 2

Business

GSVQ III
Business (with optional modules in financial services)

GSVQ1II
Business (with optional modules in financial services)

National Course

Adv Higher
Accounting and Finance
Administration
Business Management
Economics

Higher

Accounting and Finance
Administration
Business Management
Economics

Int 2

Accounting and Finance
Administration
Business Management
Economics

Int1

Accounting and Finance
Administration
Business Management
Economics

Acc 3

Business Cluster

Acc 2

Business Cluster

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Standard Grade

Accounting and Finance
Administration

Business Management
Economics

Office and Information Studies

SVQs5
Management

SvVQ 4

Banking

Building Society Services

Building Society Services: Regulated
Insurance: General

Insurance: Intermediaries

Insurance: Life Offices
Management

Managing Residential Estate Agency
Pensions Administration

Providing Financial Services

SvQ3

Banking

Building Society Services

Building Society Supervisory Management

Insurance: General

Insurance: Intermediaries

Insurance: Life Offices

Management

Providing Financial Advice (excluding Direct Investment)
Providing Financial Services

Residential Estate Agency

Residential Letting and Property Management Agency

SvQ2

Banking

Building Society Services

Insurance: General

Insurance: Intermediaries

Insurance: Life Offices

Providing Financial Services

Residential Estate Agency

Residential Letting and Property Management Agency

Note — Banking and Building Society Services have been replaced by Providing Financial Services.

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Financial Services

5. notes on entry to jobs and careers

Regulation within the industry means that a high level of competence is required from all staff. In particular
Financial Advisers are now required to provide evidence that they possess the necessary knowledge and skills
to carry out the task and need certain minimum qualifications.

Entry routes

*

School leavers — who have achieved GSVQ level III may be able to find jobs and work towards an
SVQ, eg in banking, insurance and building society service.

Increasingly HNC, HND or degree level qualifications are required.

Adult entry — adults with few formal qualifications are unlikely to find employment in this sector.
Employers take into account relevant work experience. Access courses in Business-related subjects
may provide a route for mature entrants to progress to HN programmes.

There are a range of part-time courses available for people in employment leading to HN awards, degrees
and professional institute qualifications, eg qualifications offered by the Chartered Institute of Bankers in
Scotland and the Chartered Insurance Institute. These qualifications may be at a number of levels, the
highest of which will be membership of the relevant Institute.

SVQ access

SVQs in this sector are designed to be assessed in the workplace and are most suitable, therefore, for people
in employment.

Entry requirements

*

Entry to an SGA ranges from no formal qualifications to three or four Standard Grades including English.
Maths or a numeracy subject is required for some courses.

HNCs/HNDs usually require an appropriate SGA or one or two Highers (preferably including English)
and Standard Grade Maths and English.

Degree courses usually require three or four Highers including English. Maths preferred for some courses,
plus Standard Grade Maths; or appropriate HNC/HND.

Note — entry requirements vary between institutions. Check prospectuses before applying.
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Marketing

2. jobs and careers

Marketing Director

Is someone who directs the marketing activities of
an organisation in relation to delivering goods and
services to meet customer/client needs.

Marketing Manager

Is someone who prepares and monitors
implementation of the organisation’s marketing
plans in relation to goods/services, price,
distribution and promotion.

Marketing

Assistant Marketing Manager/

Marketing Supervisor

Is someone who assists the marketing manager in
one or more aspects of the organisation’s marketing
activities.

Trainee Marketing Assistant

Marketing Assistant

Is someone who collects data and information
and prepares reports on aspects of the marketing
function.
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Marketing

4. qualifications

HND

Advertising

Advertising and Public Relations
Business Administration
Communication

Marketing

Promotions and Events Management

HNC

Advertising and Public Relations
Business Administration

Communication

Languages and the Business Environment
Marketing

Promotions and Events Administration

PDA
Diploma
Management
Certificate
Counselling

SGA

Adv Higher

Business

Higher

Business

Business: Retail and Distribution
Int 2

Business

GSVQ III
Business (with optional modules in Marketing)

GSVQII
Business (with optional modules in Marketing)

National Course
Adv Higher
Administration
Business Management
Higher
Administration
Business Management
Int 2

Administration
Business Management
Acc 3

Business Cluster

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
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Acc 2
Business Cluster

Standard Grade
Office and Information Studies

SvVQs
Management

SvQ 4

Advertising

Direct Marketing

Key Account Management
Management

Marketing Products and Services
Marketing Research

Public Relations

SVQ 3

Advertising

Direct Marketing

Management

Marketing Products and Services
Marketing Research

Public Relations

Selling

SvVQ 2
Marketing Communications

SvVQ1
Market Research: Interviewing
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Marketing

5. notes on entry to jobs and careers

Entry notes

*

School leavers — it is unlikely that school leavers with no formal qualification would enter this area.
Normally employers look for GSVQ at level III.

School leavers who have GSVQ level III may find employment which offers training on a day-release basis
leading, for example, to an HNC in Marketing or Business Administration.

Increasingly HNC, HND or a degree is required for entry.

Adult entry — posts as market research interviewer or marketing assistant may be available to adults
without qualifications but training would be required for entry at a higher level. Employers take
account of relevant work experience when considering applications from mature entrants.

There are a range of part-time courses available leading to HN Awards, Degrees and Professional Institute
Qualifications. Professional associations include the Chartered Institute of Marketing, the Institute of Sales
and Marketing Management and the Communication, Advertising and Marketing Education Foundation and
the Market Research Society.

SVQ access

SVQs in marketing and related areas are available at levels 1 to 4. They are intended to be assessed in the
workplace. Those in assistant level posts could consider SVQs in Administration while those in more senior
posts with management responsibility may choose SVQs in Management.

Entry requirements

*

Entry to an SGA ranges from no formal qualifications to three or four Standard Grades including
English, Maths or a numeracy subject required for some courses.

HNCs/HNDs usually require an appropriate SGA or one to three Highers including English,
plus Standard Grades.

Degree courses usually require three or four Highers including English, and Standard Grades including
Maths and English; or appropriate HNC/HND.

Note — entry requirements vary between institutions. Check prospectuses before applying.
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Accounting

2. jobs and careers

Professional Accountant

Is a fully qualified accountant providing technical
information to management on accounting and
financial matters.

Senior Assistant Accountant
Is a part-qualified accountant supervising other
staff (eg an audit team.)

Accounting

Trainee Accountant

Assistant Accountant

Is part-qualified accountant preparing working
papers and work products in support of the
Professional Accountant.

Trainee Accountant Technician

Accounting Technician

Is someone who records financial transactions in
the records of the organisation.
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Accounting

4. qualifications

HND
Accounting

HNC
Accounting

SGA

Higher

Business

Business: Retail and Dis
Int 2

Business

GSVQ III

tribution

Business (with optional modules in Accounting and Finance)

GSvQ 1II

Business (with optional modules in Accounting)

National Course

Adv Higher
Accounting and Finance
Economics

Higher

Accounting and Finance
Economics

Int 2

Accounting and Finance
Economics

Int 1

Accounting and Finance
Economics

Acc 3

Business Cluster

Acc 2

Business Cluster

Standard Grade
Accounting and Finance
Economics

SvVQ 4
Accounting

SvQ3
Accounting

SVQ 2
Accounting

3. BUSINESS, ADMINISTRATION AND MANAGEMENT
29



Accounting

5. notes on entry to jobs and careers

Entry routes

*

School leavers — it is unlikely that school leavers with no formal qualification would enter this area.
Generally employers look for evidence of attainment at GSVQ level III and/or Standard Grades and
Highers.

School leavers who have GSVQ level III may find employment which offers training on a day-release basis.

This might lead to an HNC/HND Accounting or an SVQ Accounting levels 2 to 4.

Increasingly an HNC/HND or a Degree is required.

Adult entry — adults are unlikely to obtain employment in this area without training. Those with previous
experience who have had a career break are likely to require further training due to the pace of change in
this area. Employers take into account relevant work experience.

There are a range of part-time courses available for people in employment leading to HN Awards, Degrees
and Professional Institute Qualifications.

The professional bodies awarding qualifications in this area are:

¢ Institute of Chartered Accountants of Scotland (ICAS)
¢ Association of Chartered Certified Accountants (ACCA)
¢ Chartered Institute of Management Accountants (CIMA)

¢ Chartered Institute of Public Finance and Accountancy (CIPFA)

SVQ access

SVQs in Accounting are available at levels 2 to 4. They are primarily intended to be assessed in the workplace
but may be available at the lower levels through college programmes.

Staff in more senior posts with management responsibilities may choose SVQs in Management.

Entry requirements

*

Entry to an SGA ranges from no formal qualifications to three or four Standard Grades including English
and a numeracy subject.

HNCs/HNDs usually require an appropriate SGA or one to three Highers and Standard Grade English
and a numeracy subject.

Degree courses usually require three or four Highers (English and Maths required for some courses)
and Standard Grade English and Maths. A Modern Language is required for some courses; or appropriate
HNC/HND.

Note — entry requirements vary between institutions. Check prospectuses before applying.
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Human Resource Management

2. jobs and careers

Human Resource Manager

Is someone who manages the human resource
component of an organisation’s activities and
determines the human resource management
strategy of the organisation.

Training and Development Manager/
Employee Relations Manager

Is someone who manages a specific aspect of the
human resource component, eg training, employee
relations.

Human Resource
Management

Assistant Human Resource Manager

Is someone who assists in managing an aspect of
the human resource activity but does not have
overall responsibility.

Assistant Training and Development Manager
Is someone who assists in managing training and
development.

Human Resource Administrator/

Personnel Assistant

Is someone who is responsible for supporting
an aspect of human resource management

(eg recruitment; maintaining personnel records.)
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Human Resource Management

4. qualifications

HND

Administration and Information Management
Business Administration

Human Resource Management

HNC

Administration and Information Management
Business Administration

Human Resource Management

Management

Training and Development

PDA

Diploma

Continuing Special Education and Training Needs
Management

Certificate

APL Advisers

APL Advisers and Assessors

APL Counsellors

Assessors of Organisations
Communication for Business
External Verifiers

Internal Verifiers

Open Learning Practitioners

Skills Assessors — First Line
Skills Assessors — Second Line
Skills Trainers and Assessors — First Line
Training Practice

Staff Development Co-ordinators
Vocational Assessors

Vocational Trainers and Assessors
Workbased Coaches and Assessors

SGA
Higher
Business
Int 2
Business

GSVQ III
Business (with optional modules in Supervisory Management)

GSVQ1II
Business
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National Course
Higher
Administration
Business Management
Int 2

Administration
Business Management
Int 1

Administration
Business Management
Acc 3

Business Cluster

Acc 2

Business Cluster

SvVQ 5

Management

Personnel Strategy

Training and Development Strategy

SVQ 4

Management

Personnel Management

Training and Development: Human Resource Development
Training and Development: Learning Development

SVQ3

Management

Personnel Support
Training and Development
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Human Resource Management

5. notes on entry to jobs and careers

Professional qualifications (from the Institute of Personnel and Development) are important for management
posts in this area. Many prospective HRM managers are likely to aim for Corporate Membership of the IPD.
The IPD also awards a Certificate in Personnel Practice (CPP) and in Training Practice (CTP) which is suitable
for administrators and personnel assistants.

Entry routes

*

School leavers — entry into administrative positions is possible with a variety of qualifications and school
leavers can take up posts after FE or HE. Those with higher level qualifications may be able to enter
management or more senior administrative positions.

The Diploma in Management is a possible route for those who have a non-management qualification.

Direct entry into employment — it is possible for school leavers to find administration posts in a human
resources department. They can then study part-time, eg for HNC Business Administration or HNC Training
and Development. Employers will normally look for people with post-school qualifications.

Adult entry — relevant experience will be helpful. The GSVQ in Business will be useful but qualifications
such as HNC Training and Development or HNC/HND Human Resources Management are likely to be
more appropriate. A qualification at this level along with suitable experience may enable mature entrants

to find employment at a higher level.

SVQ access

SVQs are designed for those with relevant experience and currently working in human resource management.
It is possible to obtain membership of the IPD through the SVQ route.

Entry requirements

*

Those entering straight from school should have Standard Grades including English. Those with Highers
may be able to enter at a higher level.

Entry to an SGA ranges from no formal qualifications to three or four Standard Grades including English
and a numeracy subject.

HNCs/HNDs usually require an appropriate SGA or two Highers (preferably including English) and two
or three Standard Grades.

Degree courses usually require three or four Highers including English (Maths preferred for some courses)
plus Standard Grade Maths and English; or appropriate HNC/HND.

Note — entry requirements vary between institutions. Check prospectuses before applying.
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