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Contents
Introduction 
The following tables signpost the five Core Skills against the Performance Criteria (PCs) and Behaviours (B) of the mandatory National Occupational Standards (NOS) developed for the Level 2 SVQ in Providing Financial Services.  

The mandatory NOS within the level 2 SVQ in Providing Financial Services includes the following three units :

1) Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

2) Plan and organise your work in a financial services environment (FSPFCC02)

3) Ensure you comply with regulations in your financial services environment (FSPFCC04)

	1
	Communication
	2
	Information and communication technology
	3
	Numeracy

	4
	Problem solving
	5
	Working with others
	
	


Core Skills

The Scottish Qualifications Authority (SQA) describes the Core Skills as ‘a group of five skills that are key to learning and working in today's world. Employers have identified these skills as those that are most likely to be needed in any work environment. This does not mean that every job will need people who are proficient in all five Core Skills but it does mean that every job will require some level of ability in some or all of these skills.’ 
Core Skills qualifications are available in increasing levels of complexity, from Level 1 to Level 6.  Each of the five Core Skills is further divided into a set of tasks, and for the purposes of this signposting exercise this has been carried out at Level 4.  The specific content of each Core Skills Task at Level 4 and its relevant Core Skills Assessment Support Pack can be found on the website of the SQA, at www.sqa.org.uk.  

The levels of Core Skills

As above, the higher the level of Core Skill, the greater the level of complexity to be demonstrated.  Therefore, as candidates move up through the levels, they take on activities which are more demanding in breadth and depth, and in the extent of individual responsibility required.  The above website details the differences between the levels, whilst the following table offers general descriptors for the Core Skills levels:

	SCQF Level 4 - straightforward
	Designed for those who have some skill and experience of using the Core Skill in a workplace setting, for example, at assistant worker level

	SCQFF Level 5 – routine, but with some complex features
	Designed for those who have a reasonable level of skill and experience of using the Core Skill in a workplace setting, for example, at intermediate or supervisor level

	SCQF Level 6 - complex
	Designed for those who have significant skill and experience of using the Core Skill in a workplace setting, for example, at managerial level


Appendix A, which follows the tables, provides greater detail regarding the requirements of one of the Core Skills, ‘Communication’, and how these become increasingly complex through the above levels.  Such details, including specifications for each of the Core Skills can be found via the above website.

Signposting the NOS to the Core Skills
As candidates attaining NOS also prepare portfolios of evidence, it is likely that such evidence may be relevant towards demonstrating the candidates’ ability to meet the requirements of one or more of the Core Skills.  The following tables indicate where evidence relevant to the role-specific NOS is also likely to be relevant to the Core Skills.

The signposting is set out within two tables:
· Table 1 addresses the Core Skills of  ‘Communication’, ‘Numeracy’ and ‘Information & communications technology’,

· Table 2 addresses the further Core Skills of ‘Problem solving’ and ‘Working with others’.
A tick under a Core Skills Task identifies how the evidence provided by a learner towards their fulfilling a particular performance criteria or behaviour of a NOS is likely to also be relevant to fulfilling the content of that task within a particular Core Skill.
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Overall summary of signposting results across the Core Skills 
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      Unlikely to provide opportunities to gather evidence for both the SVQ and particular Workplace Core Skills
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      May provide opportunities to gather evidence for both the SVQ and particular Workplace Core Skills

      Probably provide opportunities to gather evidence for both the SVQ and particular Workplace Skills 

	L2 SVQ in Providing Financial Services
	Core Skills 

	
	Communication
	ICT 
	Numeracy
	Problem solving
	Working with others

	QCF unit titles

	Mandatory unit content – Group A: 

	FSPFCC01
	Develop yourself to improve and maintain workplace competence in a financial services environment 
	
	
	
	
	

	FSPFCC02
	Plan and organise your work in a financial services environment
	
	
	
	
	

	FSPFCC04
	Ensure you comply with regulations in the financial services environment 
	
	
	
	
	


Comments in relation to meeting MA framework requirements  : L2 SVQ Providing Financial Services 
· Communication at Level 4 is fully implicit in FSPFCC02, and partially implicit in the remaining mandatory units

· ICT is only partially implicit in all three mandatory units, as there is no reference to its use in the performance criteria.  For the purposes of this signposting it has been assumed that the performance criteria  ‘Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes’, which is included within each of the mandatory units, would imply use of the core skill of ‘keeping information safe’ when using ICT.  In addition, it is highly likely that the nature of work towards providing financial services will present opportunities to gather further evidence of using ICT, particularly via the optional units selected
· Numeracy is not present in any of the three mandatory units, as there is no specific reference to its use in the performance criteria. However, it is highly likely that the nature of work towards providing financial services will present opportunities to gather further evidence to demonstrate numeracy skills, particularly via the optional units selected 

· Problem solving at Level 4 is fully implicit in all three mandatory units

· Working with others at Level 4 is fully implicit in mandatory units FSPFCC01 and PSPFCC02 only.
	Level 2 mandatory units

· Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

· Plan and organise your work in a financial services environment (FSPFCC02)

· Ensure you comply with regulations in the financial services environment (FSPFCC04)


	SCQF Level 4 Core Skills Tasks

	
	Communication
	Information technology
	Numeracy

	
	1 Reading & understanding
	2 Writing
	3 Speaking & listening
	1 Performing ICT operations
	2 Processing information 
	3 Finding information 
	4 Keeping information safe
	1 Using number
	2 Measuring
	3 Use graphical format to find out information
	4 Use graphical format to communicate information

	Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

	Performance Criteria (PC)

	PC1
	Discuss and agree personal work objectives and tasks, and how you will measure progress, with those you report to
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC2
	Identify any gaps between the requirements of your job and your current knowledge, understanding and skills
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC3
	Discuss and agree, with those you report to, a personal development plan to improve and develop your ability to meet the demands of your job
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC4
	Undertake the activities identified in your development plan
	(
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC5
	Review, with those you report to, how they have contributed to your performance 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC6
	Seek regular and useful feedback on your performance from those who are in a good position to judge it 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC7
	Check, on a regular basis, how you are using your time at work and identify possible improvements 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01) (continued)

	Performance Criteria (PC) (continued)

	PC8
	Ensure that your performance consistently meets or goes beyond agreed requirements 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC9
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-

	Behaviours (B)

	B1
	You find practical ways to overcome barriers 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	B2
	You make best use of available resources and proactively seek new sources of support when necessary 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	B3
	You recognise changes in circumstances promptly and adjust plans and activities accordingly
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Plan and organise your work in a financial services environment (FSPFCC02)

	Performance Criteria (PC) 

	PC1
	Identify and prioritise your own work to ensure that work objectives are fulfilled
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Plan and organise your work in a financial services environment (FSPFCC02) (continued) 

	Performance Criteria (PC) (continued)

	PC2
	Make sure you have all the necessary resources to complete work and produce the required outputs
	(
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC3
	Report and discuss difficulties with work promptly to the appropriate people
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC4
	Seek assistance when necessary to meet work demands and complete work to the required standards
	-
	(
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC5
	Co-operate with, and offer assistance to, colleagues to help achieve work objectives
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC6
	Fulfil commitments made to other colleagues wherever possible
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC7
	Advise colleagues promptly of any difficulties or where it will be impossible to carry out commitments made 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC8
	Check, on a regular basis, how you are using your time at work and identify possible improvements 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Plan and organise your work in a financial services environment (FSPFCC02) (continued) 

	Performance Criteria (PC) (continued)

	PC9
	Show understanding of others and deal with them in a professional manner 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC10
	Use communication styles that are appropriate to different people and situations 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC11
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-

	Behaviours(B)

	B1
	You work efficiently and effectively
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	B2
	You consider how your behaviour impacts on others 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	B3
	You seek to understand the needs of others
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Ensure you comply with regulations in your financial services environment (FSPFCC04)

	Performance Criteria (PC) 

	PC1
	Find out about relevant regulatory information and evaluate the effect this has on your role 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Ensure you comply with regulations in your financial services environment (FSPFCC04) (continued)

	Performance Criteria (PC) (continued)

	PC2
	Ensure that you work within the regulatory framework appropriate to your job role and that you comply with regulatory requirements
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-

	PC3
	Respond as appropriate to any actual or potential failures to comply with regulatory requirements
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC4
	Respond to changes in your organisation's policies and procedures resulting from regulatory requirements
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-

	PC5
	Maintain competence in your job role in accordance with regulatory requirements
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-

	PC6
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-

	Behaviours (B)

	B1
	You use information and knowledge effectively, efficiently and ethically
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-


	Level 2 mandatory units

· Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

· Plan and organise your work in a financial services environment (FSPFCC02)

· Ensure you comply with regulations in the financial services environment (FSPFCC04)


	SCQF Level 4 Core Skills Tasks

	
	Problem solving
	Working with others

	
	1 Investigating
	2 Planning & solving
	3 Checking & evaluating 
	1 Work cooperatively with others
	2 Checking & evaluating

	Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

	Performance Criteria (PC)

	PC1
	Discuss and agree personal work objectives and tasks, and how you will measure progress, with those you report to
	(
	-
	-
	(
	-

	PC2
	Identify any gaps between the requirements of your job and your current knowledge, understanding and skills
	(
	-
	-
	-
	-

	PC3
	Discuss and agree, with those you report to, a personal development plan to improve and develop your ability to meet the demands of your job
	-
	(
	-
	(
	-

	PC4
	Undertake the activities identified in your development plan
	-
	(
	-
	-
	-

	PC5
	Review, with those you report to, how they have contributed to your performance 
	-
	(
	-
	(
	-

	PC6
	Seek regular and useful feedback on your performance from those who are in a good position to judge it 
	-
	-
	(
	(
	(

	PC7
	Check, on a regular basis, how you are using your time at work and identify possible improvements 
	-
	-
	(
	-
	(

	PC8
	Ensure that your performance consistently meets or goes beyond agreed requirements 
	-
	-
	(
	-
	-

	PC9
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	-
	-
	(
	-
	-

	Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01) (continued)

	Behaviours (B)

	B1
	You find practical ways to overcome barriers 
	-
	(
	-
	-
	-

	B2
	You make best use of available resources and proactively seek new sources of support when necessary 
	-
	(
	-
	(
	-

	B3
	You recognise changes in circumstances promptly and adjust plans and activities accordingly
	-
	-
	(
	-
	(

	Plan and organise your work in a financial services environment (FSPFCC02)

	Performance Criteria (PC) 

	PC1
	Identify and prioritise your own work to ensure that work objectives are fulfilled
	(
	-
	-
	-
	-

	PC2
	Make sure you have all the necessary resources to complete work and produce the required outputs
	-
	(
	-
	-
	-

	PC3
	Report and discuss difficulties with work promptly to the appropriate people
	-
	(
	-
	(
	-

	PC4
	Seek assistance when necessary to meet work demands and complete work to the required standards
	-
	(
	-
	(
	-

	PC5
	Co-operate with, and offer assistance to, colleagues to help achieve work objectives
	-
	(
	
	(
	-

	Plan and organise your work in a financial services environment (FSPFCC02) (continued)

	Performance Criteria (PC) (continued)

	PC6
	Fulfil commitments made to other colleagues wherever possible
	-
	(
	-
	(
	-

	PC7
	Advise colleagues promptly of any difficulties or where it will be impossible to carry out commitments made 
	-
	-
	(
	(
	-

	PC8
	Check, on a regular basis, how you are using your time at work and identify possible improvements 
	-
	-
	(
	-
	(

	PC9
	Show understanding of others and deal with them in a professional manner
	-
	-
	-
	(
	-

	PC10
	Use communication styles that are appropriate to different people and situations
	-
	-
	-
	(
	-

	PC11
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	-
	-
	(
	-
	(

	Behaviours(B)

	B1
	You work efficiently and effectively
	-
	-
	(
	-
	(

	B2
	You consider how your behaviour impacts on others 
	-
	-
	(
	(
	-

	B3
	You seek to understand the needs of others
	-
	-
	(
	(
	-

	Ensure you comply with regulations in your financial services environment (FSPFCC04)

	Performance Criteria (PC) 

	PC1
	Find out about relevant regulatory information and evaluate the effect this has on your role 
	(
	-
	(
	-
	-

	PC2
	Ensure that you work within the regulatory framework appropriate to your job role and that you comply with regulatory requirements
	-
	-
	(
	-
	-

	PC3
	Respond as appropriate to any actual or potential failures to comply with regulatory requirements
	(
	-
	(
	-
	-

	PC4
	Respond to changes in your organisation's policies and procedures resulting from regulatory requirements
	(
	(
	-
	-
	-

	PC5
	Maintain competence in your job role in accordance with regulatory requirements
	-
	-
	(
	-
	-

	PC6
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	(
	-
	(
	-
	-

	Behaviours (B)

	B1
	You use information and knowledge effectively, efficiently and ethically
	(
	-
	(
	-
	-


Core Skill ‘Communication’ : illustrating the increasing complexity

The following is an extract from the SQA website illustrating how the requirements for the particular Core Skill of Communication become increasingly complex through the levels.

Core Skill : Communication levels

	Skill
	SCQF Level 4
	SCQF Level 5
	SCQF Level 6

	Reading and understanding
	Read, understand and evaluate a straightforward document related to your work.
	Read, understand and evaluate a document related to your work which either presents and analyses factual content, or presents a sustained point of view or central argument.
	Read, understand and evaluate a complex document related to your work which either: contains a set of facts and an analysis of them, or a sustained argument. It will be a substantial and detailed text with complex sentences, specialist words, and concepts that may be unfamiliar to you. It is likely to have more than one purpose.



	Writing
	Produce a document, or related documents, totalling 300 words or more, which conveys several items of information, opinions or ideas.
	Produce a document, or related documents, totalling 500 words or more, which conveys several items of information, opinions, ideas or aspects of a subject.
	Produce a well structured document, or a collection of related documents, totalling 700 words or more, which conveys several items of complex information, opinions or ideas.



	Speaking
	Take part in a straightforward discussion with at least one other person, or give a short presentation to one or more people, lasting a minimum of three minutes.
	Make a substantial contribution to a discussion with at least one other person, or make a presentation to others lasting a minimum of four minutes.
	Make a substantial contribution to a discussion on a complex topic with at least one other person, or make a presentation to others on a complex topic lasting a minimum of five minutes. 
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Signposting Core Skills to National Occupational Standards developed by the Financial Skills Partnership for the Level 2 SVQ in ‘Providing Financial Services’
Introduction

The following table indicates how evidence produced by candidates in attaining those National Occupational Standards (NOS) developed by the Financial Skills Partnership for those whose work includes ‘Providing Financial Services’ is also likely to be relevant towards achieving particular Core Skills.  The table addresses only the optional role-specific NOS and not those further mandatory NOS which have been signposted in greater detail in a separate document.  It should be emphasised that Core Skills are not part of the standards required for achieving the NOS and the following information is intended to assist those employers and/or individuals also seeking to progress Core Skills.

	1
	Communication
	2
	Information and communication technology
	3
	Numeracy

	4
	Problem solving
	5
	Working with others
	
	


Core Skills

The Scottish Qualifications Authority (SQA) describes the Core Skills as ‘a group of five skills that are key to learning and working in today's world. Employers have identified these skills as those that are most likely to be needed in any work environment. This does not mean that every job will need people who are proficient in all five Core Skills but it does mean that every job will require some level of ability in some or all of these skills.’ 

Core Skills qualifications are available in increasing levels of complexity, from Level 1 to Level 6.  The Core Skills cover each of the following areas :

Each of the five Core Skills is further divided into a set of tasks, and for the purposes of this document the signposting has been carried out at Levels 4 - 6.  The specific content of each Core Skills Task at Levels 4, 5 and 6 and its relevant Core Skills Assessment Support Pack can be found on the website of the SQA, at www.sqa.org.uk.  

The levels of Core Skills

As above, the higher the level of Core Skill, the greater the level of complexity to be demonstrated.  Therefore, as candidates move up through the levels, they take on activities which are more demanding in breadth and depth, and in the extent of individual responsibility required.  The above website details the differences between the levels, whilst the following table offers general descriptors for the Core Skills levels:

	SCQF Level 4 - straightforward
	Designed for those who have some skill and experience of using the Core Skill in a workplace setting, for example, at assistant worker level

	SCQFF Level 5 – routine, but with some complex features
	Designed for those who have a reasonable level of skill and experience of using the Core Skill in a workplace setting, for example, at intermediate or supervisor level

	SCQF Level 6 - complex
	Designed for those who have significant skill and experience of using the Core Skill in a workplace setting, for example, at managerial level


Appendix A, which follows the signposting table, provides greater detail regarding the requirements of one of the Core Skills, ‘Communication’, and how this becomes increasingly complex through the above levels.  Such details, including specifications for each of the Core Skills can be found via the above website.

Signposting the NOS to the Core Skills

As candidates attaining NOS also prepare portfolios of evidence, it is likely that such evidence may be relevant towards demonstrating the candidates’ ability to meet the requirements of one or more of the Core Skills.  The following table signposts where evidence relevant to the optional units within the role-specific NOS is also likely to be relevant to Core Skills.

The signposting table lists all of the NOS developed by the Financial Skills Partnership to address best practice in the activities specific to those working within the Level 2 SVQ in ‘Providing Financial Services’.  Further columns are then headed by each of the Core Skills, with separate columns for each of the levels of these Skills.  A tick under a particular level of Core Skill identifies how the evidence for a particular NOS is likely to be relevant to that Core Skill.

This signposting is not intended to be an absolute indication that the evidence produced in attaining particular NOS will be relevant for a particular Core Skill.  As competence can be demonstrated in different ways, different forms of evidence may be presented.  Therefore, this signposting document is intended as a guide only.

	Level 2 SVQ 

Providing Financial Services

(Optional unit titles)
	SCQF Core Skills 

	
	Communication
	ICT
	Numeracy
	Problem solving
	Working with Others

	
	   4
	   5
	   6
	   4
	   5
	   6
	   4
	   5
	   6
	   4
	   5
	   6
	   4
	   5
	   6

	Technical Group B2 : Bank and Building Society Accounts Options

	FSPBA01
	Set up bank accounts for customers
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FSPBA03
	Authorise financial transactions using telecommunications
	-
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FSPBA04
	Operate a sterling counter till
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPBA05

	Operate a multi currency till
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPBA09
	Process documentation for bank or building society accounts
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-
	-

	FSPIO14
	Build effective relationships with clients in a financial services environment
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGFS02
	Deal with requests to cancel financial services products or services 
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group C2 : Customer Payments for Financial Products and Services Options

	FSPCP01
	Process customers’ financial transactions
	-
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	FSPCP02
	Assess and use financial information to reconcile accounts
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPCP03
	Operate credit control procedures
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPCP04
	Prepare and pursue statements of account for financial products and services
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPCP05
	Operate payment by instalments
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group D2 : General Insurance Options

	FSPGI01
	Process straightforward new insurance claims notifications
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI02
	Settle straightforward insurance claims
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI03
	Deal with straightforward claims for insured losses
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI05
	Process straightforward claims for uninsured losses
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI09
	Agree settlement of straightforward claims for uninsured losses
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI11
	Process straightforward insurance business as an intermediary
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI12
	Process straightforward insurance renewals as an intermediary
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI13
	Process straightforward mid-term insurance amendments
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI18
	Underwrite straightforward new risks
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI19
	Process insurance policy documentation
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPGI20
	Process straightforward insurance renewals
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPGI26
	Underwrite straightforward policy alterations
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group E2 : Investment Operations Options 

	FSPIO10
	Assess and use financial information to reconcile stakeholder investment accounts 
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPIO12
	Process payments relating to stakeholder investment transactions or accounts
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPIO14
	Build effective relationships with clients in a financial services environment
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group F2 : Life, Pensions and Investments Options

	FSPLPI01
	Process straightforward new life, pensions and investment business quotations
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPLPI02
	Underwrite straightforward alterations to life, pensions and investment contracts
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPLPI03
	Process straightforward requests for payment against life, pensions and investment contracts
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPLPI07
	Process documentation for straightforward life, pensions and investment contracts
	-
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-
	-

	FSPIO14
	Build effective relationships with clients in a financial services environment
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group G2 : Financing and Credit Options

	FSPFC09
	Process applications for financing and credit facilities
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPFC10 
	Process documentation for financing and credit facilities
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPIO14
	Build effective relationships with clients in a financial services environment
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group H2 : Administration for Mortgage and/or Financial Planning Intermediaries Options 

	FSPAMFPI01
	Provide an administrative service for mortgage and/or financial planning clients
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPAMFPI02
	Process instructions for straightforward mortgage and financial planning business
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPAMFPI03
	Contribute to reports for mortgage and/or financial planning clients 
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Cross-sector Group J2 : Financial Services Customer Care Options

	FINFCS02
	Deal with customers by telephone in a financial services environment
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFACSB2
	Deliver reliable customer service
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFACSC3
	Resolve customer service problems
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Cross-sector Group K2 : Financial Services Sales Process Options

	FSPFSSP01
	Promote the organisation’s additional financial services products and/or services
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFAMLA3
	Develop your personal networks
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFASLS28
	Develop, implement and monitor sales call plans 
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFASLS71
	Generate and follow up sales leads 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFASLS72
	Sell products or services face-to-face 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFASLS73
	Sell products or services over the telephone 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-


Core Skill ‘Communication’ : illustrating the increasing complexity

The following is an extract from the SQA website illustrating how the requirements for the particular Core Skill of Communication become increasingly complex through the levels.

Core Skill : Communication levels

	Skill
	SCQF Level 4
	SCQF Level 5
	SCQF Level 6

	Reading and understanding
	Read, understand and evaluate a straightforward document related to your work.
	Read, understand and evaluate a document related to your work which either presents and analyses factual content, or presents a sustained point of view or central argument.
	Read, understand and evaluate a complex document related to your work which either: contains a set of facts and an analysis of them, or a sustained argument. It will be a substantial and detailed text with complex sentences, specialist words, and concepts that may be unfamiliar to you. It is likely to have more than one purpose.



	Writing
	Produce a document, or related documents, totalling 300 words or more, which conveys several items of information, opinions or ideas.
	Produce a document, or related documents, totalling 500 words or more, which conveys several items of information, opinions, ideas or aspects of a subject.
	Produce a well structured document, or a collection of related documents, totalling 700 words or more, which conveys several items of complex information, opinions or ideas.



	Speaking
	Take part in a straightforward discussion with at least one other person, or give a short presentation to one or more people, lasting a minimum of three minutes.
	Make a substantial contribution to a discussion with at least one other person, or make a presentation to others lasting a minimum of four minutes.
	Make a substantial contribution to a discussion on a complex topic with at least one other person, or make a presentation to others on a complex topic lasting a minimum of five minutes. 
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Introduction 

The following tables signpost the five Core Skills against the Performance Criteria (PCs) and Behaviours (B) of the mandatory National Occupational Standards (NOS) developed for the Level 3 SVQ in Providing Financial Services.  

The mandatory NOS within the Level 3 SVQ in Providing Financial Services includes the following three units :

4) Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)
5) Develop productive working relationships in a financial services environment (FSPFCC03)
6) Ensure you comply with regulations in your financial services environment (FSPFCC04)

Core Skills
The Scottish Qualifications Authority (SQA) describes the Core Skills as ‘a group of five skills that are key to learning and working in today's world. Employers have identified these skills as those that are most likely to be needed in any work environment. This does not mean that every job will need people who are proficient in all five Core Skills but it does mean that every job will require some level of ability in some or all of these skills.’ 

	1
	Communication
	2
	Information and communication technology
	3
	Numeracy

	4
	Problem solving
	5
	Working with others
	
	


Core Skills qualifications are available in increasing levels of complexity, from Level 1 to Level 6.  The Core Skills cover each of the following areas :

Each of the five Core Skills is further divided into a set of tasks, and for the purposes of this signposting exercise this has been carried out at Level 5.  The specific content of each Core Skills Task at Level 5 and its relevant Core Skills Assessment Support Pack can be found on the website of the SQA, at www.sqa.org.uk.  

The levels of Core Skills

As above, the higher the level of Core Skill, the greater the level of complexity to be demonstrated.  Therefore, as candidates move up through the levels, they take on activities which are more demanding in breadth and depth, and in the extent of individual responsibility required.  The above website details the differences between the levels, whilst the following table offers general descriptors for the Core Skills levels:

	SCQF Level 4 - straightforward
	Designed for those who have some skill and experience of using the Core Skill in a workplace setting, for example, at assistant worker level

	SCQFF Level 5 – routine, but with some complex features
	Designed for those who have a reasonable level of skill and experience of using the Core Skill in a workplace setting, for example, at intermediate or supervisor level

	SCQF Level 6 – complex
	Designed for those who have significant skill and experience of using the Core Skill in a workplace setting, for example, at managerial level


Appendix A, which follows the tables, provides greater detail regarding the requirements of one of the Core Skills, ‘Communication’, and how these become increasingly complex through the above levels.  Such details, including specifications for each of the Core Skills can be found via the above website.

Mapping the NOS to the Core Skills

As candidates attaining NOS also prepare portfolios of evidence, it is likely that such evidence may be relevant towards demonstrating the candidates’ ability to meet the requirements of one or more of the Core Skills.  The following tables indicate where evidence relevant to the role-specific NOS is also likely to be relevant to Core Skills.

The signposting is set out within two tables:
· Table 1 addresses the Core Skills of  ‘Communication’, ‘Numeracy’ and ‘Information & communications technology’,

· Table 2 addresses the further Core Skills of ‘Problem solving’ and ‘Working with others’.
A tick under a Core Skills Task identifies how the evidence provided by a learner towards their fulfilling a particular performance criteria or behaviour of a NOS is likely to also be relevant to fulfilling the content of that task within a particular Core Skill.

Overall summary of signposting results across the Core Skills 

      Unlikely to provide opportunities to gather evidence for both the SVQ and particular Workplace Core Skills

      May provide opportunities to gather evidence for both the SVQ and particular Workplace Core Skills

      Probably provide opportunities to gather evidence for both the SVQ and particular Workplace Skills 

	L3 SVQ in Providing Financial Services
	Core Skills 

	
	Communication
	ICT 
	Numeracy
	Problem solving
	Working with others

	QCF unit titles

	Mandatory unit content – Group A: 

	FSPFCC01
	Develop yourself to improve and maintain workplace competence in a financial services environment 
	
	
	
	
	

	FSPFCC03
	Develop productive working relationships in a financial services environment 
	
	
	
	
	

	FSPFCC04
	Ensure you comply with regulations in the financial services environment 
	
	
	
	
	


Comments in relation to meeting MA framework requirements  : L3 SVQ Providing Financial Services 

· Communication at Level 5 is fully implicit in FSPFCC03, and partially implicit in the remaining mandatory units

· ICT is only partially implicit in all three mandatory units, as there is no reference to its use in the performance criteria.  For the purposes of this signposting it has been assumed that the performance criteria  ‘Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes’, which is included within each of the mandatory units, would imply the use of the core skill of ‘keeping information safe’ when using ICT.  In addition, it is highly likely that the nature of work towards providing financial services will present opportunities to gather further evidence of using ICT, particularly via the optional units selected

· Numeracy is not present in any of the three mandatory units. However, it is highly likely that the nature of work towards providing financial services will present opportunities to gather further evidence to demonstrate numeracy skills, particularly via the optional units selected 

· Problem solving at Level 5 is fully implicit in FSPFCC01 and FSPFCC04, and partially implicit in FSPFCC03

· Working with others at Level 5 is fully implicit in FSPFCC01 and FSPFCC03 only.
	Level 3 mandatory units

· Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

· Develop productive working relationships in a financial services environment (FSPFCC03)

· Ensure you comply with regulations in the financial services environment (FSPFCC04)


	SCQF Level 5 Core Skills Tasks

	
	Communication
	Information technology
	Numeracy

	
	1 Reading & understanding
	2 Writing
	3 Speaking & listening
	1 Performing ICT operations
	2 Processing information 
	3 Finding information 
	4 Keeping information safe
	1 Using number
	2 Use graphical format to find out information
	3 Use graphical format to communicate information

	Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

	Performance Criteria (PC)

	PC1
	Discuss and agree personal work objectives and tasks, and how you will measure progress, with those you report to
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	PC2
	Identify any gaps between the requirements of your job and your current knowledge, understanding and skills
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC3
	Discuss and agree, with those you report to, a personal development plan to improve and develop your ability to meet the demands of your job
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	PC4
	Undertake the activities identified in your development plan
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC5
	Review, with those you report to, how they have contributed to your performance 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	PC6
	Seek regular and useful feedback on your performance from those who are in a good position to judge it 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	PC7
	Check, on a regular basis, how you are using your time at work and identify possible improvements 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01) (continued)

	Performance Criteria (PC) (continued)

	PC8
	Ensure that your performance consistently meets or goes beyond agreed requirements 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC9
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-

	Behaviours (B)

	B1
	You find practical ways to overcome barriers 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	B2
	You make best use of available resources and proactively seek new sources of support when necessary 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	B3
	You recognise changes in circumstances promptly and adjust plans and activities accordingly
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Develop productive working relationships in a financial services environment (FSPFCC03)

	Performance Criteria (PC) 

	PC1
	Establish working relationships with all the colleagues with whom you work 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	Develop productive working relationships in a financial services environment (FSPFCC03) (continued) 

	Performance Criteria (PC) (continued)

	PC2
	Recognise and respect the roles and responsibilities of colleagues
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	PC3
	Take account of the priorities, expectations, and authority of colleagues in decisions and actions 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	PC4
	Honour commitments made with colleagues and confirm with them when fulfilled 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC5
	Advise colleagues promptly of any difficulties or where it will be impossible to carry out what has been agreed 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	PC6
	Promote understanding by presenting information clearly, concisely and accurately 
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-

	PC7
	Manage relationships with colleagues to support the delivery of your work 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	PC8
	Exchange information and resources with colleagues to make sure that all parties can work effectively 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	Develop productive working relationships in a financial services environment (FSPFCC03) (continued) 

	Performance Criteria (PC) (continued)

	PC9
	Make time available to support others
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC10
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-

	Behaviours(B)

	B1
	You respect the views and actions of others 
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-

	B2
	You take personal responsibility for your actions 
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	B3
	You act within the limits of your authority
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	Ensure you comply with regulations in your financial services environment (FSPFCC04)

	Performance Criteria (PC) 

	PC1
	Find out about relevant regulatory information and evaluate the effect this has on your role 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC2
	Ensure that you work within the regulatory framework appropriate to your job role and that you comply with regulatory requirements
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-

	Ensure you comply with regulations in your financial services environment (FSPFCC04) (continued)

	Performance Criteria (PC) (continued)

	PC3
	Respond as appropriate to any actual or potential failures to comply with regulatory requirements
	-
	-
	-
	-
	-
	-
	-
	-
	-
	-

	PC4
	Respond to changes in your organisation's policies and procedures resulting from regulatory requirements
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-

	PC5
	Maintain competence in your job role in accordance with regulatory requirements
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-

	PC6
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-

	Behaviours (B)

	B1
	You use information and knowledge effectively, efficiently and ethically
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-


	Level 3 mandatory units

· Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

· Develop productive working relationships in a financial services environment (FSPFCC03)

· Ensure you comply with regulations in the financial services environment (FSPFCC04)


	SCQF Level 5 Core Skills Tasks

	
	Problem solving
	Working with others

	
	1 Investigating
	2 Planning & solving
	3 Checking & evaluating 
	1 Work cooperatively with others
	2 Checking & evaluating

	Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01)

	Performance Criteria (PC)

	PC1
	Discuss and agree personal work objectives and tasks, and how you will measure progress, with those you report to
	(
	-
	-
	-
	-

	PC2
	Identify any gaps between the requirements of your job and your current knowledge, understanding and skills
	(
	-
	-
	-
	-

	PC3
	Discuss and agree, with those you report to, a personal development plan to improve and develop your ability to meet the demands of your job
	-
	(
	-
	(
	-

	PC4
	Undertake the activities identified in your development plan
	-
	(
	-
	-
	-

	PC5
	Review, with those you report to, how they have contributed to your performance 
	-
	(
	-
	(
	-

	PC6
	Seek regular and useful feedback on your performance from those who are in a good position to judge it 
	-
	-
	(
	(
	(

	PC7
	Check, on a regular basis, how you are using your time at work and identify possible improvements 
	-
	-
	(
	-
	-

	PC8
	Ensure that your performance consistently meets or goes beyond agreed requirements 
	-
	-
	(
	-
	-

	PC9
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	-
	-
	(
	-
	-

	Develop yourself to improve and maintain workplace competence in a financial services environment (FSPFCC01) (continued)

	Behaviours (B)

	B1
	You find practical ways to overcome barriers 
	-
	(
	-
	-
	-

	B2
	You make best use of available resources and proactively seek new sources of support when necessary 
	-
	(
	-
	(
	-

	B3
	You recognise changes in circumstances promptly and adjust plans and activities accordingly
	-
	-
	(
	-
	(

	Develop productive working relationships in a financial services environment (FSPFCC03)

	Performance Criteria (PC) 

	PC1
	Establish working relationships with all the colleagues with whom you work 
	-
	-
	-
	(
	-

	PC2
	Recognise and respect the roles and responsibilities of colleagues
	-
	-
	-
	(
	-

	PC3
	Take account of the priorities, expectations, and authority of colleagues in decisions and actions 
	-
	-
	-
	(
	-

	PC4
	Honour commitments made with colleagues and confirm with them when fulfilled 
	-
	-
	-
	(
	(

	PC5
	Advise colleagues promptly of any difficulties or where it will be impossible to carry out what has been agreed 
	-
	-
	-
	(
	-

	Develop productive working relationships in a financial services environment (FSPFCC03) (continued)

	Performance Criteria (PC) (continued)

	PC6
	Promote understanding by presenting information clearly, concisely and accurately 
	-
	-
	-
	(
	-

	PC7
	Manage relationships with colleagues to support the delivery of your work 
	-
	-
	-
	(
	-

	PC8
	Exchange information and resources with colleagues to make sure that all parties can work effectively 
	-
	-
	-
	(
	-

	PC9
	Make time available to support others
	-
	-
	-
	(
	-

	PC10
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	-
	-
	(
	-
	(

	Behaviours(B)

	B1
	You respect the views and actions of others 
	-
	-
	-
	(
	-

	B2
	You take personal responsibility for your actions 
	-
	-
	-
	-
	-

	B3
	You act within the limits of your authority
	-
	-
	-
	-
	-

	Ensure you comply with regulations in your financial services environment (FSPFCC04)

	Performance Criteria (PC) 

	PC1
	Find out about relevant regulatory information and evaluate the effect this has on your role 
	(
	-
	(
	-
	-

	PC2
	Ensure that you work within the regulatory framework appropriate to your job role and that you comply with regulatory requirements
	-
	-
	(
	-
	-

	PC3
	Respond as appropriate to any actual or potential failures to comply with regulatory requirements
	(
	-
	(
	-
	-

	PC4
	Respond to changes in your organisation's policies and procedures resulting from regulatory requirements
	(
	(
	-
	-
	-

	PC5
	Maintain competence in your job role in accordance with regulatory requirements
	-
	-
	(
	-
	-

	PC6
	Comply with legal requirements, industry regulations, including ethical standards and health and safety, organisational policies and professional codes
	(
	-
	(
	-
	-

	Behaviours (B)

	B1
	You use information and knowledge effectively, efficiently and ethically
	(
	-
	(
	-
	-


Core Skill ‘Communication’ : illustrating the increasing complexity

The following is an extract from the SQA website illustrating how the requirements for the particular Core Skill of Communication become increasingly complex through the levels.

Core Skill : Communication levels

	Skill
	SCQF Level 4
	SCQF Level 5
	SCQF Level 6

	Reading and understanding
	Read, understand and evaluate a straightforward document related to your work.
	Read, understand and evaluate a document related to your work which either presents and analyses factual content, or presents a sustained point of view or central argument.
	Read, understand and evaluate a complex document related to your work which either: contains a set of facts and an analysis of them, or a sustained argument. It will be a substantial and detailed text with complex sentences, specialist words, and concepts that may be unfamiliar to you. It is likely to have more than one purpose.



	Writing
	Produce a document, or related documents, totalling 300 words or more, which conveys several items of information, opinions or ideas.
	Produce a document, or related documents, totalling 500 words or more, which conveys several items of information, opinions, ideas or aspects of a subject.
	Produce a well structured document, or a collection of related documents, totalling 700 words or more, which conveys several items of complex information, opinions or ideas.



	Speaking
	Take part in a straightforward discussion with at least one other person, or give a short presentation to one or more people, lasting a minimum of three minutes.
	Make a substantial contribution to a discussion with at least one other person, or make a presentation to others lasting a minimum of four minutes.
	Make a substantial contribution to a discussion on a complex topic with at least one other person, or make a presentation to others on a complex topic lasting a minimum of five minutes. 
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Signposting Core Skills to National Occupational Standards developed by the Financial Skills Partnership for the Level 3 SVQ in ‘Providing Financial Services’
Introduction

The following table indicates how evidence produced by candidates in attaining those National Occupational Standards (NOS) developed by the Financial Skills Partnership for those whose work includes ‘Providing Financial Services’ is also likely to be relevant towards achieving particular Core Skills.  The table addresses only the optional role-specific NOS and not those further mandatory NOS which have been signposted in greater detail in a separate document.  It should be emphasised that Core Skills are not part of the standards required for achieving the NOS and the following information is intended to assist those employers and/or individuals also seeking to progress Core Skills.

	1
	Communication
	2
	Information and communication technology
	3
	Numeracy

	4
	Problem solving
	5
	Working with others
	
	


Core Skills

The Scottish Qualifications Authority (SQA) describes the Core Skills as ‘a group of five skills that are key to learning and working in today's world. Employers have identified these skills as those that are most likely to be needed in any work environment. This does not mean that every job will need people who are proficient in all five Core Skills but it does mean that every job will require some level of ability in some or all of these skills.’ 

Core Skills qualifications are available in increasing levels of complexity, from Level 1 to Level 6.  The Core Skills cover each of the following areas :

Each of the five Core Skills is further divided into a set of tasks, and for the purposes of this document the signposting has been carried out at Levels 4 - 6.  The specific content of each Core Skills Task at Levels 4, 5 and 6 and its relevant Core Skills Assessment Support Pack can be found on the website of the SQA, at www.sqa.org.uk.  

The levels of Core Skills

As above, the higher the level of Core Skill, the greater the level of complexity to be demonstrated.  Therefore, as candidates move up through the levels, they take on activities which are more demanding in breadth and depth, and in the extent of individual responsibility required.  The above website details the differences between the levels, whilst the following table offers general descriptors for the Core Skills levels:

	SCQF Level 4 - straightforward
	Designed for those who have some skill and experience of using the Core Skill in a workplace setting, for example, at assistant worker level

	SCQFF Level 5 – routine, but with some complex features
	Designed for those who have a reasonable level of skill and experience of using the Core Skill in a workplace setting, for example, at intermediate or supervisor level

	SCQF Level 6 – complex
	Designed for those who have significant skill and experience of using the Core Skill in a workplace setting, for example, at managerial level


Appendix A, which follows the signposting table, provides greater detail regarding the requirements of one of the Core Skills, ‘Communication’, and how this becomes increasingly complex through the above levels.  Such details, including specifications for each of the Core Skills can be found via the above website.

Signposting the NOS to the Core Skills

As candidates attaining NOS also prepare portfolios of evidence, it is likely that such evidence may be relevant towards demonstrating the candidates’ ability to meet the requirements of one or more of the Core Skills.  The following table signposts where evidence relevant to the optional units within the role-specific NOS is also likely to be relevant to Core Skills.

The signposting table lists all of the NOS developed by the Financial Skills Partnership to address best practice in the activities specific to those working within the Level 3 SVQ in ‘Providing Financial Services’.  Further columns are then headed by each of the Core Skills, with separate columns for each of the levels of these Skills.  A tick under a particular level of Core Skill identifies how the evidence for a particular NOS is likely to be relevant to that Core Skill.

This signposting is not intended to be an absolute indication that the evidence produced in attaining particular NOS will be relevant for a particular Core Skill.  As competence can be demonstrated in different ways, different forms of evidence may be presented.  Therefore, this signposting document is intended as a guide only.

	Level 3 SVQ 

Providing Financial Services

(Optional unit titles)
	SCQF Core Skills 

	
	Communication
	ICT
	Numeracy
	Problem solving
	Working with Others

	
	   4
	   5
	   6
	   4
	   5
	   6
	   4
	   5
	   6
	   4
	   5
	   6
	   4
	   5
	   6

	Technical Group B3 : Bank and Building Society Accounts Options

	FSPBA02
	Establish, monitor and maintain bank accounts for customers 
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPBA06
	Manage branch counter services 
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPBA07
	Supervise the administration of financial products and services 
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	(
	-

	FSPBA08
	Process the transfer of foreign currency 
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPIO15
	Manage the business relationship with clients in a financial services environment
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPIFP01


	Communicate the practice and principles of Islamic banking to customers and colleagues 
	(
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-

	FSPIO13
	Deal with complaints relating to financial services products and/or services
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group C3 : General Insurance Options

	FSPGI04
	Deal with complex claims for uninsured losses
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	(
	-
	(
	-
	-

	FSPGI06
	Deal with complex claims for insured losses
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	(
	-
	(
	-
	-

	FSPGI07
	Carry out initial assessment and investigate complex insurance claims
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI08
	Settle complex insurance claims
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI10
	Evaluate insurance products and services
	(
	(
	-
	(
	(
	-
	(
	(
	-
	(
	(
	-
	(
	-
	-

	FSPGI14
	Process complex new insurance business as an intermediary
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group C3 : General Insurance Options (continued)

	FSPGI15
	Process complex insurance renewals as an intermediary
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	-
	-

	FSPGI16
	Process complex mid-term insurance amendments
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	-
	-

	FSPGI17
	Evaluate risk and advise other insurance intermediaries
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	(
	-

	FSPGI21
	Underwrite complex new risks
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	(
	-
	(
	-
	-

	FSPGI22
	Prepare insurance policy documentation for complex new business
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI23
	Process complex insurance policy alterations
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI24
	Process complex insurance renewals as an intermediary
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPGI25
	Review underwriting decisions to accept risks
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group D3 : Investment Operations Options

	FSPIO01
	Prepare and present investment market information to stakeholders
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPIO02
	Establish and maintain investor details and records
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPIO03
	Reconcile investment market transactions
	-
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPIO04
	Maintain the custody of assets on behalf of the investor
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-

	Technical Group D3 : Investment Operations Options (continued)

	FSPIO05
	Arrange the settlement of investment transactions
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-

	FSPIO06
	Measure and analyse the performance of investments
	(
	-
	-
	(
	(
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-

	FSPIO07
	Establish the price of assets and investments/units
	(
	-
	-
	(
	(
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-

	FSPIO08
	Supervise investment operations systems and processes
	(
	(
	-
	(
	(
	-
	(
	(
	-
	(
	(
	-
	(
	(
	-

	FSPIO09
	Process Trades (Global Settlement)
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPIO11
	Process corporate actions on behalf of investors

	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPIO13
	Deal with complaints relating to financial services products and/or services
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	-
	-
	-

	FSPIO15
	Manage the business relationship with clients in a financial services environment
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group E3 : Financing and Credit Options

	FSPFC01
	Appraise and authorise applications for personal financing and credit facilities
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPFC02
	Progress personal property financing applications
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPFC03
	Charge and control securities for financing
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPFC04
	Appraise applications for business financing and credit facilities
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPFC05
	Progress and finalise applications for business financing and credit facilities
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPFC06
	Monitor and review financing and credit facilities
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group E3 : Financing and Credit Options (continued)

	FSPFC07
	Manage the quality of decisions to offer financing and credit facilities
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPFC08
	Investigate arrears and recover debts
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group F3 : Debt Collections Options 

	FSPDC01
	Obtain and validate credit information to instigate debt collections
	-
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPDC02
	Agree a way forward on repayments with the debtor
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPDC03
	Negotiate repayment solutions to outstanding debts
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPDC04
	Authorise financial transactions using telecommunications
	(
	-
	-
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-

	FSPDC05
	Handle telephone calls with debtors in an effective way
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	FSPDC06
	Monitor and safeguard debt repayment arrangements
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPDC07
	Administer the debt collections process
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPDC08
	Oversee and maintain the effectiveness of the debt collections process
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	(
	-

	
	Technical Group G3 : Life, Pensions and Investments Options

	FSPLPI04
	Authorise requests for payment against life, pensions and investment contracts
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPLPI05
	Authorise the underwriting of life, pensions and investment contracts
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPLPI06
	Manage and develop the customer relationship to enhance the flow of financial services business
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	-
	-

	FSPLPI08
	Process documentation for complex life, pensions and investment contracts
	-
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPLPI09
	Underwrite complex new life, pensions and investment business quotations
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPLPI10
	Underwrite complex alterations to life, pensions and investment contracts
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPLPI11
	Process complex requests for payment against life, pensions and investment contracts
	-
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FINRFSGF01
	Provide information to customers in a financial services environment 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group H3 : Administration for Mortgage and/or Financial Planning Intermediaries Options

	FSPAMFPI04
	Facilitate an administrative service for mortgage and/or financial planning clients
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPAMFPI05
	Process instructions for complex mortgage and/or financial planning business
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPAMFPI06
	Complete reports for mortgage and/or financial planning clients
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	FSPAMFPI07
	Supervise mortgage and/or financial planning administrative systems and processes
	(
	(
	-
	(
	(
	-
	(
	-
	-
	(
	(
	-
	(
	(
	-

	FINRFSGF01
	Provide information to customers in a financial services environment 
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Technical Group J3 : Pension Scheme Administration Options 

	FSPP1
	Create and maintain employee records 
	-
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	FSPP4
	Control payroll
	(
	-
	-
	(
	(
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-

	PSA1
	Receive and process new member records
	-
	-
	-
	(
	(
	-
	-
	-
	-
	(
	-
	-
	-
	-
	-

	PSA2
	Process pension scheme individual transfers in
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	PSA3
	Process pension scheme contributions and transactions
	-
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	PSA4
	Process applications for pension scheme additional contributions
	(
	-
	-
	(
	(
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	PSA5
	Process pension scheme early leavers notifications
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	PSA6
	Process applications for pension scheme transfers out
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	PSA7
	Quote on defined benefit and defined contribution pension scheme retirement benefits
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	PSA8
	Process defined benefit and defined contribution pension scheme retirement benefits
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	PSA9
	Process pension scheme death benefits
	(
	-
	-
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	PSA10
	Process pension assets on divorce
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	-
	-

	PSA11
	Process pension scheme complaints and disputes
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	PSA12
	Provide information on request from a pension scheme member or member’s representative
	(
	-
	-
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	PSA13
	Maintain pension scheme records using updating processes
	-
	-
	-
	(
	(
	-
	-
	-
	-
	(
	-
	-
	-
	-
	-

	PSA14
	Provide pension scheme information to relevant bodies
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	Cross-sector Group K3 : Financial Services Customer Care Options 

	FSPFCS01
	Provide callers with specialised assistance in a financial services environment
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFACSB10
	Organise the delivery of reliable customer service
	(
	(
	-
	(
	-
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-

	CFACSB11
	Improve the customer relationship
	(
	(
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-
	-

	CFACSB13
	Plan, organise and control customer service operations
	(
	(
	-
	-
	(
	-
	-
	-
	-
	-
	(
	-
	-
	(
	-

	
    Cross-sector Group L3 : Leadership and Management Options

	CFAM&LDC2
	Support individuals learning and development
	(
	-
	-
	(
	-
	-
	(
	-
	-
	-
	(
	-
	-
	(
	-

	CFAM&LBA3
	Lead your team
	(
	(
	-
	(
	-
	-
	(
	-
	-
	(
	(
	-
	-
	(
	-

	CFAM&LEA3
	Manage the use of financial resources
	(
	-
	-
	(
	(
	-
	(-
	(
	-
	-
	(
	-
	(
	-
	-

	CFAM&LDB4
	Manage people’s performance at work
	-
	(
	-
	(
	-
	-
	(
	-
	-
	(-
	-
	-
	-
	(
	-

	CFAM&LDA2
	Recruit, select and retain people
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	(
	-
	(-
	(
	-

	CFAM7LBA2
	Provide leadership in your area of responsibility
	(
	(
	-
	(
	-
	-
	(
	-
	-
	-
	(
	-
	-
	(
	-

	CFAM&LBB4
	Ensure compliance with legal, regulatory, ethical and social requirements
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	Cross-sector Group M3 : Financial Services Sales Process Options 

	FSPFSSP02
	Develop and maintain business relations with financial services’ introducers
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	(
	-
	(
	(
	-

	FSPFSSP03
	Process financial services sales support administration for agencies
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-
	(
	-
	-

	CFASLS24
	Sales activity planning
	(
	(
	-
	(
	-
	-
	(
	(
	-
	(
	(
	-
	(
	-
	-

	CFASLS29
	Contribute to the development of new products and services  
	(
	(
	-
	(
	(
	-
	(
	(
	-
	(
	(
	-
	(
	-
	-

	CFASLS53
	Develop and deliver a professional sales presentation 
	(
	(
	(
	(
	(
	(
	(
	(
	(
	(
	(
	-
	(
	(
	(


Core Skill ‘Communication’ : illustrating the increasing complexity

The following is an extract from the SQA website illustrating how the requirements for the particular Core Skill of Communication become increasingly complex through the levels.

Core Skill : Communication levels

	Skill
	SCQF Level 4
	SCQF Level 5
	SCQF Level 6

	Reading and understanding
	Read, understand and evaluate a straightforward document related to your work.
	Read, understand and evaluate a document related to your work which either presents and analyses factual content, or presents a sustained point of view or central argument.
	Read, understand and evaluate a complex document related to your work which either: contains a set of facts and an analysis of them, or a sustained argument. It will be a substantial and detailed text with complex sentences, specialist words, and concepts that may be unfamiliar to you. It is likely to have more than one purpose.



	Writing
	Produce a document, or related documents, totalling 300 words or more, which conveys several items of information, opinions or ideas.
	Produce a document, or related documents, totalling 500 words or more, which conveys several items of information, opinions, ideas or aspects of a subject.
	Produce a well structured document, or a collection of related documents, totalling 700 words or more, which conveys several items of complex information, opinions or ideas.



	Speaking
	Take part in a straightforward discussion with at least one other person, or give a short presentation to one or more people, lasting a minimum of three minutes.
	Make a substantial contribution to a discussion with at least one other person, or make a presentation to others lasting a minimum of four minutes.
	Make a substantial contribution to a discussion on a complex topic with at least one other person, or make a presentation to others on a complex topic lasting a minimum of five minutes. 
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