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Core Skills Signposting: Business and Administration NOS

Level 4 Business & Administration SVQ

Core Skills Signposting: Business and Administration NOS
The following tables signpost the five SQA Core Skills standards to the Business and Administration National Occupational Standards (NOS). Ticks indicate where the NOS are likely to be able to provide some evidence towards the Core Skill.

S3 Units

	SVQ Unit Number
	 Unit Title

	S309
	 Develop a presentation 

	S310
	 Deliver a presentation 

	S315
	 Support the design and development of information systems

	S316
	 Monitor information systems

	S317
	 Analyse and report data

	S318
	 Order products and services

	S319
	 Organise and co-ordinate events

	S320
	 Plan and organise meetings

	S321
	 Organise business travel or accommodation

	S324
	 Contribute to running a project

	S325
	 Deliver, monitor and evaluate customer service to internal 

 Customers 

	S326
	 Deliver, monitor and evaluate customer service to external 

 Customers 

	S327
	 Agree a budget


S4 Units

	SVQ Unit Number
	 Unit Title

	S401
	 Manage and be accountable for own performance in a business environment

	S402
	 Manage work in a business environment

	S403
	 Evaluate and solve business problems

	S404
	 Make decisions in a business environment

	S405
	 Negotiate in a business environment

	S406
	 Manage an office facility

	S407
	 Propose and design administrative services

	S408
	 Prepare, co-ordinate and monitor operational plans

	S409
	 Implement, monitor and maintain administrative services

	S410
	 Plan, run and evaluate projects 

	S411
	 Chair meetings

	S412
	 Manage communications in a business environment

	S413
	 Design and develop information systems

	S414
	 Manage and evaluate information systems

	S415
	 Prepare specifications for contracts

	S416
	 Manage budgets 

	S417
	 Invite tenders and select contractors

	S418
	 Monitor and evaluate contracts

	S419
	 Implement and evaluate innovation in a business environment

	S420
	 Plan change for a team

	S421
	 Plan change across teams

	S422
	 Implement, monitor and review change

	S424
	Manage physical resources

	S425
	Manage the environmental impact of your work

	S426
	Recruit, select and keep colleagues

	S427
	Provide leadership for your team 

	S428
	Provide leadership in your area of responsibility

	S429
	Provide learning opportunities for colleagues

	S430
	Develop productive working relationships with colleagues and stakeholders


	Core Skill: Communication SCQF level 4



	SVQ Unit Number:
	S309
	S310
	S315
	S316
	S317
	S318
	S319
	S320
	S321
	S324
	S325
	S326
	S327

	Task 1: Reading and Understanding

Read, understand, and evaluate a straightforward document related to your work, for example a detailed letter, e-mail, short report or leaflet. The document should have simple sentences and words that you are familiar with.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	
	
	√

	Task 2: Writing

Produce a document, or related documents, which convey several items of Information, opinions or ideas.
(Document/documents must total 300 words or more)
	√
	
	√
	√
	√
	√
	√
	√
	√
	√
	
	
	√

	Task 3: Speaking and listening

Either take part in either a straightforward discussion on a topic related to your work or give a short presentation on a work related topic to one or more people.
(Discussion must last a minimum of 3 minutes; presentation must last a minimum of 2 minutes with additional time for questions)
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√


	Core Skill: Numeracy SCQF level 4



	SVQ Unit Number:
	S309
	S310
	S315
	S316
	S317
	S318
	S319
	S320
	S321
	S324
	S325
	S326
	S327

	Task 1: Using number

Carry out a variety of straightforward number tasks related to your work which involve calculations requiring a minimum of two steps.
	
	
	
	
	√
	√
	√
	√
	√
	√
	
	
	√

	Task 2: Measuring

Read and use a straightforward scale either on an instrument such as a ruler or on a graph.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Task 3: Use graphical format to find out information
	
	
	
	
	√
	
	
	√
	√
	√
	
	
	√

	Task 4: Use graphical format to communicate information
	
	
	
	
	√
	
	
	√
	√
	√
	
	
	√


	Core Skill: ICT SCQF level 4



	SVQ Unit Number:
	S309
	S310
	S315
	S316
	S317
	S318
	S319
	S320
	S321
	S324
	S325
	S326
	S327

	Task 1: Performing ICT operations

Carry out ICT activities related to your work which involve straightforward operations.
	√
	√
	√
	√
	√
	
	√
	√
	√
	
	
	
	√

	Task 2: Processing information

Carry out a range of straightforward ICT activities related to your work which involve familiar application software.
	√
	√
	√
	√
	√
	
	√
	√
	√
	
	
	
	√

	Task 3: Finding information

Use ICT to find information relevant to your work.
	√
	
	√
	√
	√
	
	√
	
	√
	
	
	
	

	Task 4: Keeping information safe

Demonstrate safe practice in using ICT to handle information.
	√
	
	√
	√
	√
	
	√
	√
	√
	
	
	
	√


	Core Skill: Problem Solving SCQF level 4



	SVQ Unit Number:
	S309
	S310
	S315
	S316
	S317
	S318
	S319
	S320
	S321
	S324
	S325
	S326
	S327

	Task 1: Investigating

Investigate reasons why a straightforward problem related to your work has arisen. The problem will be one which might be dealt with in several different ways, but will occur in a familiar situation. You will need to carry out a number of steps to deal with the problem.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√

	Task 2: Planning and solving

Plan, organise and carry out a straightforward activity to deal with the problem.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√

	Task 3: Checking and evaluating

Check how well your approach to the problem solving activity worked in practice.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	
	√
	√
	


	Core Skill: Problem Solving SCQF level 5



	SVQ Unit Number:
	S309
	S310
	S315
	S316
	S317
	S318
	S319
	S320
	S321
	S324
	S325
	S326
	S327

	Task 1: Investigating

Investigate and analyse why a non-routine problem in your workplace has arisen. The problem is likely to involve either a situation which is unfamiliar to you, or a familiar situation where you need to clarify the relationships between the contributing factors. Managing the task may involve more than one strand of activity.
	
	
	√
	√
	√
	√
	√
	√
	
	√
	√
	√
	√

	Task 2: Planning and solving

Plan, organise and carry out your suggested approach.
	
	
	√
	√
	√
	√
	√
	√
	
	√
	√
	√
	√

	Task 3: Checking and evaluating

Check how well the problem solving activity worked in practice.
	
	
	√
	√
	√
	√
	√
	√
	
	
	√
	√
	


	Core Skill: Working with Others  SCQF level 4



	SVQ Unit Number:
	S309
	S310
	S315
	S316
	S317
	S318
	S319
	S320
	S321
	S324
	S325
	S326
	S327

	Task 1: Work co-operatively with others

Work co-operatively with at least one other person who may be a colleague, client or customer to achieve a common goal.

The work involves straightforward activities.
	√


	
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√

	Task 2: Checking and evaluating

Check how well you contributed to the co-operative activity and/or activities.
	
	
	
	
	
	√
	
	√
	
	
	√
	√
	


	Core Skill: Working with Others  SCQF level 5



	SVQ Unit Number:
	S309
	S310
	S315
	S316
	S317
	S318
	S319
	S320
	S321
	S324
	S325
	S326
	S327

	Task 1: Work co-operatively with others

Work co-operatively with at least one other person who may be a colleague, client or customer to achieve a common goal.

The work involves some non-routine activities.
	
	
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√

	Task 2: Checking and evaluating

Check how well you and others involved contributed to the co-operative activity and/or activities.
	
	
	
	
	
	√
	
	√
	
	
	√
	√
	


	Core Skill: Communication SCQF level 6



	SVQ Unit Number:
	S417
	S418
	S421
	S422

	Task 1: Reading and Understanding

Read, understand and evaluate a complex document related to your work. The document must contain either: 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.
	√
	√
	
	

	Task 2: Writing

Produce a well-structured document or a collection of related documents which conveys several items of complex information, opinions or ideas.

(Document/documents must total 700 words or more)
	√
	√
	√
	√

	Task 3: Speaking and listening

Either make a substantial contribution to a discussion on a complex topic related to your work or give a short presentation on a complex work related topic to one or more people.

(Discussion must last a minimum of 5 minutes; presentation must last a minimum of 4 minutes with additional time for questions)
	√
	√
	√
	√


	Core Skill: Numeracy  SCQF level 6



	SVQ Unit Number:
	S417
	S418
	S421
	S422

	Task 1: Using number

Apply a wide range of numerical and statistical skills to solve complex work related problems.
	
	
	
	

	Task 2: Use graphical format to find out information
	
	
	
	

	Task 3: Use graphical format to communicate information
	
	
	
	


	Core Skill: ICT  SCQF level 6



	SVQ Unit Number:
	S417
	S418
	S421
	S422

	Task 1: Performing ICT operations

Carry out ICT activities related to your work.
	
	
	
	

	Task 2: Processing information

Carry out a range of complex ICT activities related to your work which involve application software.
	
	
	
	

	Task 3: Accessing information

Use ICT to find information relevant to your work.
	
	
	
	

	Task 4: Keeping information safe

Demonstrate safe practice in using ICT to handle information.
	
	
	
	


	Core Skill: Problem Solving  SCQF level 6



	SVQ Unit Number:
	S417
	S418
	S421
	S422

	Task 1: Investigating

Investigate and analyse a complex problem related to your work. The problem is likely to involve a situation which is unfamiliar to you and the analysis of complex or unfamiliar variables.
	√
	
	√
	

	Task 2: Planning and solving

Plan, organise and carry out your suggested approach. The management of the task may involve more than one ongoing strand of activity, and there may be opportunities for you to review and adjust your original strategy.
	√
	
	√
	√

	Task 3: Checking and evaluating

Check how well the problem solving activity worked in practice.
	
	√
	
	√


	Core Skill: Working with Others  SCQF level 6



	SVQ Unit Number:
	S417
	S418
	S421
	S422

	Task 1: Work co-operatively with others

Work co-operatively with at least one other person who may be a colleague, client or customer to achieve a common goal.

The work involves some complex activities.
	√
	√
	√
	√

	Task 2: Checking and evaluating

Check how well you and others involved contributed to the co-operative activity and/or activities.
	
	√
	
	√


	Core Skill: Communication  SCQF level 5



	SVQ Unit Number:
	S401
	S402
	S403
	S404
	S405
	S406
	S407
	S408
	S409
	S410
	S411
	S412
	S413
	S414
	S415
	S416
	S419
	S420

	Task 1: Reading and Understanding

Read, understand and evaluate a document related to your work which either presents and analyses factual content or a sustained point of view or central argument, for example, a report, trade article or equipment manual. The document should have some words which you are unfamiliar with and use some specialist terms.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√

	Task 2: Writing

Produce a well structured document, or a collection of related documents which convey several items of information, opinions, ideas or aspects of a subject.  (Document/documents must total 500 words or more)
	√
	
	
	√
	√
	√
	√
	√
	√
	√
	
	√
	√
	√
	√
	√
	√
	√

	Task 3: Speaking and listening

Either make a substantial contribution to a discussion on a topic related to your work or give a presentation on a work related topic to one or more people.

(Discussion must last a minimum of 4 minutes; presentation must last a minimum of 3 minutes with additional time for questions)
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√


	√
	√
	√
	√
	√


	Core Skill: Numeracy  SCQF level 5



	SVQ Unit Number:
	S401
	S402
	S403
	S404
	S405
	S406
	S407
	S408
	S410
	S411
	S412
	S413
	S414
	S415
	S416
	S419
	S420

	Task 1: Using number

Apply a wide range of numerical skills to solve work related problems.
	
	
	
	
	
	
	
	
	√
	
	
	
	
	
	√
	
	

	Task 2: Use graphical format to find out information
	
	
	
	
	
	
	
	
	√
	
	
	
	
	
	√
	
	

	Task 3: Use graphical format to communicate information
	
	
	
	
	
	
	
	
	√
	
	
	
	
	
	√
	
	


	Core Skill: ICT  SCQF level 5



	SVQ Unit Number:
	S401
	S402
	S403
	S404
	S405
	S406
	S407
	S408
	S409
	S410
	S411
	S412
	S413
	S414
	S415
	S416
	S419
	S420

	Task 1: Performing ICT operations

Carry out ICT activities related to your work.
	
	
	
	
	
	
	
	
	
	
	
	
	√
	√
	
	
	
	

	Task 2: Processing information

Carry out a range of non-routine ICT activities related to your work which involve application software.
	
	
	
	
	
	
	
	
	
	
	
	
	√
	√
	
	
	
	

	Task 3: Finding information

Use ICT to find information relevant to your work.
	
	
	
	
	
	
	
	
	
	
	
	
	√
	√
	
	
	
	

	Task 4: Keeping information safe

Demonstrate safe practice in using ICT to handle information.
	
	√
	
	
	
	
	
	
	
	
	
	
	√
	√
	
	
	
	


	Core Skill: Problem Solving  SCQF level 5



	SVQ Unit Number:
	S401
	S402
	S403
	S404
	S405
	S406
	S407
	S408
	S409
	S410
	S411
	S412
	S413
	S414
	S415
	S416
	S419
	S420

	Task 1: Investigating

Investigate and analyse why a non-routine problem in your workplace has arisen. The problem is likely to involve either a situation which is unfamiliar to you, or a familiar situation where you need to clarify the relationships between the contributing factors. Managing the task may involve more than one strand of activity.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	
	
	√
	√
	√
	√
	√


	√

	Task 2: Planning and solving

Plan, organise and carry out your suggested approach.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	
	
	√
	√
	√
	√
	√
	√

	Task 3: Checking and evaluating

Check how well the problem solving activity worked in practice.
	√
	√
	√
	
	
	√
	
	√
	√
	√
	
	
	√
	√
	
	
	√
	


	Core Skill: Working with Others  SCQF level 5



	SVQ Unit Number:
	S401
	S402
	S403
	S404
	S405
	S406
	S407
	S408
	S409
	S410
	S411
	S412
	S413
	S414
	S415
	S416
	S419
	S420

	Task 1: Work co-operatively with others

Work co-operatively with at least one other person who may be a colleague, client or customer to achieve a common goal.

The work involves some non-routine activities.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	
	
	√
	√
	√
	√
	√

	Task 2: Checking and evaluating

Check how well you and others involved contributed to the co-operative activity and/or activities.
	√
	√
	√
	√
	
	√
	
	√
	√
	√
	
	
	
	
	
	
	√
	


	Core Skill: Problem Solving  SCQF level 6



	SVQ Unit Number:
	S401
	S402
	S403
	S404
	S405
	S406
	S407
	S408
	S409
	S410
	S411
	S412
	S413
	S414
	S415
	S416
	S419
	S420

	Task 1: Investigating

Investigate and analyse a complex problem related to your work. The problem is likely to involve a situation which is unfamiliar to you and the analysis of complex or unfamiliar variables.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	
	
	√
	√
	
	√
	√
	√

	Task 2: Planning and solving

Plan, organise and carry out your suggested approach. The management of the task may involve more than one ongoing strand of activity, and there may be opportunities for you to review and adjust your original strategy.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	
	
	√
	√
	
	√
	√
	√

	Task 3: Checking and evaluating

Check how well the problem solving activity worked in practice.
	√
	√
	√
	√
	
	√
	
	√
	√
	√
	
	
	√
	√
	
	
	√
	


	Core Skill: Working with Others  SCQF level 6



	SVQ Unit Number:
	S401
	S402
	S403
	S404
	S405
	S406
	S407
	S408
	S409
	S410
	S411
	S412
	S413
	S414
	S415
	S416
	S419
	S420

	Task 1: Work co-operatively with others

Work co-operatively with at least one other person who may be a colleague, client or customer to achieve a common goal.

The work involves some complex activities.
	√
	√
	√
	√
	√
	√
	√
	√
	√
	√
	
	
	
	√
	
	√
	√
	√

	Task 2: Checking and evaluating

Check how well you and others involved contributed to the co-operative activity and/or activities.
	√
	√
	√
	√
	
	√
	
	√
	√
	√
	
	
	
	
	
	
	√
	


Leadership and Management

􀂃Communication (C) 

􀂃Numeracy (N) 

􀂃Information Technology (IT) 

􀂃Problem Solving (PS) 

􀂃Working with Others (WWO) 

	Unit 
	C 
	N 
	IT 
	PS 
	WWO 

	E8 Manage physical resources 
	5 
	6 
	6 
	6 
	6 

	E9 Manage the environmental impact of your work 
	5 
	/ 
	/ 
	5 
	5 

	D3 Recruit, select and keep colleagues 
	5 
	5 
	/ 
	5 
	6 

	B5 Provide leadership for your team 
	6 
	4 
	/ 
	5 
	5 

	B6 Provide leadership in your area of responsibility 
	6 
	4 
	/ 
	5 
	6 

	D7 Provide learning opportunities for colleagues 
	6 
	4 
	/ 
	4 
	5 

	D2 Develop productive working relationships with colleagues and stakeholders 
	6 
	4 
	/ 
	6 
	6 
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2


