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Standards

This SVQ is based on standards developed by the Small Firm Enterprise Development Initiative.  The Small Firm Enterprise Development Initiative represent a wide variety of people with significant experience of providing business information, advice and planning in order to provide support to small firms in the effective management of their business.

Structure of the SVQ

The way the SVQ is made up is shown below. The unit title appears in bold and the elements that make up each unit are listed under the unit title. 

Mandatory units

Candidates must complete all of these units: 

D8X9 04

Review the Business 

1
Decide what you want for the business

2
Find out what is affecting the business

3
Check that the business is doing what you want it to do

4
Decide what areas need improvements

D8W9 04

Develop Your Plan for the Business 

1
Review how effective your marketing, sales, production, finances and staffing are

2
Produce an up to date plan for the business

3
Plan your actions

D8VW 04

Check Your Own Skills 

1
Check your own performances

2
Plan and develop your skills

3
Find and use support and advice from others

Optional units

Candidates must also complete 3 of the following units, in addition to the mandatory units: 

D8X3 04

Plan How to Improve Your Sales and Marketing 

1
Find out about the market for the business’s products or services

2
Plan your marketing

3
Plan your sales

4
Decide how you will judge the success of your marketing and sales

D8WM 04

Improve Your Sales and Marketing 

1
Sell and market your products and services

2
Make sure that sales and marketing help the business

D8WA 04

Explore Markets Abroad 

1
Analyse markets abroad

2
Plan how you will trade abroad

3
Prepare to trade abroad

4
Make sure that trading abroad benefits the business

D8X1 04

Plan How to Develop the Business Using the Internet 

1
Produce an e-business plan

2
Prepare to trade on the internet

3
Monitor the success of the website and e-trading activities

D8XD 04

Sell Products and Services to Customers in Face to Face Settings 

1
Identify the buying needs and interests of customers

2
Promote the features and benefits of products and services to customers

3
Help customers to overcome their queries and objections

4
Agree terms and conditions and close sales

D8X0 04

Negotiate Sales 

1
Plan and prepare for sales negotiations

2
Formulate and make proposals to agree the terms of the sale

3
Negotiate and agree the terms of the sale

D8X4 04

Prepare and Present Proposals and Quotations to Customers for the Supply of Products and Services 

1
Prepare proposals and quotations for the supply of products and services

2
Present proposals and quotations for the supply of products and services

D8WT 04

Look After Your Customers 

1
Check what your customers need from the business

2
Decide how the business will meet customers’ needs

3
Meet your customers’ needs

D8X5 04

Promote Continuous Improvement 

1
Plan improvements in customer service based on customer feedback

2
Implement changes in customer service

3
Review changes that promote continuous improvement

D8X8 04

Resolve Customer Service Problems 

1
Identify customer service problems

2
Select the best solution to resolve customer service problems

3
Implement the solution to customer service problems

D8WK 04

Improve the Customer Relationship 

1
Improve communications with your customers

2
Balance the needs of your customer and your organisation

3
Exceed customer expectations to develop the relationship

D8VV 04

Carry Out your Business Plan 

1
Plan your actions

2
Make sure that plan is improving the business

3 Review business performance against the plan

D8WL 04

Improve the Quality of Your Products and Services 

1
Review quality in the business

2
Decide how to improve quality in the business

3
Make sue the actions you take to improve quality help the business

D8WX 04

Manage Change in Organisational Activities 

1
Identify opportunities for improvements in activities

2
Evaluate proposed changes for benefits and disadvantages

3
Plan the implementation of change in activities

4
Agree the introduction of change

5
Implement changes in activities

D8XF 04

Use Information to Take Critical Decisions

1
Obtain information needed to take critical decisions

2
Analyse information for decision making

3
Take critical decisions

4
Advise and inform others

D8WF 04

Get the Right Premises for the Business 

1
Review the business premises

2
Choose premises for the business

3
Agree the terms and conditions for the premises

D8WP 04

Improve your Use of Equipment, Tools and Materials 

1
Check you have the right equipment, tools and materials for the business

2
Get equipment, tools and materials supplied

3
Make sure that you continue to get the right equipment, tools and materials

D8W4 04

Develop a Website for the Business 

1
Decide how the website will look and work

2
Oversee the design and technical development of the website

D8VY 04

Control Use of Electronic Communications 

1
Select and configure electronic communications for use

2
Transmit data using electronic communications

3
Receive data using electronic communications

4
Retrieve electronically stored information effectively

D8XC 04

Select and Enable IT for Use 

1
Select and configure equipment for use

2
Use equipment and resources effectively

3
Control the conclusion of Information Technology

D8X2 04

Plan How to Improve the Finances of the Business 

1
Decide on the financial plan for the business

2
Make sure that accounting systems are used effectively

3
Provide financial forecasts

4
Decide how capital should be invested

D8WW 04

Make the Most of Business Finances 

1
Manage the cash-flow of the business

2
Increase the profitability of the business

3
Develop working relationships with finance providers

D8WE 04

Get Finance for the Business 

1
Review different types of finance

2
Decide who will provide finance for the business

3
Agree terms and conditions for the finance

4
Monitor how getting and servicing finance affects the business

D8WD 04

Get Customers to Pay more Quickly 

1
Set up a credit control policy

2
Put the credit control policy into practice

3
Review the credit control policy

D8WN 04

Improve Your Time Management and Delegation Skills 

1
Review your own work activities

2
Plan how to make better use of your time an other people

3
Delegate work to others effectively

D8XA 04

Review your Staffing 

1
Decide if the business has the right skills

2
Plan your staffing

D8W2 04

Deal with Poor Performance in Your Team 

1
Support team members who have problems affecting their performance

2
Implement disciplinary and grievance procedures

3
Dismiss team members whose performance is unsatisfactory

D8X7 04

Redeploy Personnel and Make Redundancies 

1
Plan the redeployment of personnel

2
Redeploy personnel

3
Make personnel redundant

D8X6 04

Recruit Staff 

1 Implement recruitment plans

2
Produce advertisements for jobs

3
Carry out selection process

D8WV 04

Make Sure Your Staff can do their Work 

1
Monitor the work of your staff

2
Improve your staff’s skills

D8WH 04

Implement and Maintain Contracted Supply Services/Supplies 

1
Implement contracted services

2
Identify and resolve failure to meet contract requirements

3
Assess and authorise contract variations

4
Improve basis for future service/supply contracts

D8W5 04

Develop Procedures to Control Risks to Health and Safety 

1
Develop procedures for maintaining a healthy and safe workplace

2
Review the effectiveness of health and safety procedures in your workplace

D8VX 04

Conduct an Assessment of Risks in the Workplace 

1
Identify hazards in the workplace

2
Assess the level of risk and recommend action

3
Review your workplace assessment of risks

There may be publications available to support this SVQ.  For more information, please contact:

Customer Contact Centre

The Scottish Qualifications Authority

The Optima Building 

58 Robertson Street

GLASGOW

G2 8DQ

Tel: 0845-279-1000

Fax: 0845 213 5000

Email: customer@sqa.org.uk

Website: http://www.sqa.org.uk 

Business Development/4/29.07.02/SQA

