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Standards

This SVQ is based on standards developed by the Council for Administration. Council for Administration draws its membership from the administration sector.

For further information, please contact the SQA web site.
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: 

Carry Out your Responsibilities at Work 1
1
Communicate information
2
Be accountable for your work

3
Improve your own performance

4
Behave in a way that supports effective working

Work Within your Business Environment 1
1
Work to achieve your organisation’s purpose and values
2
Apply your employment responsibilities and rights

3
Support diversity

4
Maintain security and confidentiality

Optional units

Candidates must also complete 2 of the following units, in addition to the mandatory units: 

Welcome Visitors 

1
Welcome visitors
Handle Mail 

1
Incoming mail
2
Outgoing mail 

Store and Retrieve Information 

1
Process information
2
Retrieve information

Use IT to Exchange Information 1
1
Send and receive e-mails
2
Search for information on the web

Word Processing Software 1
1
Word processing software
Make and Receive Telephone Calls 

1
Making calls
2
Receiving calls

Use Office Equipment 

1
Use office equipment
Ensure your own Actions Reduce Risks to Health and Safety 
1
Identifying hazards and evaluating risks
2
Reducing risks to health and safety

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

City & Guilds (Scotland)
4th Floor

144 West George Street

Glasgow

G2 2HG

Tel:
0141 341 5700

Fax:
0141 341 5725

Website: http://www.city-and-guilds.co.uk
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