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Standards

This SVQ is based on standards developed by Accountancy NTO. The Accountancy NTO draws its membership from a wide variety of people working in accountancy occupations within industry and commerce.

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: 

Managing the Payroll Function 

1
Applying management controls to the payroll function

2
Resolve queries and produce management information

3
Implement redundancy pay procedures

Completing Year End Procedures

1
Produce payroll year-end returns

2 Identify reportable benefits and expenses in the context of tax and National Insurance

3 Produce reports of benefits

Maintaining Working Relationships with External Bodies 

1
Facilitate the transfer of funds to external bodies

2
Provide information to authorised agencies

Working With Computers 

1
Use computer systems and software

2
Maintain the security of data

Contribute to the Maintenance of a Healthy, Safe and Productive Working Environment 

1
Monitor and maintain a safe, healthy and secure working environment

2
Monitor and maintain an effective and efficient working environment

Achieving Personal Effectiveness 

1
Plan and organise your own work

2
Maintain good working relationships

3
Improve your own performance

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

Association of Accounting Technicians

154 Clerkenwell Road

London

EC1R 5AD

Tel: 0207 837 8600

Fax: 0207 837 6970
Website: www.aat.org.uk
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