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Standards

This SVQ is based on standards developed by the Pensions Management Institute. The Pensions Management Institute draws its membership from the pension scheme 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: 

Pension Scheme – Member Administration 

1
Process individual member details
2
Process individual member benefits
3
Provide information on request from a member (or members’ representative)
Pension Scheme – Scheme Administration 

1
Maintain scheme records using periodic updating processes
2
Provide periodical updated scheme information to relevant parties
3
Respond to enquiries (other than from members or members’ representatives)
Pension Scheme Administration Management 

1
Prioritise and organise own work activities
2
Maintain a safe and secure working environment
3
Develop yourself and support colleagues
Contribute to Change in Your Workplace 

1
Identify and recommend a potential improvement 
2
Implement an essential change
Determine Pension Scheme Leavers’ Benefits 

1
Calculate leavers’ benefits from members
2
Quote leavers’ benefits to the members, sponsor or trustee
Determine Pension Scheme Transfers In and Transfers Out 

1
Calculate transfers in and transfers out
2
Quote transfer benefits to the member, sponsor or trustee
Determine Pension Scheme Retirement Benefits 

1
Calculate retirement benefits for members
2
Quote retirement benefits to the member, sponsor or trustee
Determine Pension Scheme Death Benefits 

1
Calculate death benefits for members
2
Quote death benefits to the beneficiary, sponsor or trustee
There may be publications available to support this SVQ. For more information, please contact: 

Pensions Management Institute

PMI House

4-10 Artillery Lane

LONDON

E1 7LS

Tel: 0207 247 1452

Fax: 0207 375 0603

Website: www.pensions-pmi.org.uk
Pensions Administration/4/17.06.05/RM 

