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Standards

This SVQ is based on standards developed by the Employment NTO. The Employment NTO represent a wide variety of people working in a broad range of 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: 

Enable and Support Others to Carry Out Personnel Services 

1
Plan the delivery of devolved personnel services

2
Support others in the delivery or personnel services

Monitor and Evaluate the Delivery of Personnel Services to Customers 

1
Deliver cost-effective personnel services to customers

2 Evaluate the effectiveness of personnel services delivery

Design, Deliver and Evaluate Procedures to Promote Equality of Opportunity and Diversity 

1
Ensure that equal opportunities and diversity policies and processes are implemented

2
Evaluate equal opportunities and diversity practices

Design, Deliver and Evaluate Employee and Stakeholder Communication Procedures 

1
Design communication systems

2
Maintain communication systems

3
Evaluate the effectiveness of communication processes

Evaluate and Develop Own Practice 

1
Evaluate own practice

2 Identify self-development needs

Manage the Use of Financial Resources 

1
Make recommendation for expenditure

2
Control expenditure against budgets

Optional units

Candidates must also complete 6 units from the optional groups below with at least one out of each, in addition to the mandatory units: 

Optional Group A: Resourcing and Retention

Design, Deliver and Evaluate changes to Organisational Structure 

1
Review the current organisational structure

2
Make appropriate recommendations for changes to organisational structure

3
Implement recommended changes to organisational structure 

4
Develop the process and evaluate the changes to organisational structure

Contribute to the Design, Delivery and Evaluation of Work Procedures 

1
Review current work processes

2
Review the impact of changes to technology on work processes

3
Make appropriate recommendations for changes to work processes

4
Implement changes to work processes

5 Develop procedures and systems to evaluate the changes to work processes

Design, Deliver and Evaluate Recruitment Procedures 

1
Design the recruitment process

2
Carry out the recruitment process

3 Evaluate the recruitment process

Design, Deliver and Evaluate Selection Procedures 

1
Design the selection processes

2 Carry out the selection process

3 Evaluate the selection process

Design, Deliver and Evaluate Employee Reward and Benefits Procedures 

1
Design and deliver the reward process

2
Evaluate the reward process

Design, Deliver and Evaluate Employee Support Procedures 

1
Design employee support processes

2
Deliver employee support processes

3
Evaluate the effectiveness of employee support processes

Design, Deliver and Evaluate the Delivery of Personnel Procedures in International Contexts 

1
Design international people resourcing processes

2
Evaluate the effectiveness of international people processes

Group B: Employee Relations

Develop a Strategy and Plan to Provide All People Resources for the Organisation  

1
Review and develop a people resourcing strategy

2
Devise a people resourcing plan

3
Take responsibility for implementing the people resourcing strategy and plan 

4
Evaluate the effectiveness of the people resourcing strategy

Design, Deliver and Evaluate Grievance and Dismissal Procedures 

1
Design the grievance process

2
Design the dismissal process

3
Carry out the grievance and dismissal processes

4
Evaluate the effectiveness of grievance and dismissal processes

Design, Deliver and Evaluate Redundancy Procedures 

1
Design redundancy processes

2
Deliver redundancy processes

3
Evaluate the effectiveness of redundancy processes

Design, Deliver and Evaluate Retirement and Resignation Procedures

1
Design retirement and resignation processes

2
Deliver retirement and resignation processes

3
Evaluate the effectiveness of retirement and resignation processes

Design, Deliver and Evaluate Negotiation and Collective Bargaining Procedures 

1
Design negotiation and collective bargaining processes

2
Deliver negotiation and collective bargaining processes

3
Evaluate the effectiveness of negotiation and collective bargaining processes

Develop a Strategy and Plan for the Promotion of Equality of Opportunity and Diversity  

1
Review and develop a strategy for promoting equality of opportunity and recognising 
diversity

2
Gain support for equal opportunity and diversity policies and processes

3
Take responsibility for implementing equality of opportunity and diversity plans

4
Evaluate the effectiveness of the equal opportunity and diversity strategy

Create Effective Working Relationships 

1
Gain the trust and support of colleagues and team members

2
Gain the trust and support of your manager

3
Minimise conflict in your team

Group C: Learning and Development

Design, Deliver and Evaluate Learning and Development Procedures 

1
Design and deliver learning and development procedures

2
Evaluate the effectiveness of the learning and development process

Design, Deliver and Evaluate Performance Management Procedures 

1
Design and deliver performance management processes

2
Support others in the delivery of performance management processes

3
Evaluate the effectiveness of the performance management process

Group D: Health and Safety

Promote a Health and Safety Culture within the Workplace 

1
Develop plans to promote a health and safety culture in the workplace

2 Implement plans to promote a health and safety culture in the workplace

Investigate and Evaluate Incidents and Complaints in the Workplace 

1
Investigate workplace incidents and complaints

2
Make recommendations as a result of workplace investigations

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
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