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Standards

This SVQ is based on standards developed by Skillsmart. Skillsmart represents a wide variety of people working in a broad range of occupations within the distributive industrial sector.

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: 

Contribute To Maintaining a Safe and Healthy Workplace 

1
Take all the necessary action to reduce risks in the workplace

2
Deal effectively with incidents that occur in the workplace

3
Maintain cleanliness in the workplace

Contribute To Keeping the Workplace Secure 

1
Identify and report security risks

2
Follow procedures for security risks

Work Effectively In Own Organisation 

1
Work well as part of a team

2
Work to the standards expected in your organisation

3 Maintain your own learning and improvement

Optional units

Candidates must also complete 5 of the following units, in addition to the mandatory units: 

Group A – Stock Storage and Order processing

Receive Goods and Materials into Storage 

1
Prepare to receive goods and materials

2
Take goods and materials into storage

Put Goods and Materials into Storage 

1
Confirm storage arrangements for goods and materials

2
Put goods and materials into the required locations

Keep Stock on Sale at Required Levels 

1
Check the level of stock on sale

2
Keep stock at the required levels

Process Orders for Goods 

1
Check the availability of goods for orders

2
Process customer orders

Process Returned Goods and Materials 

1
Process customer’s request for replacement or refund

2
Receive returned goods and place in storage

Place Orders to Meet Customer Demand 

1
Forecast customer demand for stock

2
Order stock to meet customer demand

Group B – Preparing Products For Sale

Process Donated Goods for Resale or Recycling 

1
Sort and categorise donated goods

2
Label and prepare for sale or recycling

Prepare Products for Sale to Customers 

1
Unpack and prepare products for display

2
Monitor the condition of products for sale

Process Bake off Products for Sale 

1
Bake products for sale (bake off)

2
Glaze, coat and decorate bake off products

Process Fish and Shellfish for Sale 

1
Prepare to hand process fish and shellfish

2
Process fish and shellfish using hand tools

Process Greengrocery Products for Sale 

1
Prepare greengrocery products

2
Display greengrocery products to attract sales

Finish Meat Products by Hand 

1
Assess the suitability of products for finishing

2
Prepare to finish products

3
Achieve product yield and finish

Generate Images for Official Documentation  

1
Determine customers’ requirements for official documents

2
Capture and process images for official documents

Copy and Modify Photographic Images Using a Digital Print Station 

1
Identify customers’ processing requirements

2
Assist customers to operate digital processing equipment

3
Copy and modify photographic images for customers, using a digital print station

Group C – Merchandising and Selling Goods

Display Stock to Promote Sales to Customers 

1
Prepare the display area and materials

2
Set up and dismantle display areas

3
Label displays of stock

Help Customer to Choose Products 

1
Identify the customer’s product requirements

2
Provide information about the features and benefits of products

3
Confirm the customer’s preferences and buying decisions

Maximise Product Sales 

1
Identify opportunities to increase the customer base

2
Promote products to customers

Provide Information and Advice to Customers 

1
Provide information and advice to meet customers’ needs

2
Help customers to resolve complaints

Demonstrate Products to Customers 

1
Demonstrate products to customers

2
Respond to customers’ requests for information and clarification

Process Part Exchange Sales Transactions 

1
Determine the value of items offered in part exchange

2
Negotiate part exchange sales transactions

Process Payments for Purchases 

1
Calculate the price of customers’ purchases

2
Process sales payments

Process Payments and Credit Applications for Purchases 

1
Calculate the price of customers’ purchases

2
Process sales payments

3
Process applications for credit facilities

Control Cash and Credit Transactions 

1
Control customer credit

2
Process customer payments

3
Reconcile customer accounts

Assemble Products in Customer’s Home/Workplace 

1
Transport products to the customer’s chosen location

2
Assemble and test products

Promote Loyalty Schemes to Customers 

1
Explain the features and benefits of the loyalty scheme to customers

2
Gain customer commitment towards the loyalty scheme

Group D – Customer Services 

(A maximum of 2 units from this group can count towards the qualification.  The others may be taken voluntarily as additional units but will not count towards Retail Operations SVQ)

Give Customers a Positive Impression of Yourself and Your Organisation 

1
Establish effective relationships with customers

2
Respond appropriately to customers

3
Communicate information to customers

Support Customer Service Improvements 

1
Use feedback to identify potential customer service improvements

2
Contribute to the implementation of changes in customer service

3
Assist with the evaluation of changes in customer service

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

Group E – Hygiene and Goods Movement

Maintain Hygiene Standards in Handling and Storing Food Products 

1
Keep yourself and your clothes clean enough for the work that you do

2
Store food hygienically

3
Keep your work area and equipment hygienic

Operate Specialised Plant and Machinery to Performance Requirements 

1
Prepare and set up plan and machinery

2
Operate plant and machinery to meet work requirements

3
Shut down and secure plant and machinery

Lift, Transfer and Position Loads 

1
Prepare for the movement of the load

2
Lift and transfer load to its designated location

3
Position and set down load
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