NVQ/SVQ in Management Level 3
Who isit for?

The NVQ/SVQ in Management at level 3isfor you if you are a practisng manager or
upervisor with:

atightly defined area of responghility

some limited opportunity for taking decisions and managing budgets
respongbility for achieving specific results by using resources effectively
regponsbility for alocating work to team members, colleagues or contractors.

Unitsin the award

The NVQ/SVQ in management at level 3 coversthe full range of generd management
activities which managers working at thislevel are expected to carry out. It does not cover
specidigt functions (such as saes, accounting or engineering) which are covered by other,

specidist VQs.
Management activities are divided into four generic key roles.

manage activities,
manage resources,
manage people
manage information
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There are mandatory units from each of these key rolesin the NVQ/SVQ in management at
levd 3.

If you supervise other staff, you can choose to be assessed againg further units from the
manage people key role. Otherwise you can select units from the specialist management
key roles of manage energy and manage qudlity.



Thelevel 3 award comprises 7 units, 5 are mandatory, 2 optiond, the units are:
Mandatory units

Al Maintain activities to meet requirements
B1 Support the efficient use of resources
C1 Manage yoursdlf

C4 Creste effective working relationships
D1 Manage informetion for action

Optional units

C7 Contribute to the selection of personne for activities

C9 Contribute to the development of teams and individuds

C12 Lead thework of teams and individuas to achieve their objectives

C15 Respond to poor performance in your team

E5 Identify improvementsto energy efficiency

E8 Provide advice and support for improving energy efficiency

F5 Provide advice and support for the development and implementation of quality
sysems

F7  Cary out quaity audits

How do | achievethe award?

You must decideif the award isfor you. You need to ask yoursdlf three questions about the
units:

1. Dol conssgtently perform to the standard described?

2. Do | have evidenceto proveit?

3. Do | have the knowledge and understanding required to perform in other contexts and
circumgtances, should they arise?

If the answer isyesto al of the above for a particular unit, you can prepare yoursdlf for
assessment in that unit. 'Y ou must provide evidence to prove to an assessor that you
congstently meet dl the performance criteria.

If the answer is no to any of these questions you will need to do some work before you are
ready for assessment. Y ou should discuss this with your development adviser.



Choosing your options

Look at the following units from the NVQ/SVQ in Management Level 3.

In column A circle NO if you do not do this, or YESif you do. Do the same for the next

unit until you have completed column A.

Now look at dl the units againgt which you have circled YES. In column B rank thesein
order of importance for your job. Againgt the most important unit put 1 in column B and o

on.

Usudly you should choose as your options those units which you have ranked 1 and 2 in
column B. However before deciding your options you may wish to discuss your choices

with your line manager and adviser.

Optional Units A B
Do you do this? | How important
CircleNO or isthisunit?
YES Rank 1,2, etc
C7 Contribute to the selection of personne for
activities NO YES
C9 Contribute to the development of teams and
individuals NO YES
C12 Lead the work of teams and individualsto
achieve their objectives NO YES
C15 Respond to poor performance in your team
NO YES
E5 Identify improvements to energy efficiency
NO YES
E8 Provide advice and support for improving
energy efficency NO YES
F5 Provide advice and support for the
development and implementation of qudity NO YES
sysems
F7 Cary out quaity audits
NO YES
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