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NVQ Level 4 Business & Administration (4404-04)

Candidate work role requirements 

This NVQ is for those working in office environments in any of the following roles, or roles similar

to these:

Team leader

Supervisor

Office manager

Candidate entry requirements

Generally, there is no prescribed recommended prior knowledge, attainment or experience

needed to gain access to this qualification. It is recommended that potential candidates are initially assessed on entry, so that levels of literacy, numeracy, communication skills and sector understanding can be determined. This initial assessment should consider previous qualifications

and practical experience. However, since candidates are required to be employed within the industry it is assumed that they will already have been through a selection process.

Age restrictions

This NVQ is approved for the use of those who are aged 16 or over. There is no other age restriction attached to candidates undertaking this qualification unless it is a legal requirement of the process or the environment. Otherwise, there are no formal entry requirements for candidates undertaking this N/SVQ, however centres must ensure that candidates have the potential and opportunity to gain evidence for the qualification in the work place.

2 mandatory units:

401   Carry out your responsibilities at work

402   Work within your business environment

Plus four additional units from a selection of job specific units
Duration: Approx. 1 year

Certification: City & Guilds
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