
1

T Levels – Management & Administration

A high-level overview of the Occupational 
Specialisms and assessment
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Tuesday 11th January 2022

10:00 – 10:30 am



Using the webinar platform
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Send any questions in the

question area throughout the webinar

All attendees will be set to mute

Webinar resources will be shared on our 

website shortly after

January 2022



Who we are
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Karen Egan

Technical Advisor 

Leadership Management

Karen.Egan@i-l-m.com

Dom Green

Technical Advisor

Business

Dominic.Green

@cityandguilds.com

Jill Hansen

Technical Advisor

Leadership Management

Jill.Hansen@i-l-m.com

Alison Whittle

Technical Advisor

Post 16 sector

Alison.Whittle

@cityandguilds.com
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Core  
20-50% Total TQ time  

Graded A* - E

Core 1 Concepts & theories

Core 2 Transferable/Core skills

January 2022
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T Level programme composition

Occupational specialism
50-80% Total TQ time

Graded Pass/merit/distinction 

Based on occupational maps 

No less than 50% of the total qualification planned time 

Threshold competency

LTP 

(other requirements set by 

T Level panel) 

Maths and English 

GCSE or Functional Skills Level 2 

Industry Placement

315-420 hours

Min 45-60 days

Achievement of T Level must include all components. UCAS points will be attached and the points will 

be equivalent to 3 A levels.

Assessment:   
• External exams

• Substantial employer set project

Assessment:   
• Synoptic practical assignment(s)

Employability, enrichment & 

pastoral (EEP)



Assessment contribution – CORE & OS
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x

Core Occupational Specialism

50% 50%

GLH 600 520 – 549

Grade A*-E P/M/D

The overall assessment weighting for the core and the occupational specialism is 50:50.

January 2022



Business Improvement Occupational Specialism 

6

Direct links to Improvement Technician apprenticeship standard

Key areas this OS covers:

• Acquiring data to support the improvement process

• Analyse data to identify opportunities for improvement

• Engage stakeholders in discussions on business processes 

and improvement 

• Identify, propose and plan solutions for improvement

• Monitor and report the implementation of business improvement 

activities 

January 2022

https://www.instituteforapprenticeships.org/media/4041/final_ma_outline_content_itt_march2020.pdf
https://www.instituteforapprenticeships.org/apprenticeship-standards/improvement-technician-v1-0


Team Leadership/Management Occupational Specialism 
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Direct links to Team Leader or Supervisor standard

Key areas this OS covers:

• Lead, manage and develop individuals and teams to 

deliver outcomes

• Build relationships with colleagues, customers and stakeholders 

• Deliver core operational tasks and plans 

• Manage and implement projects 

• Apply governance and compliance requirements

January 2022

https://www.instituteforapprenticeships.org/media/4041/final_ma_outline_content_itt_march2020.pdf
https://www.instituteforapprenticeships.org/apprenticeship-standards/team-leader-or-supervisor-v1-2


Business Support Occupational Specialism 
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Direct links to Business Administrator apprenticeship standard

Key areas this OS covers:

• Support the running of the organisation 

• Organise and prioritise workloads and processes 

• Recommend and deliver improvements to business practices 

• Build and maintain positive internal and external stakeholder relationships 

• Manage the business information flow 

January 2022

https://www.instituteforapprenticeships.org/media/4041/final_ma_outline_content_itt_march2020.pdf
https://www.instituteforapprenticeships.org/apprenticeship-standards/business-administrator-v1-0


Occupational Specialism – Practical 
assignment
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Occupational specialism assessment - Practical assignments 
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• Each Occupational specialism assessment will comprise of a practical assignment 
that

• contains 60 marks 

• is of a set duration of 32 hours

• Externally-set, externally-marked

• Externally moderated by City & Guilds 

• is based on an overarching project brief 

• has a range of individual tasks that are mapped to the performance outcomes 
of the specialism; with weightings applied per performance outcome

• has a mark scheme that reflects the individual performance outcomes assessed 
by the specialism and with banded marks to reflect the assigned weightings 

January 2022



Example of Performance Outcome weighting (Bus Improvement)

11

January 2022

Performance outcome Typical knowledge and skills Weighting

Acquire and protect 

data to support the 

improvement process

Demonstrates knowledge and practical skills to obtain and protect data using appropriate tools and techniques, reviews existing data and 

identifies additional suitable data for research and analysis and collation and integration of data sets for analysis. 

Uses gap analysis techniques and uses different approaches to develop (such as PESTLE and SWOT analyses) to identify opportunities for 

improvements.

Demonstrates the ability to review organisational data staff capacity and production levels using quantitative and qualitative methods, and to 

undertake statistical techniques to support rationale for improvement. 

Uses basic statistical techniques when calculating average production levels

15%

Analyse data to 

identify opportunities 

for improvement

Displays knowledge and practical skills to identify information from a brief Uses analysed data to develop and inform data analysis plans This 

information is used to develop a data analysis plan to ensure all relevant research and data acquisition steps are carried out. 

Demonstrates the use of appropriate statistical techniques to analyse production/process performance. 

Interprets data analyses where required to identify opportunities for improvement.

25%

Engage stakeholders 

in discussions on 

business processes 

and improvement

Demonstrates the ability to engage with stakeholders through the creation of stakeholder maps and engagement plans, that include

communication plans and creation of stakeholder maps. 

Carries out a cohesive comparison between relevant change management models to demonstrate how these can influence the outcomes for 

stakeholders and any proposed improvement/change options. 

20%

Identify, propose and 

plan solutions for 

improvement

Demonstrates the ability to develop comprehensive management reports on the need for change or improvement based on interpretations from 

analyses of available data. 

Ensures proposed solutions include plans for dealing with potential resistance. 

20%

Monitor and report 

the implementation of 

business 

improvement 

activities

Displays knowledge and practical skills to identify information from a brief to support the benchmarking for change/improvement proposals. 

Demonstrates skills in preparing comprehensive proposal plans to enable the introduction of improvements to processes. Creates a

comprehensive guide on the management of resistance to change within the business. 

Demonstrates the ability to prepare detailed proposals for change/improvement including an assessment of associated risks and mitigation.

20%



Occupational Specialism – approach to marking 
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Availability of Assessments
Year 1 Term 1 Winter Series Term 2 Spring Series Term 3 Summer Series

Delivery Core and core skills - 600 GLH - 50%

Assessment
ESP Assessment 

Window
Core Examination

Year 2 Term 1 Winter Series Term 2 Spring Series Term 3 Summer Series

Delivery X1 Occupational Specialism knowledge and skills – 595 – 620 GLH – 50%

Assessment
ESP Resit

Assessment Window

Core Examination 

Resit

Occupational 

Specialism Synoptic 

Practical Assignment
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Funding Bands
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Reminder of our resources
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Coming soon..
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Resource development

Our next webinar will be delivered by our Quality Team around the Approval 
process

Curriculum planning support

Workshops for
• Core (including Employer Set Project) 

• Deep dive into Assessment objectives and weightings

• Occupational specialisms
• Deep dive into Assessment objectives and weightings

Teaching and Learning support for exam components



Useful links to website - T Levels –all of the resources for T Levels are accessed through this link 

https://www.cityandguilds.com/tlevels

Resources available 

Learner flyer

Podcasts

Recorded webinars

12 month countdown

TQ Specification 

HE guide–to support admissions teams

higher-education-guide-pdf

Events–calendar 

https://www.cityandguilds.com/tlevels/events

Coming soon 

Face to face
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Resources and Support for T Levels 

https://www.cityandguilds.com/tlevels
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2021/t-levels-learner-flyer-management-and-administration-pdf.ashx?la=en&hash=AABC25988B621C353A207A2D26ADFAE0D37E4EAF
https://www.cityandguilds.com/events/podcasts
https://www.cityandguilds.com/tlevels/events
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2021/t-levels-wave-3-management-and-administration-12-month-countdown-timeline-for-providers-pdf.ashx?la=en&hash=F49D088C0AC8ECE92E7A48319951A29978475C50
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2021/management-and-administration-tq-specification-draft-pdf.ashx?la=en&hash=DF0886F1888650C36DF23546FC30F4A0BD995D23
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2021/t-levels-higher-education-guide-pdf.ashx?la=en&hash=E692C3C7CF7390DC2B41A14C70AC306DB1E96D15
https://www.cityandguilds.com/tlevels/events


Management & Administration webpage now up and running

• Search 8715 on our website

• Documents tab
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Resources and Support for T Levels 
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Free promotional material from the Department for Education

https://www.gov.uk/government/publications/t-levels-resources-for-teachers-and-careers-advisers?utm_medium=email&utm_campaign=govuk-notifications&utm_source=f0001d38-07d1-44ca-b063-ade36cd53c4d&utm_content=daily
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Questions?
Thank you for attending

‘T LEVELS’ is a registered trademark of the Department for Education.

‘T Level’ is a registered trademark of the Institute for Apprenticeships

and Technical Education.


