
Welcome to the T Level 
Management & Administration 
High Level Core Component 
Assessment webinar. 

The webinar will begin shortly
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Send any questions in 
the question area

throughout the webinar

Using the webinar platform
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Our action plan supports the planning and delivery stages to prepare for the TQ launch 

All attendees will
be set to mute

Webinar resources will be 
shared on our

website shortly after
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Karen.Egan@i-l-m.com

Dominic Green
Technical Advisor Business Skills

Dominic.green@cityandguilds.com

City & Guilds/ILM : Management & Administration Team 

Karen Egan
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• Occupational specialism assessments

• Delivery and curriculum planning outside of the Technical Qualification

• Progression or industry placements.  

• Detailed breakdown of assessments

• High level overview of the core assessments 

• Assessment objectives-relating to question types

• Overview of command verbs in questions 

• Question types using sample assessments 

• Hints and tips 

• Teaching and Learning Guide 

• Support resources 

Agenda
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This session will be followed up with an in depth breakdown of both theory and ESP assessment webinar
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What resources are 

there to support the 

assessments?

When do learners take 

the assessments ?

How many assessments are 

there? 

What do the assessments 

look like ? 

What is being assessed and 

how is it being assessed ? 

Q&A

When do I need to start preparing 

learners for the assessments?
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Timelines of assessments for curriculum planning  
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High Level Overview of Core Exams
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High Level Overview of Core Exams
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Learners must complete:

• Two externally set exams covering knowledge from the M&A core 

• One employer-set project covering knowledge and skills

Overview of the Core Assessment for Management & 
Administration

Technical Qualification scheme of assessment overview– (page 20 

specification)

Core component – Learners must complete all assessment components

Assessment component Method Duration Marks Weighting Marking Grading

Exam paper 1 Externally set exam 2.5 hours 100 30% Externally marked

This component will be 

awarded on the grade 

scale A* -E

Exam paper 2 Externally set exam 2.5 hours 100 30% Externally marked

Employer-set project Externally set project 25 hours 100 40% Externally marked
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This is one examination taken over two exam papers. Each exam paper has a Part A and a Part B which cover different 

areas of knowledge. Part A of each exam is made up of short and medium type answer questions and Part B is made up of 

4 questions. Typically Part A will have approximately 17 short and medium type questions in total. Typically Part B will have

4 extended response type questions 

M&A Core Theory Papers 

•Section A is made up of 55 marks and includes 17 short answer and medium answer questions.

•Section B is made up of 45 marks and includes 4 extended response questions.

Both core exams will follow the same structure but each core exams covers different technical content.

The level of difficulty will increase through the paper with lower demand questions at the beginning of the question paper to

higher demand questions at the end of the question paper.

Part A (55%) and Part B (45%) 

Paper 1 – Content overview

Business Context (1)

People (2)

Business Behaviours (7)

Paper 2 – Content overview

Quality and Compliance. (3)

Finance Principles. (4)

Policies and Procedures (5)

Project and Change Management. (6)
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Assessment objectives and command 
verbs in  relation to question types
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In examinations, certain words, often 

called command words, are used as 

prompts to give an indication to 

learners of the type of response that is 

expected by the question. These words 

include ‘state’, ‘describe’, ‘explain’ and 

‘discuss’. They support learners with 

the level of /depth of response the 

examiner is looking for.

Exam preparation
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Command word Definition Likely AO(s) 
Identify recognise something, usually from an image, and state what it is AO1a

Label add names or descriptions, indicating their positions, on e.g. an image/ drawing AO1a

List give as many answers/ examples as the question indicates AO1a

State give the answer, clearly and carefully AO1a

Name give the (technical) name of something AO1a

Select choose (e.g. the correct material/tool for the job) by making careful decisions AO1a

Define give the meaning of something, usually of a technical term AO1a

Describe a… write what something is like – usually what it looks, tastes, feels, sounds like etc, AO1a

Describe the process for… give the steps in a process AO1a

Compare (…and contrast)

(or describe the similarities/differences)

look for and describe the similarities (and differences) between two or more things/ 

circumstances
AO1b

Differentiate between show or find the characteristic differences between two or more similar things/ concepts AO1b

Distinguish between describe the characteristic differences between two things, or make one thing seem 

different from another
AO1b

Annotate add explanatory notes and comments AO1b

Give example(s)

Illustrate/ 

use examples or images to support, clarify or demonstrate e.g. an explanation AO1b

Calculate work out the answer to a problem using mathematical operators and concepts AO1b

Summarise give the main/ key points, which give a broad overview of something AO1b

Explain the… make clear or easy to understand by giving details and linked reasoning AO1b14



Command word Definition Likely AO(s) 

Explain why /consequences of/ reasons 

for… 

give the causes of/ rational for something AO1b, AO2

Explain how… Give the steps in e.g. a process, clarifying causal 

relationships 

AO2/AO3

Discuss talk/write about a topic in detail, considering the different 

issues, ideas, opinions related to it

AO3

Analyse study or examine usually a complex issue in detail to identify 

essential elements, causes, characteristics etc 

AO3

Give a rationale Explain why you have taken particular actions/ decisions AO3

Justify your decisions Make a case for the decisions/ actions taken explaining why 

they particularly meet the particular circumstances/ context

AO3

Describe the effect of (e.g. an event)…. 

Describe the effect on …..….

write about what has changed/happened because of the e.g. 

event

AO2/AO3

Evaluate Make an analysis about the success/ quality of e.g. end 

product/outcome – usually systematic, proposing 

improvements

AO3

1
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Question types

1
/2

5
/2

0
2
3

M
&

A
 T

 L
e
v
e
l 

1. explain 

2. define

3. describe

4. compare

5. identify

6. summarise 

7. calculate 

8. illustrate 

9. outline

10. discuss

Answers can be found in the link below

https://www.macmillandictionary.com/dictionary/british/outline_1

Activity for your learners : give a meaning to the typical 
theory exam command verbs
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Question types
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Explain-Make (a situation, idea, process, etc) clear or easier to understand by giving details (..how..) Give the 

stages or steps, etc in a process, including relationships, connections, etc between these and causes and 

effects. Give example(s)

Define-Give the meaning of, technical vocabulary, terms, etc.

Describe-Give a detailed written account of a system, feature, etc (..the effect of…on…) the impact, change 

that has resulted from a cause, event, etc (..the process..) give the steps, stages, etc

Compare-(…and contrast) or describe the similarities/differences)

Identify-Recognise a feature, usually from a document, image, etc and state what it is

Summarise-Give a brief statement of the main points (of something)

Calculate-Work out the answer to a problem using mathematical operations

Illustrate-Use examples or images to support, clarify or demonstrate, an explanation, argument, theory, etc

Outline-to give the main ideas of a plan without giving specific details

Discuss-Talk/write about a topic in detail, considering the different issues, ideas, opinions related to it

Answer Guide for Tutors Command Verbs
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Question types
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The use f command verbs in  relation 
to question types
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Command words: Identify, State

State-give the relevant points briefly

Key words/phrases learners need to understand are

integrity, formal digital communications.

Core Exam example

19
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The use f command verbs in  relation 
to question types
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The key is for students to pick out the relevant information from the question.  It may help them to break these type of 

questions.

For example:

Evaluate –examine, look at 

Effectiveness- how successful 

Different approaches- different methods (more than one suggestion)

Minimise potential impact –reduce the effect or consequences  

22
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KO7 Business Behaviours

Paper 36 lines
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High Level Overview of Employer Set 
Project
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How the Employer Set Project (ESP) is structured (sample)

• ***Tasks must be released to candidates in order of sequence and one task at a time 

• The time allocated and allocation of marks are not related 

• It is the weighting and level of skills being assessed that determine the marks for each task. 

Task Time Marks

1.1 (i) Research 2 hours

20 marks(ii) Outcome of research 4 hours

(iii) Determine a solution 2 hours

1.2 Project Initiation Document (PID) 3.5 hours 17 marks

1.3 Project Planning 4 hours 17 marks

1.4 Presentation 3.5 hours 19 marks

2.1 Collaborative problem solving 2.5 hours 12 marks

2.2 Evaluation 3.5 hours 15 marks

Total 25 Hours 100 marks  
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What is the ESP ?

28

The employer-set project is a classroom-based assessment undertaken in controlled conditions, (not invigilated 

conditions) as prescribed within the candidate and centre guidance packs.

The core employer set project (ESP) sub-component assesses the skills and application of the core knowledge of 

the TQ.

Each project will be developed together with employers in the industry to reflect realistic types of developments, 

activities and challenges.  

The project is linked to the core skills in the QHB and candidate and centre guidance packs. It is therefore 

extremely important that centres embed the Core Skills (found on page 20 onwards) in the specification into their 

curriculum delivery

The project is made up of a number of tasks which all relate to the same Employer-Set Project brief; 

The ESP is in the form of a realistic brief to be achieved through completion of research, plan, present, review 

tasks designed to elicit appropriate evidence for assessment under specified assessment conditions.
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More Information on the ESP 

A new brief and task will be set each series covering different topics.

The employer-set project samples knowledge drawn from across the core content in relation to the 

specific project version context – however, due to their importance all versions of the employer-set 

project will cover content from the following core underpinning knowledge outcomes: 

• Business contexts. 

• Project and Change Management. 

• Business Behaviours. 

The project is linked to the core skills

The project is linked to the core skills: 

• (A) Business context and commercial awareness, e.g. PESTLE.

• (B) Project management, e.g. Project tools

• (C) Communication.

• (D) Collaborative problem solving.

• (E) Applying a logical approach to problem solving, e.g. undertaking a cost / benefit analysis

• (F) Undertaking research, e.g. SWOT/PESTLE

• (G) Reflective practice, e.g. review and reflection
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The use f command verbs in  relation 
to question types
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Assessment Objectives & Weightings - ESP

Assessment Objective Typical Evidence (examples in brief) Approximate 

weightings

AO1 Planning skills and 

strategies

Clearly structured response to brief, cohesive response with 

ordered sections, logical approach to referencing, research and 

sources,

12%

AO2 Apply knowledge and skills 

to the context of the project 

Relevant core knowledge and skills applied to respond to brief, 

references relevant research and project planning tools, 

software, and processes. 

50%

AO3 Select relevant resources 

and Techniques to meet the brief 

Analysis of key issues, evidence of risk rating and prioritisation 

of key issues relating to brief,

12%

AO4 Use maths, English, and 

digital skills

Use of correct terminology, abbreviations, units of measurement 

in context, consideration of audience of brief response (technical 

versus non-technical wording), appropriate use of 

calculations/graphs etc, consideration of the use of ICT and 

digital methods both in brief response and in presentation.

14%

AO5 Carry out tasks and 

evaluate for fitness for purpose

Considered analysis and evaluation of project outcome, what 

went well and what could be improved

12%

30
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The use f command verbs in  relation 
to question types
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The use of command verbs in  relation 
to question types
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Task 1.1 – Investigate the project brief

8 hours duration, 20 marks

• 30 minutes additional reading time at the start of Task 1.1 

• Candidates should have access to the Internet in order to conduct research. 

• The task has been split into three sections to support manageability of the assessment 

over multiple sessions. 

• Centres should aim for sessions covering Task 1.1(i), Task 1.1(ii) and Task 1.1 (iii) to 

occur on consecutive days to support alignment between the activities. 

• Assessment evidence for each element of Task 1.1 should be submitted as final work at 

the end of each session. 33
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The use of command verbs in  relation 
to question types
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• Candidates should be provided with and use City & Guilds project initiation document

template for this task. 

Task 1.2 – Project Initiation Document (PID) 

34

3 ½ hours and 17 marks 
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• Candidates should have access to spreadsheet software for the completion of their project plan-on-a-page. 

• The supporting statement word count is approximately 750 words. 

• Candidates’ completed project plan-on-a-page should be used by the Tutor as part of Task 1.4 Presentation in 

order to refer to details of the proposed digital technology solution and the candidate’s plan for the project to 

implement it. This will help to inform the questioning after the presentation.

Task 1.3 – Project Planning 

35

4 hours 17 marks  
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The use of command verbs in  relation 
to question types
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Task 1.4 – Presentation      3 ½ hours 19 marks   

• The tutor should play the role of the trustee for this task

• Tutor requests candidates submit presentation slides in advance

• Candidates should use digital technology to present their findings, e.g. PowerPoint

• Preparation session of 3 hours includes time for candidates to prepare and practice

• Candidates’ presentations should be timed to include 15 mins presentation and 15 mins questioning.

• Time the presentation and inform candidates of their allocation used/left (use a mutually visible clock)

• 10% tolerance allowed over the 15 minutes

• Consider the impact of cohort size on the scheduling of the presentation task

• Sessions can be timetabled over consecutive days

• All candidates must be asked three questions by an individual from the business perspective

• The three questions asked to the candidate should use the overarching structure of key question areas 

located on page 12 of ESP sample centre guidance document

• The presentation and questioning will be recorded and a written record of questions 

asked and responses made

• Video recordings of presentations must be in an appropriate format with audible sound levels, 
36
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Task 2.1 – Collaborative problem solving

• Candidates should be briefed by Tutors at the start of Task 2.1

• The first 30 minutes of the allocated 1 hour for the group discussion should be spent individually, 

allowing candidates adequate thinking time 

• Candidates will be allowed access to any notes made in the 30 minutes thinking time

• Tutors must make sure that all candidates contribute to the group discussion.

• It should be clear to candidates how much of their discussion time has been used up

• Video recordings should be set-up and left for the duration of the entire group discussion

• Candidates should move directly to drafting their individual advisory note after the discussions are 

conducted

• The advisory note word count is approximately 300 words; the social media message must be a 

maximum of 280 characters to reflect the requirements of this form of medium. 

37

2 ½ hours 12 marks 
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The use of command verbs in  relation to question 
types
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Task 2.2 – Evaluation

• The evaluation account word count is approximately 1000 words. 

• Candidates can structure their evaluation account in the way they feel is most clear and appropriate.

38

3 ½ hours 15 marks 
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• Have an infographic of all the command verbs - introduce these as soon as possible 

• Let learners know when exams are - highlight which sessions you will be going through exam 

preparation

• Prepare/practice presentation skills-linking to core competencies 

• Use mnemonics for processes and legislation  

• Practice the ESP tasks –research, note taking, drafting an email, presentation skills, working in 

small groups (some centres are conducting a full mock ESP in a controlled assessment 

environment)

• Share with learners what they will be assessed on, show learners the marking grids and scoring 

grids what is basic, good etc and use sample support resources

Hints and Tips
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The use f command verbs in  relation 
to question types
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Resources
To download and access the above and more go to https://www.cityandguilds.com/tlevels/resources

T Level navigation of resources and support video  https://youtu.be/TmWPQypPIQQ

T Level Teaching, Learning and Assessment Guide here

41

https://www.cityandguilds.com/tlevels/resources
https://youtu.be/TmWPQypPIQQ
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2022/teaching-learning-and-assessment-guide-pdf.ashx?la=en&hash=9FA8AA95D71429F96E7AC0B13E570455DCA4E0B7
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Thank you

1/25/2023 M&A T Level 
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