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Introduction 
Summer 2025 Results 

This document is aimed at providers and learners to help understand the standard that was 
required in the Summer 2025 assessment series to achieve an A grade for the 8715-033 
Management and Administration Employer-Set Project (ESP).  

Providers and learners may wish to use it to benchmark the performance in formative 
assessment against this to help understand a potential grade that may be achieved if a 
learner was to attempt the next summative assessment series.  

The Employer-Set Project is graded A* to E and Unclassified.  

The exemplar evidence provided for the A grade displays the holistic standard required 
across the tasks to achieve the A grade boundary for the summer 2025 series. 

 

 

 

 

 

 

 

 

 

 

 

The Employer-Set Project brief and tasks can be downloaded from here. 

Important things to note:  

- We discussed the approach to standard setting/maintaining with Ofqual and the other 
awarding organisations before awarding this year. We have agreed to take account of 
the newness of qualifications in how we award this year to recognise that students 
and teachers are less familiar with the assessments  (grading-arrangements-for-
vtqsand-technical-qualifications-within-t-levels-in-the-academic-year-2023-to-2024) 
whilst also recognising the standards required for these qualifications. 

 
- The exemplar evidence presented, as a whole, was sufficient to achieve the A grade. 

However, performance across the tasks may vary (i.e. some tasks completed to a 
higher/lower standard than an A grade).   

A* 

A 

B 

C 

D 

E 

U 

Grade 
Strongest performance 

 This evidence 
 

Weakest performance 

https://www.cityandguilds.com/qualifications-and-apprenticeships/business-skills/business-admin-and-public-services/8715-t-level-technical-qualification-in-management-and-administration#tab=documents
https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2024/ofqual-guide-for-schools-and-colleges-2024#grading-arrangements-for-vtqsand-technical-qualifications-within-t-levels-in-the-academic-year-2023-to-2024
https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2024/ofqual-guide-for-schools-and-colleges-2024#grading-arrangements-for-vtqsand-technical-qualifications-within-t-levels-in-the-academic-year-2023-to-2024
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Marking of this Employer-Set Project is by task and Assessment Objective, below is a summary of these along with the mark achieved by 
the evidence presented and the maximum mark available for each aspect. 

Task Assessment Objectives Mark 
achieved 

Max mark 
available 

Task 1.1 Investigate 
the project brief 

- AO1 Plan their approach to meeting the project brief 
- AO3 Select relevant techniques and resources to meet the brief 

4 6 

- AO2a Apply core knowledge 5 6 

- AO2b Apply core skills 
- AO4a Use of Maths skills 

6 8 

Task 1.2 Project 
Initiation Document 

(PID) 

- AO1 Plan their approach to meeting the project brief 
- AO3 Select relevant techniques and resources to meet the brief 

7 8 

- AO2a Apply core knowledge 
- AO2b Apply core skills 

7 9 

Task 1.3 Project 
planning 

- AO1 Plan their approach to meeting the project brief 
- AO3 Select relevant techniques and resources to meet the brief 
- AO4a Use of Maths skills 

4 9 

- AO2a Apply core knowledge 
- AO2b Apply core skills 

4 8 

Task 1.4 
Presentation 

- AO2a Apply core knowledge 
- AO2b Apply core skills 

7 9 

- AO4b Use of Digital skills 
- AO4c Use of English skills 

7 10 
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Task Assessment Objectives Mark 
achieved 

Max mark 
available 

Task 2.1 
Collaborative 

problem solving 

- AO1 Plan their approach to meeting the project brief 
- AO2a Apply core knowledge 

6 6 

- AO2b Apply core skills 6 6 

Task 2.2 Evaluation 
- AO2b Apply core skills 
- AO5a Realise a project outcome 
- AO5b Review how well the outcome meets the brief 

10 15 
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Task 1.1 Investigate the project brief 
 

Assessment number  
(eg 1234-033) 

8715-033 

Assessment title Employer-Set Project  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 1.1 Investigate the project brief 

Evidence title / description (i) Research 
(ii) Outcome of research 
(iii) Determine a solution 

Date submitted by 
candidate DD/MM/YY 
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PESTLE Analysis  

Political 

There are political factors that affect organisations in the marketing and advertising industry. Taxation 
within the UK is quite high compared to other countries, with only four countries having a higher rate on 
corporate profits. This leads to less money coming in comparison to abroad businesses on average 
although it is compensated in other ways.  

UK Tax Exodus: Business Owners Flee Record 54.5% Rate - Golden Visas 

The labour government are set on developing business in the UK overall. This is seen through them 
already introducing a business growth service system that will help smaller businesses thrive, which only 
suggests that they are looking out to help all businesses. 

How the Labour Government is helping small businesses – The Labour Party 

The government has also planned to cap the corporation tax at 25% which is meant to incentivise 
businesses to be in the UK. They are also looking to cut the tax further if the “competitiveness comes 
under threat” in relation to businesses setting up in other countries.  

Labour government will cap corporation tax for five years, says Rachel Reeves | The Independent 

Economical 

With the employee’s frustration at IdeaHub due to a lack of cohesion and lack of focus, the economic 
factors play a big part in the businesses ability to deal with the issue. Currently the economy is managing 
a near recession due to many varied factors, one of the recent ones being President Trump’s recent tariff 
increases on the entire world. Whilst this has not impacted the UK as much as China or the rest of 
European Union, the UKs economy was already largely recessing. The GDP had stagnated or slowly 
risen after Covid, but it could have grown much further. They have 2,500,000,000 GDP as of currently 
which is not a lot more than 2020 when the dip occurred (2,200,000,000 GDP) 

UK GDP 2024 | Statista 

There is also the fact that the government is trying to help this recession by implementing many different 
schemes and plans such as cutting regulations to unlock massive sums of money to help grow 
infrastructure, and subsequently, the economy. 

Labour will grow the economy without wrecking it like Liz Truss, Rachel Reeves | The Independent 

Social 

There is a growing unrest in the people of the UK due to many distinct factors such as the rate of 
unemployment or the high taxes. This has led to many strikes in different industries and growing unrest 
in the public’s mind. For example, since IdeaHub is set in Birmingham, there is a chance that many 
people are affected by the bin strikes that would further increase stress on employees and decrease 
their morale. 

Birmingham bin strike: Why is it happening and what is the impact? - BBC News 

There is also the fact that a lot of employees seem to be underpaid and over taxed in their minds due to 
the high tax rates that Britain imposes, this however would likely not affect the employees at IdeaHub 
due to the marketing and advertising industry being well paid with lots of career prospects and things to 
work towards. 76% of people in this field have had a salary increase this year alone. 

https://www.goldenvisas.com/uk-entrepreneurs-business-owners-exodus-from-54-percent-tax#:%7E:text=UK%20business%20owners%20now%20face%20one%20of%20the,heavier%20charges%3A%20Canada%2C%20Ireland%2C%20South%20Korea%20and%20Denmark.
https://labour.org.uk/updates/stories/how-labour-is-helping-small-business/#:%7E:text=The%20government%20has%20set%20out%20six%20milestones%20as,have%20the%20ability%20to%20export%2C%20hire%20and%20expand.
https://www.independent.co.uk/news/uk/politics/rachel-reeves-labour-government-cap-corporation-tax-b2488759.html
https://www.statista.com/statistics/281744/gdp-of-the-united-kingdom/
https://www.independent.co.uk/news/uk/politics/labour-conference-housing-starmer-reeves-b2426170.html#:%7E:text=Rachel%20Reeves%20said%20Labour%20will%20cut%20regulations%20to,in%20a%20bid%20to%20%E2%80%9Cget%20Britain%20building%20again%E2%80%9D.
https://www.bbc.co.uk/news/articles/cdjg07xvnnjo
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Top UK Marketing Salary Increases (Updated for 2025) | Hays 

Technological 

Technological advancements such as AI have become prevalent in a lot of different advertising and 
marketing fields as it is a useful tool to use to speed up certain processes and for quick fixes in certain 
issues. It is also an expert at help with website creation and perfection which would be great for the 
business to use. Around 10% of all businesses will adopt AI in the near future and around 2% already 
use it. 

extension://bfdogplmndidlpjfhoijckpakkdjkkil/pdf/viewer.html?file=https%3A%2F%2Fassets.publishing.se
rvice.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F1045
381%2FAI_Activity_in_UK_Businesses_Report__Capital_Economics_and_DCMS__January_2022__We
b_accessible_.pdf 

Other technologies such as robotics and automation are not at risk of putting people out of work in this 
industry due to the creative and deep-thinking aspect of problem solving that marketing brings along with 
it. It is stated that one in three Britons are scared that AI will take their job with administration and 
secretarial roles being most affected. 

‘One in three workers fear AI could take their jobs’ | The Independent 

With the expansion of technology, the old communication software that only allows messages to certain 
people with restrictions on how many you can send to at once and an overall slow and poor performance 
has and can be replaced with new systems with hundreds of customisation options and accessibility with 
all types of apps and services for the employees to use. 

Best Intranet Features: The All-In-One Solution | HUB 

Legal 

Legal aspects such as certain legislation and laws will directly affect IdeaHub in the way they can 
operate and especially when working with their employees. One of these laws that impacts this project is 
the Fair Work Act and the employment law. This law makes it so that employees have more protection 
when it comes to disciplinaries and fair dismissal if their communication and work ethic is poor. This law 
also does protect employees by ensuring their relationship between them and their employer are stable 
which is good. 

Employment law | CIPD 

Another law that could affect the workers at IdeaHub is the Data Protection Act which ensures that all 
data is used, transferred, and deleted at request by employees or employers to ensure that all 
stakeholders personal information is safe. This is important because the organisation will have a lot of 
personal information to handle which lead to more stress of obeying by this law. 

Environmental 

The environmental factors that would affect this organisation could vary all the way from carbon footprint 
to waste management. The greenhouse gasses that are released during transportation make up 17% of 
all greenhouse gasses in our environment, this means that transportation is causing a huge carbon 
footprint of the company. The company can combat this with things such as discounted busses, bike 
shelters or remote work but all these cost money or depreciate the issue at hand. 

What Are Employee Commute Emissions? 

https://www.hays.co.uk/market-insights/article/which-marketing-jobs-saw-the-biggest-salary-increases-in-2021#:%7E:text=Our%20survey%20data%20reveals%20that%20over%20three-quarters%20%2876%25%29,two-thirds%20%2865%25%29%20saying%20they%E2%80%99re%20satisfied%20with%20their%20pay.
https://www.independent.co.uk/business/one-in-three-workers-fear-ai-could-take-their-jobs-b2438335.html
https://www.hub-intranet.com/intranet-features
https://www.cipd.org/uk/knowledge/employment-law/
https://www.futuretracker.com/post/what-are-employee-commute-emissions#:%7E:text=Emissions%20from%20transportation%20make%20up%20around%2017%25%20of,work%20is%20a%20major%20contributor%20to%20this%20figure.
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Lastly, the environmental factor that would impact the organisation the most would be their power usage. 
The power used in a mostly online working environment would out scale most other business types due 
to the pcs, servers and lights always running. This all comes down to power conservation, which is good 
for the environment, but also good for money conservation, usually paying less on the electric bill and 
gas bill. There may not be much that you can do in terms of this business archetype to preserve power, 
but it is important to be mindful of power wastage. 

 

 

 

 

 

 

SWOT Analysis  

Strengths  Weaknesses  

The business is a long running, steady and 
stable business which always means that 
they have contingency plans and things to 
fall back on, being in their ninth year in 
business. 

 

They have several managers and teams to 
work on all their different tasks and in 
theory should be focused and productive. 

 

The organisation has hired new managers 
to relive stress of the already existing ones 
and now have more teams to work with 
such as their content team and web 
development team. 

 

IdeaHub clearly has a set goal at mind and 
clear objectives they want to achieve, which 
is shown through their steady growth and 
organised teams. 

The teams are so integrated that there is 
often no support from other teams and no 
“consideration of needs for the other 
teams.” This leads to disruptions and falling 
behind by certain teams while other teams 
are often waiting for others to catch up. 

 

Deadlines are often not met due to the 
configuration of each team and the lack of 
communication between teams. 

 

The organisation seems to lead astray by 
their own logic on what is best for a client 
by their web development team and the 
clients wants themselves. This often leads 
to scrapped plans due to their employee’s 
intuition being different that the wants of the 
clients. 

 

 

Opportunities  Threats 

The organisation is in one of the fastest 
growing industries as marketing and 

IdeaHub has a small team working behind 
it, which may lead to longer deadlines and 
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advertising in the UK is the biggest 
amongst all of Europe. Digital marketing is 
at the forefront and is expected to take over 
70% of all advertisements. This all means 
that the organisation is in an advantageous 
position to grow and thrive as the market 
also grows and thrives. 

 

Working as an advertising company lead to 
many clients that are willing to collaborate 
which not only brings in an income but also 
leaves a lot of connections that you have 
gained. An organisation that has worked 
with you before will more likely be willing to 
work with you again or to recommend you 
to other organisations, having this snowball 
effect. 

 

The distinction between this organisation 
and other advertising organisations is that 
they have already been in the business for 
a long time and have also been steadily 
growing for a long time. This would make 
them more trustworthy in a clients’ eyes 
compared to competitors with less 
experience. (49.4% of businesses fail in 
their first five years). 

 

What Percentage of Businesses Fail Each 
Year? (2025 Data) 

can be seen as a sign that they are a 
smaller business unready for the clients 
demands which competitors may exploit. 

 

Birmingham is close to Manchester, which 
is a leading UK city when it comes to 
marketing and advertisements (after 
London) which means that the market could 
be highly saturated with lots of competitors 
that IdeaHub would have to stand out 
against. 

 

Where are the UK's marketing hotspots? | 
PRmoment.com 

 

With the current economy being at such a 
low point and taxes being so high, the 
organisation may lose out due to clients not 
wanting to risk any big contracts. 
Organisations in the UK may be cautious 
due to all the conflicts, tariffs, or the political 
party’s decision to expend large sums of 
money. 

 

Wider research: 

Structure, People and Management  

The business is operating in a structure most akin to a hierarchical structure, since all the managers are 
on various levels and their team members also have a hierarchy. This has its advantages such as 
people having that person to go to when something goes wrong, they also provide an easy to visualise 
structure and well-set teams which could help with organisation. This however could be the reason for all 
the employee intuition problems that have been happening to the organisation since there is a set 
person that thinks their say matters more, leading to misjudgements. This structure also suffers from a 
lack of communication between the teams. These hyper-focused teams are a reason everyone in the 
organisation is at various levels and time periods of their deadlines. 

https://www.commerceinstitute.com/business-failure-rate/#:%7E:text=According%20to%202024%20data%20from%20the%20U.S.%20Bureau,and%2065.3%25%20fail%20in%20their%20first%2010%20years.
https://www.commerceinstitute.com/business-failure-rate/#:%7E:text=According%20to%202024%20data%20from%20the%20U.S.%20Bureau,and%2065.3%25%20fail%20in%20their%20first%2010%20years.
https://www.prmoment.com/pr-research/uk-marketing-hotspots
https://www.prmoment.com/pr-research/uk-marketing-hotspots
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Digital Technology and Tools  

The organisation has recently developed a web development team that works on websites which means 
they have coding knowledge and the appropriate tools to work on them too. They also must have 
effective communication software due to their communication with clients and close work with them. The 
organisation has a high understanding in technologies due to digital marketing being their main forefront. 

Business Processes and Procedures 

The way the business does things needs to change. The communication inside the business could be 
the key factor to result in the change because it is the contention of all the main misunderstandings that 
have occurred inside the business. Currently all the teams are working at different paces with a lack of 
communication. The time that it takes to do anything is too slow due to frustrated employees and a lack 
of focus. The lack of communication can lead to the frustration that the employees have been 
experiencing. 

Task 1.1b 

Research Outcomes Summary Table  

 Research and How It Effects the Business 

SWOT  In the SWOT analysis, I discovered that the business is very stable and 
that it is growing at a steady pace. This therefore will mean that the 
business is ready to adapt to change which is crucial right now. The 
business needs a new method of communicating and collaborating as the 
split teams are completely out of each other’s range. The business is also 
very set on achieving all its goals and objectives which is good because 
that means they are determined and ready to overcome issues.  

 

However, in this research I have also determined that there is a lot of 
change that needs to occur to help them show to the client that they are 
the one for them. To do this, there must be improvements to hitting 
deadlines, the quality of work and ensuring value for money. These 
currently are all under worked because of the lack of communication, lack 
of cohesion and internal frustration at other team members. 

 

The organisation has a lot of opportunities because of the market they are 
in being one of the leading markets in the UK and in all of Europe which 
means it is in an advantageous position to expand even further and not to 
worry about failure as much. The organisation is also in an excellent 
opportunity to grown through its business model which led to a lot of links 
and a lot of word of mouth spreading due to clients being able to share 
their good experiences with your business to other businesses potentially 
wanting to collaborate. 
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There are however many factors that could potentially hurt further long-
term growth. The placement of the business could mean that the market is 
quickly saturated due to the sheer amount of competition located nearby. 
There is also the fact that the UKs economy overall does not seem to fit 
the needs of the businesses that operate inside of it. this however may 
change due to the ever-changing laws and tax rates that the government 
is trying to introduce to help the economy. 

 

49.4% of businesses fail in the first five years due to several reasons such 
as not putting the customers first or not innovating enough, which shows 
that IdeaHub (that has been in business for 9 years) is innovative and has 
immense potential.  

 

70% of all marketing businesses are digital and the UK is the biggest 
marketing leader in all of Europe which is amazing for the Business 
because it shows it has massive potential apart from the issues it has 
been having. 

The innate lack of communication is said to frustrate employees, cause 
conflict and decrease productivity which is exactly what we are looking to 
fix. 

PESTLE  Political factors such as the increase of taxes and stagnating economy will 
affect the organisation and its ability to perform as it limits how quickly the 
company can grow and make change. The organisation can only 
overcome this by beating the odds and creating a work environment 
where the employees are as productive as possible. The UK has the fifth 
highest rate taken on corporate profits which at its top marginal rate 
stands at 54.5%. Economically, the recession that the UK is heading for 
will not help either. The UK GDP has not grown a lot since the end of 
Covid with little progress towards bettering it. This, for me, means that any 
long-term impacts in the future are less worth than impacts in the current 
moment due to never knowing what is ahead. This will impact my decision 
on the solution because I know that a concrete set-in-stone solution is 
needed rather than a non-guarantee. 

 

Social factors are one of the most important when looking at the problem, 
since it is linked with the employees and helping them get out of the 
frustration they are in. The employees are at a stage where they are 
frustrated at each other because of the lack of cohesion and 
communication, but this frustration can also be affected and elevated by 
external factors in the outer world such as conflicts going on or the cost of 
living constantly going up all piling stress on employees. However, the 
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marketing and administration industry is highly paid and regarded as one 
of the best industries to land a job in with a lot of prospects and career 
development opportunities (since 76% of people have received a pay 
increase in this industry alone), which I will take into consideration. When 
picking a solution, it is logical to assume that most employees want to be 
here, want to grow, and want to experience all the amazing opportunities 
that this career path has allowed them too. This means that it is probable 
that employees are willing to change and will adapt when needed. 

 

With Artificial Intelligence on the rise, a lot of organisations are affected. In 
such a digital and technological field, the business could benefit from the 
usage of AI. The use of AI could range all the way from cyber security and 
equipment management to help with decision making and problem 
solving. AI works by mimicking a human thought process while using 
analytics and data to produce answers on certain topics. Technology is a 
huge factor in digital businesses such as IdeaHub due to the reliance of 
strong systems to get the work done. Therefore, using or investing in 
excellent technology can excel work rate and productivity of employees. 
Things like computer systems or different electronics would all impact how 
an organisation works. This means that upgrading any equipment may be 
on the agenda when I select a solution. 

 

What is AI? A simple guide to help you understand artificial intelligence - 
BBC News 

 

The environment is a huge factor in all businesses because being 
environmentally friendly means saving the planet and the limited 
recourses, we have but also gives added benefits like trustworthiness in 
the publics eye and more value to other businesses that share the same 
values as you. Therefore, I will be considering the carbon footprint, 
especially that is made by transportation which makes up 17% of all the 
carbon emissions in the world, that any solution could produce when 
deciding on a solution. I will also be taking into consideration the waste 
that is not recyclable and bad for the environment which may deter me 
from pursuing such solutions. The legality of the business world helps 
ensure that businesses are run in an ethical and sustainable way which 
means that I will have to consider any laws that could possibly stop me 
from pursuing any solutions such the employment laws or Fair Work Act 
which would stop me from suggesting any unfair dismissals and ensure 
that the employees have a good and steady relationship with the 
employers. 

 

https://www.bbc.co.uk/news/resources/idt-74697280-e684-43c5-a782-29e9d11fecf3
https://www.bbc.co.uk/news/resources/idt-74697280-e684-43c5-a782-29e9d11fecf3
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Since a good reputation is crucial to collaboration with other businesses, I 
will ensure that the method I decide to instate will leave a good reputation 
for the way employees are treated. 

 

Task 1.1c 

After the analysis and research, I have completed, I have thought of two concrete methods of creating a 
solution to help us with hitting deadlines, producing a quality product, and ensuring value for money 
whilst also maintaining a focus on continuous improvement and increased operating efficiency. With the 
£200,000 budget that I have received and the 6-month period I have been given I have settled on two 
solutions. 

Solution 1 

Training and More Routes of Communication 

The first solution consists of training employees in both Kaizen and communication through training 
schemes or online courses. Kaizen is a Japanese philosophy that focuses on continuously doing things 
better and better each time and though gradual and methodical processes, the productivity and rate of 
work should increase. The communication training will help the teams with the lack of “effective 
communication and will encourage the teams to chance to support each other and keep each other 
updated which there is a lack of right now. In this solution I will also employ more routes of 
communication through the usage of applications that make it easy to collaborate and keep each other in 
the loop such as Connecteam that will encourage employees to communicate since it will be easier. 

This solution focuses a lot on the lack of communication and cohesion which is the idea because once 
everyone starts working collaboratively and, in a team, tasks will be exponentially easier to reach 
deadlines because things such as feedback on time and clarity will reduce frustration. The training will 
help employees see the importance of effective communication and gradual improvements which will 
make and impact on productivity and subsequently proving to the client that the organisations can reach 
deadlines with superior quality products. The improvements to the organisation’s communication routes 
will give the employees more opportunities for communication and could solve the problem of teams 
being at various stages of the project and getting feedback to close to their deadlines. Introducing the 
idea of Kaizen will train the team that change is not always in one big go and will encourage them to 
work better than last time which will further increase productivity. Kaizen meetings will ensure that 
employees are partaking in the philosophy and will encourage employees to give feedback about any 
changes. 
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Solution 2 

Introducing AI and Comprehensible Task Management 

The usage of Artificial Intelligence in organisations is already at 2%, so why would we not get on the 
curve early? AI is the future, and it is projected that 10% of all organisations will use AI soon. Artificial 
Intelligence would help with things such as time management, and task management as it is good at 
setting things out straight for the employees. It can also support in the decision-making process when 
faced with a problem like we have seen in the past when the teams where getting mixed up about what 
was right to do which led to redrafting plans. This could save immense time and increase how quickly the 
work gets done.  

With this, I have decided to attach training for the managers of each team to complete a comprehensible 
task management course which could help them set out the tasks in such ways where there is little to no 
room for misunderstanding and error which would make the teams less frustrated. It should also lead to 
less communication errors since the tasks and the stages the several teams are on will be easier to 
grasp and help support. These two solutions should boost productivity, ensure deadlines are met and 
reduce the lack of cohesion and partnership between teams. 

Cost and Benefit Analysis  

Solution  Cost  Benefit  Negatives  

Solution 1 (Employee 
training and software 
upgrades) 

Training Course on 
communication  

£1000~ per employee  

 

£1000 x 17 (amount of 
people taking the 
course) = £17,000 

 

£17,000 x 2 (two 
training courses,  

Kaizen, and 
communication) = 
£34,000 

 

 

 

 

 

Costs of upgrading 
software, switching out 

All the employees will 
be thoroughly trained 
on communication 
which will solve the lack 
of communication. 

 

The employees will 
also be trained on 
Kaizen which helps 
with integration of the 
new software and helps 
the employees become 
more resilient. 

 

The new 
communication 
software will spend less 
time loading due to 
faster refresh rates, it 
will also solve the issue 
of not having clear 
groups and channels 
that are easily 

It is not a direct 
concrete way of helping 
deadlines, if all the 
employees wanted to, 
they could just not learn 
anything. On the other 
hand, after this training, 
the employees job gets 
much easier and a lot 
less stressful. 

 

Holding training 
sessions for all the 
employees at various 
times may leave some 
departments weaker 
than others in that 
period, gradual training 
and using up the time 
we have is the best 
option. 
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for new software, and 
training = 

£100,000~ 

 

 

£100,000+ 

£34,000 = 

£134,000 

 

communicated with and 
will overall add more 
employee satisfaction 
due to a plethora of 
customisation options. 
This means that 
communication will be 
clearer, faster, and 
more productive. 

 

Both these put together 
will raise the employee 
collaboration, lessen 
feedback time, and 
encourage all the 
employees to be 
transparent with each 
other leading to less 
delays and more 
productivity, all with 
minimal environmental 
damage, and not using 
as much money as the 
other solution. This 
ticks all the boxes that 
we are looking to 
achieve. 

Getting used to the 
change of software and 
the change in the 
trainings may take 
some time to get 
properly adjusted. This 
may cause delays. 

 

Solution 2 (Artificial 
Intelligence and 
cohesive task 
management) 

Training per manager = 

£1100 

 

£1100 x 4 (number of 
managers) = £4,000 

 

High quality AI + 
Training = $175,000 
per year (cancellable) 

 

£175,000+ 

£4000= 

£179,000 

Training the managers 
not only impacts them, 
but also the whole team 
working with them. The 
boost of morale the 
employees would get 
with the training would 
be just as much as the 
lesser stressed 
managers. 

 

Artificial Intelligence is 
huge and still 
developing. Integrating 
it now would mean that 
not only do you benefit 

This option is more 
expensive than the 
other option which 
leads to less of the 
budget being able to be 
spent on the 
contingency plan and 
relies on this working 
out. 

 

AI is a modern 
technology which may 
lead to errors and 
unpredictable results, 
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of its tools right now, 
but it also has a lot of 
potential to get even 
better. This would put 
IdeaHub ahead of the 
curve and make them 
stand out in the client’s 
eyes. 

 

The AI’s problem-
solving capabilities will 
enhance any thought 
processes that the 
organisation is going 
through, lowing the 
time needed to solve 
problems and boosting 
productivity. 

 

This solution does 
provide more of a 
concrete product that 
may have more 
potential for the future. 

which the business 
cannot afford. 

 

AI is not good for the 
environment given that 
it uses energy and 
water to power. It is 
said that by 2040, 
estimates of up to 14% 
of all greenhouse 
gasses will be caused 
by AI. However, they 
are currently working 
on making AI more 
sustainable. 

 

Just Exactly How Is 
Using AI Bad for the 
Environment? 

 

My Solution  

After the cost and benefit analysis, and further research into both the solutions methods of fixing the 
problem at hand, I have decided to go with the first solution (employee training and software upgrades). 

 

In my opinion, this solution is better because it ticks all the boxes. Firstly, the communication training will 
help with employees’ lack of communication skills that the business desperately requires. This will help 
relive frustration that cannot be accomplished by the other solution. Eventually, it will help the business 
hit their deadlines due to the greater productivity provided by the training and the smoother and faster 
software which helps on a physical and mental basis. There will be less frustration due to the better 
working environments and less problems because which will also help the business tremendously. This 
plan does use up a lot of the time due to the several training sessions and software implementation 
taking a few months to complete. 

 

The Kaizen training should help with the quality of the deliverables due to the philosophies focus on 
constant and continuous improvement. It will also increase the operational efficiency for the same reason 
of constantly getting better and working quicker and more productively. This is all without any carbon 

https://www.greenmatters.com/technology/how-is-ai-bad-for-the-environment
https://www.greenmatters.com/technology/how-is-ai-bad-for-the-environment
https://www.greenmatters.com/technology/how-is-ai-bad-for-the-environment
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footprint and any waste being thrown away into the environment, which the other solution had a big 
problem with. This is also without using all the budget money, with £66,000 still being available in case 
something does not go to plan.  

 

This plan will also ensure that all the business processes will be ready to go better than ever due to the 
better collaboration and feedback efforts, the continuous improvement the solution brings with it and the 
reduced frustration it will bring along side it. The value for money is great in this plan as it accomplished 
beyond of what it needs to. 

 

Therefore, I believe that this solution will be the one that helps ensure that IdeaHub is ready for the big 
client pitch and will prove that they are the business that deserves, both shown in the subsequent work 
and their values, to be chosen by the client. 
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Task 1.2 Project Initiation Document (PID) 
 
Assessment number  
(eg 1234-033) 

8715-033 

Assessment title Employer-Set Project  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 1.2 Project Initiation Document (PID)  

Evidence title / description Project Initiation Document (PID) 

Date submitted by 
candidate DD/MM/YY 
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Project Initiation Document (PID) Template 
The size of fields within the tables below are not indicative of the expected learner responses, tables below 
can be expanded, and additional rows added as needed.  If learners are to hand write their response, 
tables will need to be expanded prior to printing or extra paper shared. 
 
Project Information  
 
Project Name Improving Cohesion Through Training and New Software 
Date 17/04/2025 
Author/Project 
Manager 

Mr xxx 

Version  1.1 
 
Document Approval 
 

Date Name Signature 
17/04/2025 
 

Ms Christina Smith (Client 
Service Manager) 

 

 
Background and Scope 
 
The project was initially thought through and researched when the organisation IdeaHub 
provided me with what I had to get done. The project is to ensure IdeaHub stands out to the 
client when providing its pitch for work in three months. They aim to do this by giving their 
clients confidence about their abilities to hit deadlines, producing quality products, ensuring 
value for money, and demonstrating continuous improvement and increased operational 
efficiency. This will happen through Kaizen and communication training sessions for all 
employees, and a new software for communication between employees. 
 
The scope of this project will help the organisation land this work with the client and will 
directly affect the employee’s productivity and ensure that there are working more efficiently. 
This will not only save time for the business due to work being finished quicker but will also 
ensure they gain further opportunities with other organisations due to factors like 
recommendations or reviews.  
 
The scope of this project will also internally affect all the employees through their training 
and their new communication software and make them feel as though their issues are being 
solved and they are cared for in the organisation, raising work rate and productivity. All 
employees will receive both trainings, and the software will be universally used by the 
business. 
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Project Rationale 
 

The reason for this specific pathway that I have decided to go down is because it solves a 
lot of the issues the business has been having which are the determining factor in the 
chances of the standing out to the client. Issues such as poor communication between 
teams, late feedback given by teams, project scrapping and restarting anew, processes 
not being followed, the lack of clarity around the time that needs to be spent on each task 
and the internal deadlines not being met by multiple teams should all be bettered or 
completely fixed through the project and its outcomes. This will help raise the quality and 
timings that the business needs to land this new work with the client. 

 

This project is a key determining factor of how the business will run in the current and the 
future. Setting a good work culture where everyone wants to do better and feels safe 
collaborating with colleagues is crucial to business growth. Further enhancing 
communication skills will make it a less frustrating environment for employees, will make it 
easier to collaborate increasing the quality and production speed of tasks, and 
reputationally will ensure your business is a great place where you can be open and give 
your thoughts. 

 

If the project is successful and reaches all its outcomes, it will be a huge success with a 
likely possibility that the client would pick our business and collaborate with us in the 
future. It is a solution that does not change the business and its core fundamentals, 
leaving it easy to further innovate and make changes in the future. 

 
Project Aims and Objectives 
 
The projects aims and objectives are relatively simple. Firstly, the main aim is to eradicate 
any lack of cohesion or communication which seems to be the biggest issue as all the teams 
are not aligned and not collaborating to the standards, and detriment, of the business. The 
objective is that by the end of the project, the productivity, work environment and therefore 
the work rate and productivity will be increased. This is all in line to prove to the client that 
they are the standout business to work with. Secondly, this training and software update is 
meant for the employees to feel less stressed at work due to the lack of communication, 
things being sent out late. The best way to do this, I found, was to implement training that 
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will help teach employees about the intricacies of communication and why they are so 
crucial to their work. Adding the new software is a way to help further increase the rate of 
cohesion and communication between teams but also comes with a side effect of making 
employees feel better due to the smoothness and additional customisation options that it 
brings alongside it. This all will be done by other objectives that have to be met first. 
 
Implementing the new software successfully is first on the to do list since it is the longest 
and will need the most time getting used to. This means that the software will be introduced 
as soon as this plan gets into motion. This is because it will help with further training and if 
we complete this too close to the deadline and it goes wrong, there will not be enough time 
to replace it.  
 
The first training will be the communication training, since that will also help with the rest of 
the plan. After the software is fully integrated and ready for use, the first objective is met. I 
estimated that it would take around one month to train all employees. This means that the 
day the software is double checked and up and going, we can start with the training. After 
all employees are fully trained and ready to use their newfound communication skills to a 
high degree, the second objective is met. After this, there will be a last training that will take 
place that will ensure the quality of work is met. This is the Kaizen training that will take 
place straight after the communication training. The Kaizen training will teach them how 
continuous improvement is beneficial and necessary to improve; the small steps that Kaizen 
teaches are the main factor in this. After all employees are trained on this, we will have a 
new software, and proof of training which can be given to the clients to prove that the 
employees are now experts. I believe this won’t be enough to stand out as much as possible, 
which is why we will prepare before and after source of work done to show competency and 
brilliance that the employees will posses. 
 
 

 
Budget / anticipated costs 
 

Total budget  
£200,000 
 

Budget breakdown  

£34,000 to train all employees 
£100,000 for installation and training on new communication 
software 
£66,000 for contingency plans such as extra training or new 
communication software 
 
In total, £134,000 used for the project, with £66,000 for any 
back up plans to mitigate risks 
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Project Management Team 
 

Role Reports to 

 
Project Coordinator  
 

 
Client Service Manager (Project Manager) 
Finance Director 
 

 
Client Service Manager (Project Manager) 
 

 
Managing Director 

 
Operations Manager 
 

 
Managing Director 

 
Design and Creative Team  
 

 
Operations Manager 

 
Client Services Team  
 

 
Client Services Manager 

 
Web Development Team 
 

 
Operations Manager 

 
Content Team  
 

 
Operations Manager 

 
 
Project Key Stakeholders  
 

Name Role and responsibilities 

Ms Christina Smith  
 
 
 
 
 
Mr Amrez Hussein 
 
 
 
 

Client Service Manager- They have been 
appointed as the project manager and will 
therefore have to most say to what way the 
processes should be done in. Will hold 
Kaizen meetings. 
 
Managing Director- Any decisions that 
affect the organisation severely should be 
brought forward to them because they are 
the one who owns the business 
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Mr Mark Graham 
 
 
 
 
ConnectTeam 
 
 
 
 
 
 
Mr xxx 
 
 
 
 
Mrs Amber Ableton 
 
 
 
 
 
Employees 
 
 
 
 
 
 
 
 
 
Customers 
 
 
 
 

Training Provider- The ones who will be the 
creator of the training and help provide it 
too. 
 
Software Provider- The organisation that 
we will purchase the new software from. 
Will give updates on questions that many 
need answering during the installation 
period. 
 
Project Coordinator- Ensure the project is 
running smoothly and ensure that all issues 
are resolved. 
 
 
 
 
Operations Manager- Help training their 
team and receiving feedback from them. 
They will also hold Kaizen meetings. 
 
 
 
The employees will work together to 
achieve this training while still also 
maintaining any tasks they were set 
beforehand. They will also help in testing 
the new software and will be the main ones 
reporting feedback to their respective 
assigned managers. 
 
 
 
The customer’s job is key to determining 
any progress that has been made. This is 
through feedback and reviews which can 
be analysed before and after to see any 
differences. 

 
Project Deliverables  
 

Deliverable details Format of deliverable Completion target date 
Communication Software Online Software 25/06/2025 
Kaizen Training  Training  30/08/2025 
Communication Training  Training  30/07/2025 
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Risks 
 

Risk Number Risk Details 
Risk Level 

(Low, Med, High) 
Risk Mitigation 

 
1 

Resistance to 
Change 

High  Ensure employees 
have a voice and 
give them 
opportunities to 
accept the change 
that is going to make 
their life at work 
better. 
 
 

 
 
 
 
2 

Software 
Installation issues/ 
Non compatibility 
 

Medium  Backup money has 
been saved in order 
to buy a new one 
when worst comes to 
worst. Before that 
however, we should 
try to resolve issues 
without wasting 
money, even if it 
costs us a few 
weeks. 

 
 
 
3 

Employee 
Absences  

Medium Remote training and 
taking notes can be 
sent out for 
employees to do at 
their own pace which 
ensures they wont 
fall too far behind. 
 
 
 

 
 
4 

Sudden change of 
management 

Low  If management 
changes and has 
become different, 
priorities will go to 
catching them up on 
what is going on and 
what they must do. 
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5 
 
 
 
 
 

Training Provider 
Delays  

Medium  I have left additional 
time before the 
project needs to be 
handed in by to allow 
any delays due to 
unforeseen 
circumstances 
allowing the catchup 
of training whenever 
ready. 

 
Quality Management Method  
 
The way that I will keep the quality management good is through the previously stated 
Kaizen philosophy. Kaizen is a Japanese philosophy that looks at the benefits of 
improvement, more specifically in small steps to build those positive habits that will increase 
overall productivity. It will engrave a positive improvement mindset to the employees which 
will help make sure that the work, as well as the trainings themselves, are being completed 
and held in a high quality.  
 
Another quality management method is to oversee certain training sessions and have an 
evaluation of how well they are performing. If they are not performing up to standards, they 
may be a change in the way they are held of the number of employees per training session. 
All these things factor in whether the training is productive and absorbed by an employee, 
which is why they has to be great consideration into these factors. If they are off by any 
amount, it could significantly decrease the value of the training. 
 
 
 
 

 
Project Evaluation Method  
 
The way I will evaluate that the project is doing well is by comparison. Stats and figures 
such as employees form different teams interacted and deadlines met will show whether 
there has been an improvement because of the training or none. This is effective to see 
how well the project is going and seeing if there must be changes made in case it is not 
going so great. With £66,000 left over, there is a leeway which I can rely on to safely make 
big changes to ensure the project is going well. Some of these could be new training 
providers, incentives for employees to participate or even a new software. 
 
Another form of project evaluation is feedback from the employees about the software and 
training which will give critical information into determining whether the quality of the change 
is going well or whether there needs to be changes in the way that services are being 
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provided. Therefore, using this information will be crucial in determining how well the project 
is doing and how much of an impact it will have. 
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Task 1.3 Project Planning 
 

 
Assessment number  
(eg 1234-033) 

8715-033 

Assessment title Employer-Set Project  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 1.3 Project Planning  

Evidence title / description (i) Plan-on-a-page 
(ii) Justification 

 

Date submitted by 
candidate DD/MM/YY 
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Task 1.4 Presentation 
 
Assessment number  
(eg 1234-033) 

8715-033 

Assessment title Employer-Set Project  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 1.4 Presentation 

Evidence title / description Presentation 

 

Date submitted by 
candidate DD/MM/YY 

 
 

 



 

8715-033 Management and Administration Employer-Set Project – Summer 2025 A grade exemplar (v1.0) 33 
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Employer-Set Project Observation Record 
(Task 1.4 Presentation) 

8715-30 T Level Technical Qualification in Management and Administration 

8715-033 Employer-Set Project  

Candidate name xxx 

City & Guilds candidate No.  

Date  

 
Provider name  

City & Guilds Provider No.  

 

Record observation notes below to inform external marking. Notes must be detailed, accurate and differentiating. 
They should identify areas of strength and weakness to distinguish different levels of performance quality for 
each of the prompts below. Notes do not need to duplicate information that will be seen by markers in other 
evidence submitted for the task, eg presentation slides, instead they should focus on things that are observed. 
 

Evidence of core knowledge and skills being applied to the brief 

Excellent clear introduction and purpose on what the presentation will cover.  Solution discussed in detail 
with impacts well covered.  Budget broken down and explained. Communication methods explained.  Key 
terminology used throughout.  On the whole core knowledge of the brief demonstrated well. 

 

Presentation technique and use of technical language 

Good clear confidence throughout and demonstrated a consistent pace and tone, volume also consistent, 
limited reliance on notes, and generally turned to face audience when speaking.  Could have increased 
movement around presentation area and emphasised more passion through hand gestures. Terminology 
around key themes was good.   

 

Communication with the audience 

Good positive body language demonstrated turning to face audience with eye contact, although reliant on 
viewing screen frequently.  Pace, tone and volume consistent and clear. A good natural delivery although 
movement limited, could have increased time focussing and facing the audience directly. 
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Use of digital skills 

PowerPoint clear and was consistent in theme and colours, good use of easy to read text information, 
limited graphics and transitions which would have lifted the interaction, however delivery was smooth and 
slides did not feel overloaded. More graphics to further the subject matters engagement levels would have 
been advantageous.   

 
 
 

Tutor questions to candidate Candidate responses 

You have outlined in some detail your approach 
to project and stakeholder communication 
planning, did you consider any other elements 
when taking this approach? 

For planning the communication I considered other 
steps such as maybe online meetings, but I figured 
these would not be as reliable as things can go wrong 
online, nowadays and concrete in real life meetings I 
thought would bring the organisation together.  

You have outlined several risks in your 
presentation. What do you feel are the biggest 
risks for your proposed business solution in line 
with the project brief? 

In my opinion the biggest risk is that the employees are 
resistant to change. This is because the training I have 
brought on is very impacted by employees themselves. 
If the employees are very resistant to change it can ruin 
the whole project. However, I thought this wouldn’t be 
as big of a deal as it decreasing the employees 
frustrating, it develops employees work and only 
benefits them.  

You have outlined briefly how your proposed 
solution meets the aims of the brief; can you tell 
me the reasons why you think this proposal is 
best suited to meet these aims? 

Because the training will greatly impact and delete all 
the problems that the organisation had before, which 
will increase productivity and the increase the 
organisations work rate as a whole, which will help us 
stand out to the client and help us reach them goals, 
which might help them pick us for the work.  

 

Any other aspects 

 

 

Tutor signature Date 

xxx  

If completing electronically, double click next to the ‘X’ to add an electronic signature once the record is finalised. 
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Task 2.1 Collaborative Problem Solving 
 
Assessment number  
(eg 1234-033) 

8715-033 

Assessment title Employer-Set Project  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 2.1 Collaborative Problem Solving 

Evidence title / description (i) Managing Director Report 
(ii) Staff email 

 

Date submitted by 
candidate DD/MM/YY 
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Task 2.1b- Action Plan for the Operations Manager 

To: Operations Manager 

 

Subject: Action Plan  

 

Good Morning/ Afternoon/ Evening, 

 

Two other project collaborators and I have discussed the issue that was communicated to us during the 
quarterly team meeting; in which we decide on a plan with a set of solutions to fix the lack of collaboration and 
productivity due to staff working remotely and not communicating that to the organisation. 

The solutions we came up with are categorically split into soft solutions and hard solutions, in which soft 
solutions target more psychology of the employees whilst hard solutions are more physical and implemented. 
The first solution was introducing lanyards which the employees would use to scan in and out of the building, 
sending data to the database on all attending employees. The second solution was pre-scheduled shifts which 
would be done by the employees setting out what shifts they are doing on a calendar which could reduce 
confusion heavily. Lastly organising work events outside of work such as mini-golf or sports to increase the 
collaboration, communication, and teamwork of the employees. 

The first solution was decided upon because of the clear and easy nature of a scan system. Benefits such as 
being a reliable way to count employees and see who is in and not, record keeping of what personnel worked 
what day and less reliance on employees letting you know when they are off as you can check who has 
checked in. The second due to the prescheduled shifts giving us key knowledge of what to expect and how to 
prepare ahead of time and the last solution was picked because of its bond-creating nature where employees 
will fix any lack of communication they may be having. 

Firstly, we will implement the lanyard scan/ card swipe system to ensure we have that up and running on our 
data base. Then we should hold meetings for the new policy of pre booking shifts and writing out what shifts 
you are going to work. Lastly organise work events for separate teams every so often to keep up the 
workplace bonds and connections. 

 

Kind Regards, xxx (Project Coordinator) 
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Task 2.1c- Staff Memo 

Hello,  

I am writing to you all to say there will be some new events taking place in the next coming weeks. You may 
know that we’ve recently been having problems about our knowledge of what employees are working remotely 
and what staff we have in the office that are available. This meant that the organisation was, at times, left 
wondering about who can support and who is in the office. 

To fix this issue we will be going along with a plan consisting of three solutions that will be taking place. Firstly, 
a new scanning system that you will use by scanning into the office every time you enter and scanning out 
when exiting. This will help us keep track of employees inside the building and will reduce our confusion. You 
will be given a badge that you scan. 

Next, we are introducing guidelines for what shifts you are working which will include a calendar you will mark 
of what days you will be in for the week prior. This will help us keep track of who should be in on what day and 
is more of a foresight for us to know what we can do. 

Lastly, we will organise work events occasionally for teams to go on and enjoy. Suggestions are open for 
these, but the main goal is for it to be social, and teamwork based, to create bonds in teams that will last for 
your whole work life. This should all reduce your frustration and make the workspace more collaborative. 

These events will be going ahead as soon as possible, and we are open to hear your feedback on this. If you 
disagree, or want to raise a complaint, you can message me, or the support team and we will ensure your 
voice will be heard. 

 

Thanks, xxx 
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Employer-Set Project Observation Record  
(Task 2.1 Collaborative Problem Solving) 

8715-30 T Level Technical Qualification in Management and Administration 

8715-033 Employer-Set Project  

Candidate name xxx 

City & Guilds candidate No.  

Date  

 
Provider name  

City & Guilds Provider No.  

 

Record observation notes below to inform external marking. Notes must be detailed, accurate and differentiating. 
They should identify areas of strength and weakness to distinguish different levels of performance quality for 
each of the prompts below.  
 

Communication skills.  

Good use of eye contact when speaking and listening to other candidates in discussion, allowed for 
conversation to flow and gave other candidates an opportunity to speak and contribute, active listening 
demonstrated by repeating the responses of other candidates. Pace and tone was consistent throughout, 
with good clear volume levels.  

 

Collaboration/contribution to discussion.  

Made a clear contribution to discussion, debating responsibly the advantages and disadvantages of 
various suggestions.  Conversation flowed naturally, leading discussion at times, organisational planning 
qualities were evident, often controlling the direction of the discussion and keeping it relevant, making 
sense of other candidates points.  

 

Ideas to solve problem / advantages and disadvantages. 
- Technical accuracy 
- Application of core knowledge and core skills 

Introduced the discussion giving it background and context. Good knowledge of core issues and rationale 
behind solutions suggested. Opened discussion by suggesting introducing a policy, then debated 
advantages and disadvantages later. Summarised key points and suggested implementing and 
amalgamating all solutions, then summarised demonstrating core knowledge.  
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Any other aspects  

Candidate on the left, black t-shirt.  

 
 

Tutor signature Date 

xxx  

If completing electronically, double click next to the ‘X’ to add an electronic signature once the record is finalised. 
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Task 2.2 Evaluation 
 
Assessment number  
(eg 1234-033) 

8715-033 

Assessment title Employer-Set Project  

 
Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

 
Provider name <provider name> 
City & Guilds provider No. 999999a 

 

Task(s) 2.2 Evaluation 

Evidence title / description Evaluation 

 

Date submitted by 
candidate DD/MM/YY 
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. Task 2.2- Evaluation 

In this evaluation I will be describing all the tasks I have completed and deciding on how well I performed and 
what I would do better next time. 

The project outcomes were to propose a solution to fix communication and productivity. I did this by 
implementing a solution that consisted of holding a communication training, a Kaizen training and 
implementing a new communication software/ intranet system for employee to use. My plan with this was to 
reduce employee frustration while increasing their collaboration and communication to ensure that productivity 
went up. All this while the Kaizen philosophy taught how to continuously improve and make improvements little 
by little. All these outcomes were reached. 

I believe that my research was extensive and well thought through because I feel as though I researched 
many aspects that could affect the organisation, and researched the solutions I have proposed well, with high 
knowledge of the two trainings and software management systems I implemented. I feel as though picking this 
solution ensured I touch upon all the issues that the organisation was having and therefore answered the main 
targets of the project. These were ensuring that we are hitting deadlines, production of quality products and 
demonstrating that we can ensure value for money whilst implementing continuous improvement and 
increasing the operational efficiency. However, what I would do next time is give a solution that focuses more 
on the operational efficiency and quality product aspects, instead of focusing purely on communication and not 
fully going in on the production aspect. I do believe all the targets were achieved, but all to varying levels due 
to heavy focus on certain targets. 

I believe that my Project Initiation Document was in depth and explained the structure of the project well, 
outlining all the key factors in the project (stakeholders, aims and objectives, budget, etc.) providing the reader 
of all the ins and outs of the project and how it will look like going forward. Next time I would have liked to 
implement a more concrete project evaluation method which could be done by a team leader instead of 
overseeing and relying on feedback from employees. 

Upon reflection, my plan-on-a-page was an excellent way of the project going along, but a few tweaks could 
have made it better. The plan-on-a-page’s main strength was the risk management plan, resource support 
plan and the project schedule which all mad it clear how we would manage any risks that could occur, how we 
will use the resources in the project to our advantage, and a clear description on the timing of the project. The 
timings themselves I believe were fair and justified, as I used the maximum amount of time the deliverables 
would take when researching to come up with them. This ensured that we were not rushed and that we would 
have a lot of time to spare. The timings on the diagram I produced were not only fair, but also outlined the time 
that was being used clearly and comprehensively for employees to read and consider. The risk management 
were also fair with reasonable solutions to risks that would occur. The thing I would have done differently next 
time is the evaluation methods, again, not being as concrete as the rest of the plan. Next time I would research 
different ways of evaluation in a business and would pick the best suited one instead of going along with my 
evaluation method (feedback).  

My presentation of the project to the Managing Director was a clear outline of all that the project had to offer, 
even more so than my PID I believe. The presentation clearly stated all the ins and outs of the project for the 
managing director to see but even went above and beyond describing methods of communication between 
key stake holders. The actual design of the presentation could have used some work with better slide design 
and better effects could have been used. The actual paragraphs could have been put up on screen one at a 
time instead of all already being there when it started. I also believe that I did a good job representing the 
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values and key factors of the project using my tone and body language. The presentation lasted around 18-
minutes, and I struggled fitting all the information into the 20-minute time I was set. I believe that I did well 
answering the questions to the best of my ability. Next time I would have toned down the less useful 
information in my presentation and made it so more quality and important information was produced to save 
time, but also to improve the quality of the words written down. 

Lastly, I believe that the group discussion held about the lack of communication to the employers when 
concerning working remotely could have been better. The discussion we held was productive and we did 
outline many different possible solutions to the issue whilst also looking at positives and benefits of each 
solution. This meant that we could formulate a solution that worked well and solved the issue that was 
occurring. However, we could have thought of more solutions in our allocated time to ensure that the solution 
we picked was truly the best option we could have picked. I believe that the solution we did was good but not 
perfect which meant that we would lose out on some productivity when introducing it into the organisation. my 
contributions to the discussion I believe were great and the solutions I brought up were well thought through, 
with the lanyard check in and out system being the best example of this. I also believe that I spoke with clear 
tone and didn’t cut anyone off when it was their turn to speak. I did however zone out a few times which can 
be worked on if I did a project like this again. 

In conclusion, I believe that my project went very well, with a lot of successes in the presenting and discussing 
aspects especially. The solutions I came up with were also good and solved a lot of issues the organisation 
has been facing. Therefore I believe that my project was a success. 
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Get in touch 
The City & Guilds Quality team are here to answer any queries you may have 
regarding your T Level Technical Qualification delivery.  
 
Should you require assistance, please contact us using the details below: 
 
Monday - Friday | 08:30 - 17:00 GMT 
 

T: 0300 303 53 52 

E: technicals.quality@cityandguilds.com 

W: http://www.cityandguilds.com/tlevels 
 

Web chat available here. 

The T Level is a qualification approved and managed by the Institute for Apprenticeships and Technical Education.  

Copyright in this document belongs to, and is used under licence from, the Institute for Apprenticeships and Technical 
Education, © 2025. ‘T-LEVELS’ is a registered trade mark of the Department for Education. ‘T Level’ is a registered 
trade mark of the Institute for Apprenticeships and Technical Education. ‘Institute for Apprenticeships & Technical 
Education’ and logo are registered trade marks of the Institute for Apprenticeships and Technical Education.    

We make every effort to ensure that the information contained in this publication is true and correct at the time of going 
to press. However, City & Guilds’ products and services are subject to continuous development and improvement, and 
the right is reserved to change products and services from time to time. City & Guilds cannot accept responsibility for 
any loss or damage arising from the use of information in this publication.   

City & Guilds is a trade mark of the City & Guilds Limited, a company registered in England & Wales (16513878). City 
and Guilds Limited Giltspur House, 5–6 Giltspur Street London EC1A 9DE 
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