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Introduction 
Summer 2024 Results 

This document is aimed at providers and learners to help understand the standard that was 
required in the summer 2024 assessment series to achieve an E 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 E grade displays the holistic standard required 
across the tasks to achieve the E grade boundary for the summer 2024 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 E grade. 

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

 A* 

A 

B 

C 

D 

E 

U 

Grade 
Strongest performance 

 This evidence 
 

Weakest performance 

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 

2 6 

- AO2a Apply core knowledge 2 6 

- AO2b Apply core skills 
- AO4a Use of Maths skills 

3 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 

2 8 

- AO2a Apply core knowledge 
- AO2b Apply core skills 

3 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 

1 9 

- AO2a Apply core knowledge 
- AO2b Apply core skills 

1 8 

Task 1.4 
Presentation 

- AO2a Apply core knowledge 
- AO2b Apply core skills 

3 9 

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

4 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 

3 6 

- AO2b Apply core skills 3 6 

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

6 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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SWOT 

Within the brief I manged to infer that: 

S(Strength)- the two hotels already earn at around £3.9 million pounds annually, 
resulting an estimate of £1.95million pounds per hotel! (Total earnings / number of 
hotels estimated earning per hotel = £3.9/2=1.95) and it is assumed that the new 
hotel in Salcombe will meet the same expectations or exceed it. 

-the costumer-service in terms of cleaning service, waiters and standard of food and 
beverage served were exceptional and had received good reviews and praise. 

W(Weaknesses): - numerous complaints due to the efficiency of the costumer 
service when it comes to answering phones and booking via phone or the website 
becomes difficult, resulting in not demonstrating the Hotel values of simplicity.  

-The front desk clerks are constrained when it comes to time left answering the 
phone and will normally result in a pile of unanswered calls. (However, the 
housekeeping manager sometimes handles the calls to report back to the clerks 
which is inefficient and slightly unfair that others have to pitch in) 

- the website is completely un-utilised as no one responds to the blogs of questions. 

-cancelling, amending or securing a booking via call or website is difficult as it may 
be overbooked or left unanswered. 

O(opportunities)= 

-There’s an opportunity to achieve more revenue if the Implementation of a new hotel 
succeeds 

-A chance to use the website that can result in also giving a job opportunity to a 
potential candidate and furthermore spread the information of the upcoming hotel. 

T(Threats) 

-Scandals and accusations that could lead to legal troubles or possibly horrible PR if 
the costumer is not refunded during the stated refund period. (Which was stated at 
briefing of review 3.) 

-the Un-monitored website might lead to safety concerns and possibly even a bad 
impression to anyone visiting as queries and accusatory reviews may not be rectified 
or explained. (Does not look good if there’s no response either, that could really give 
bad PR). 
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PESTLE 

P(political) – political affairs such as tax changes or an increase in minimum wage 
can have some impacts on the organisation but overall, for a hotel there won’t be 
anything major. 

E(economical) – the new hotel will be a benefit to a large populous of people such 
as tourists and people who want to see the pretty view and that want the worth of the 
money they spend, investors who might want to fund the Hotel’s growth and get a 
small stake in the company, people who seek work in costumer service or domestics 
and the government generating more revenue from tax. 

T(technological)- due to the underuse of the website from the clerks, the queries 
could potentially be answered automatically with an A.I algorithm that could require 
little human interaction and potentially just someone maintaining the website in order 
to maintain quality and professionalism and in turn it could be cheaper than hiring 
someone full time compared to paying a fee! (Between £6,000 and £500,000 to 
implement) 

L(legal)- Despite the use of AI, the Hotel will still be liable for any actions of the AI 
and so someone governing over that will be important. 

Furthermore, if the clerks fail to refund during the 48-hour window when requested, 
this could also lead to legal troubles as of that point it may be considered theft and 
will need to make sure that kind of incident does not occur. 

E(environmental)-Its important to consider the environment as part of the appeal of 
going to the hotel is the beauty you get to witness, such as the coast! Coastal erosion 
is a big threat and could squander the beauty with hard engineering or when its left 
unsolved! 

Furthermore, there could be traffic congestion depending on how well this hotel 
performs and that will need to be taken into consideration! 
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Research Outcomes 

 

 

Research 

In the research I could see that 
on average training an 
employee could cost at an 
estimate of £1,530 per 
employee!  

Budget: The AI Can cost 
£6,000, the clerk can cost 
£23,000 to £25,000  

My Two solutions are hiring a 
front desk clerk that will 
monitor an the AI on the coast 
views website and help 
answering phone calls. 

With this implementation, there will always beat least one clerk at the desk that could 
help provide a service and that will go on the values of simplicity and ease of use 
when using the website or calling. 

Furthermore, my other solution is implementing a cybersecurity system to guarantee 
safety and establish reliability while using the hotel services! 

 

(Sources: How to calculate average training cost per employee | HR blog 
(myhrtoolkit.com) 

 

How Much Does Cyber Security Cost? Common Cyber Security Expenses & Fees - 
Proven Data 

Cyber Security Traineeship – IT Career Switch 

Advertise a Job | Indeed for Employers 

 

 

Cyber security breaches survey 2024 - GOV.UK (www.gov.uk) 

“Half of businesses (50%) and around a third of charities (32%) report having 
experienced some form of cyber security breach or attack in the last 12 months. This 

is much higher for medium businesses (70%), large businesses (74%) and high-

budget £150,000 

Cost of hiring 
employee 

£25,000 

Cost of ai £6,000 

Cost of training £1,530 

Cybersecurity software £500(monthly) 

Cybersecurity 
hardware 

£6,000 

Cybersecurity officer £24,000 

Job advertisement Free on Indeed 

Total cost £63,030 

Budget left over £86,970 

https://www.myhrtoolkit.com/blog/calculate-average-training-cost-per-employee-hr-blog
https://www.myhrtoolkit.com/blog/calculate-average-training-cost-per-employee-hr-blog
https://www.provendata.com/blog/cyber-security-cost-expenses-fees/
https://www.provendata.com/blog/cyber-security-cost-expenses-fees/
https://info.itcareerswitch.co.uk/cyber-security/?msclkid=55ce125f3e501a16d2347440e2c49440&utm_source=bing&utm_medium=cpc&utm_campaign=Generics%20%7C%20UK%20%7C%20Cyber%20Security%20%7C%20Exact&utm_term=cyber%20security%20job&utm_content=Cyber%20Security%20Jobs
https://uk.indeed.com/hire/advertise-a-job
https://www.gov.uk/government/statistics/cyber-security-breaches-survey-2024/cyber-security-breaches-survey-2024
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income charities with £500,000 or more in annual income (66%).” – 2024 
cyberbreach survey 

 in my opinion it is justified to have some form of cyber-security especially to a 
growing hotel chain such as hotel view and it is justified to provide quality assurance, 
a quality management method that focuses on preventing mistakes rather than 
quality control that tries to find the problems as soon as possible to rectify it. If we 
can provide the website with an efficient booking with AI and make it safe, not only 
will it prevent the complications of booking, cancelling or amending a reservation, but 
a potential lawsuit from not mitigating the attacks of cyber security and with the 
added simplicity, they can expect coast view to being easy and reliable for the years 
to come! 

 
Methodologies: 

Kaizen a continuous improvement method to check, feedback and improve employee 
capabilities slowly but effectively 

Quality assurance is a broad process in preventing quality failures unlike quality 
control that aims to find mistakes rather to prevent them. 

Risk Severity RAG why mitigation 

AI not functioning the 
way it should be 

Amber Because the hotel 
could be legally 

responsible and the 
potential of 

overbooking can be at 
risk 

Someone to monitor AI 
activity and booking list 

DATA LEAKS or 
viruses 

RED Liable under the data 
protection act if it 

affects the clients or 
employees 

Trusted ai and good 
cybersecurity 

installation 

Unable to hire suitable 
Candidates 

GREEN It takes time and 
money to hire and if it 
doesn’t succeed, An 
Agency worker might 

have to cover that 
vacancy till then. 

Reach out and do the 
best you can with 

advertisement 

Training might fail amber It could be poorly 
executed in which 
might frustrate or 

leave gaps in 
knowledge after, 

worst case scenario 
resulting in the trainee 

quitting 

Find different 
approaches to training 
them and potentially a 

different trainer 
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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 Coastview 
Date 23/04/2024 
Author/Project 
Manager 

 

Version   
 
Document Approval 
 

Date Name Signature 
 
 

  

 
Background and Scope 
 
 
Coastview is a boutique hotel based in Dartmouth, with two hotels in Devon and Torquay, 
both holding 40 rooms and annually each generating £1.95 Million pounds. The business 
was first established in 2018 and has experienced big growth after covid, resulting in the 
hotel being fully booked often which also encouraged the hotel to expand with a third hotel 
building that is expected to be built in Salcombe in six months. 
 
The average price for a one-night stay is £120 and are future plans to branch into wedding 
and party venues. 
 
Coastview has 4 core values that are: simplicity, integrity, empathy and personalised. Which 
all are tailored for an easy and good customer service 
 
  Overall, the organisation has in total of 4-star reviews, often complimenting the waiters, 
housekeepers and the food, however is brought down due to booking difficulties on the 
answer phone and front desk staff having difficulties with time as it is constrained upon other 
front desk work such as handling money and talking to visitors in person. 
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Project Rationale 
 

Coastviews had invested £150,00 in order to resolve any issues regarding the 
costumer service within six months before the construction of the third hotel based 
in salcombe is due, such as, hiring (internally and externally), training and 
preparing employees for the new hotel. 

 
Project Aims and Objectives 
 
The aim is to improve customer service Via implementing new arrangements to the front 
desk clerks such as a clerk that will operate late evenings to mornings, implementing a clerk 
rotation in order for visitors to access 24-hour assistance if it is needed. The consideration 
to hire only one clerk for the night is reasonable as people aren’t as active as they are in 
the daytime hours in which would result in it being easier at nights. 
 
Furthermore, there’s also a consideration to implement Artificial intelligence to oversee the 
phone-calls and website queries in the forums. If properly used it can ensure simplicity for 
the costumers and ease upon the front desk clerks that will not be overwhelmed with the 
backlog of calls and keeping the coastviews website active and informed. 
 
Also, concerns with AI are not unnoticed as threats of corruption, cyber-attacks and the AI 
going Haywire is to be expected, with the implementation of cybersecurity technology and 
specialist, we can ensure the website in the growing chain of coastviews is safe and 
comfortable for everyone to use as threats of cyberbreaches have increase in the past few 
years  
 
“Half of businesses (50%) and around a third of charities (32%) report having experienced 
some form of cyber security breach or attack in the last 12 months. This is much higher for 
medium businesses (70%), large businesses (74%) and high-income charities with 
£500,000 or more in annual income (66%).” – 2024 cyberbreach survey- .gov.uk 
 
 

 
Budget / anticipated costs 
 

Total budget  
 
£150,000 

Budget breakdown  

 
budget £150,000 
Cost of hiring employee £25,000 
Cost of ai £6,000 
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Cost of training £1,530 
Cybersecurity software £500(monthly) 
Cybersecurity hardware £6,000 
Cybersecurity officer £24,000 
Job advertisement Free on Indeed 
Total cost £63,030 
Budget left over £86,970 

 
Project Management Team 
 

Role Reports to 

-Chair administrator 
-Project manager 
- project co-coordinators  

- no one 
- chair administrator 
-project manager 

 
Project Key Stakeholders  
 

Name Role and responsibilities 

 
-Chair administrator 
-visitors 
 
-Front desk clerks 
 
-Front desk supervisor 
 
-general manager 

- the client that ordered this project, 
expects good results and intel 
- will be affected by the change, the main 
people we try to please 
-people we try to lessen the burden on 
 
-Responsible for the training the new front 
desk clerks 
- responsible to keep things in place and to 
ensure the smooth operations of the hotel 

 
Project Deliverables  
 

Deliverable details Format of deliverable Completion target date 
New front desk clerk in 
order to implement a 
rotation and ease the 
burden 

Hiring and training new 
employees via on-the-job 
training 

1-2 months 

Implementation of AI and 
cybersecurity software 

Purchasing ai system, 
implement it. 
Hiring cybersecurity officer 
and implementing 

Ai- 2 months 
Software – 3 weeks 
Hardware-1-2 month 
Cybersecurity officer- 1 
month 
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cybersecurity software and 
hardware 

 
Risks 
 

Risk Number Risk Details 
Risk Level 

(Low, Med, High) 
Risk Mitigation 

1 
 

Cybersecurity 
hardware late, 
delaying the 
expected time 

med Order in advance 

2  
AI bugging, 
resulting in delays 

low Use a trusted 
person with IT 

 
3 

Training fails, 
frustration or lack 
of skills 

low Make it simple and 
easy to understand 
or switch out 
training instructor 

 
4 

DATA LEAKS or 
viruses 

high Cybersecurity 
officer or a good 
vpn 

 
Quality Management Method  
 
 
Quality assurance- like quality control, however it focuses more on preventing mistakes 
from occurring such as practicing and working at a standard, rather than finding mistakes 
and rectifying it. It will be a good implementation as it will help to assure quality with the 
frontal desk clerks and their services. 
 
Kaizen a continuous improvement method to check, feedback and improve employee 
capabilities slowly but effectively and which will motivate and improve the employee’s ability 
as time goes on. 
 
Quality control – important and as stated, it used to spot any mistakes and to rectify it as 
soon as possible 
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Project Evaluation Method  
 
 
Review based performance- measuring the performance of the employees via the reviews 
that are posted on the website like in the brief. However, they can be entitled and sometimes 
can be mean just for the fun of it. 
 
Survey based evaluation- an evaluation method conducted on the mass visitors entering to 
see if they enjoyed the service and if there are any improvements on, however, can be 
leading to biased answers or gaps of data as not all respond to the survey. 
 
Profit based evaluation - an increase in profit and the likelihood of returning costumers or 
booked rooms says a lot and can show we’re on the right track and that its growing. 
 

 
 



 

8715-033 Employer-Set Project – Summer 2024 E grade exemplar (v1.0) 16 

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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Plan on a Page 

topics answer justification 

Project goals Our project goal is to 
provide a reliable and safe 
service that can be trusted 
by the masses. Which will 
include hiring an additional 
front desk clerk and 
hopefully implementing AI 

The additional front desk 
clerk is a necessary 
development to increase the 
rate of positive reviews as 
from the brief it is stated that 
they are constrained with 
time. and will require an 
additional aid to operate 
with a better customer 
service 

The AI is to reduce the 
overall workload, to manage 
calls and complaints in the 
virtual field such as through 
calls or the website, without 
it, we would be hiring Two 
front desk clerks which 
would cost more for the 
same work. 

Key stakeholders -Chair administrator 
-Project manager 
- project co-coordinators  

-Front desk clerks 

Chair administrator- the 
chair administrator is an 
important stakeholder as 
they hold a massive stake at 
the company and would 
seek genuine benefits or 
progress 

Project manager-the project 
manager is the one 
responsible delivering the 
project and is essential to 
carry out the project that’s 
been tasked as they would 
have connections and 
responsibilities. 

Front desk clerks- they are 
important as they are relied 
on the costumers to handle 
complaints, cash, questions 
and bookings and require 
aid to be able to prepare 
them for the new hotel in 
Salcombe and to rectify the 
reviews and criticisms given 
out by visitors 
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Project deliverables -A more efficient Frontal 
desk Team 

- A safe, effective and 
simple booking virtually (via 
calling or booking through 
the website) 

-A more efficient frontal 
desk team is important to 
ensure that the visitors have 
constant assistance Via the 
use of staff rotations 
throughout the 24-hour 
period, typically 2 at daytime 
and one at night in a 
rotation, and the reasoning 
for that is because people 
are less active at night and 
usually asleep which means 
the rate of visitors is lower at 
night and workload should 
be doable for one front desk 
clerk at night. 

- one major problem was 
that calling for a booking or 
doing it through the website 
felt as if it was “nearly 
impossible” due to front 
desk clerks unable to cope 
with the workload in addition 
that was mentioned earlier. 

With the integration of AI, 
this would curb the 
workload, essentially 
handling the online calls and 
bookings by itself (with 
monitoring to ensure it 
complies with Coastview 
standards.) 
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Project schedule The project is due within 6 
months 

And the latest this project 
could end is 5 months 

Hiring and training new 
employees via on-the-job 
training 1-2 months, it’s a 
time-consuming process 
that can take some time 
finding the right candidates 
and training them 

Purchasing ai system, 
implement it. Ai- 2 months 
as you have to search, 
research, buy and then 
installing it into the systems 

Hiring cybersecurity officer 
and implementing 
cybersecurity software and 
hardware 

Software – 3 weeks since 
software are like apps and 
should be relatively easy to 
installed after purchase 
(should be installed after the 
hardware arrives) 

Hardware-1-2-month, bulky 
physical things, should be 
purchased and shipped first 
so you can do something 
while you wait for the 
hardware to arrive 

Cybersecurity officer- 1 
month because a license 
CSO would have undergone 
training and will be 
monitoring the Ai and the 
website. 

Resource support plan Paid training 

Access to additional funds (if 
necessary) 

 

Paid training- is more of a 
resource for hires in order to 
keep them motivated and to 
be able to prepare them for 
the job that’s been tasked 
for. 

The funds are slightly 
smaller than expected, if we 
go over budget, it’s a good 
short-term fix to get the 
resources required to get 
the project done. 
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Communication plan Team meetings/briefs 

Change booklets 

Website announcements 

Team meetings and briefs is 
a good thing to keep all the 
staff updated in all the 
lasted changes that can 
occur between employees 
(even though some might be 
too busy to attend or will 
slow the service if it’s the 
wrong timing). 

However, to keep the 
employees and visitors 
informed, we can make 
booklets and give them out 
so whoever comes by the 
hotel can be well informed. 

And a website 
announcement for anyone 
not present in person or to 
inform the visitors of any 
changes  

Risk management plan -Cybersecurity hardware 
late, delaying the expected 
time (medium risk) 

 

-AI bugging, resulting in 
delays (low risk) 

-Training fails, frustration or 
lack of skills (low risk) 

-Data Leaks or viruses (high 
risk) 

-priority order to be ordered 
first before any action is 
taken (so we can multitask 
and do something while we 
wait) 

-use ai with a trusted IT user 
or hire a specialist to help 
(worst case scenario need a 
new ai) 

-Make it simple and easy to 
understand or switch out 
training instructor 

-Cybersecurity officer or a 
good vpn as they are 
supposed to be qualified to 
handle that 

Evaluation method -Review based evaluation 

-Survey based evaluation 

-Profit based evaluation 

Review based performance- 
measuring the performance 
of the employees via the 
reviews that are posted on 
the website like in the brief. 
However, they can be 
entitled and sometimes can 
be mean just for the fun of it. 
 
Survey based evaluation- an 
evaluation method 
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conducted on the mass 
visitors entering to see if 
they enjoyed the service 
and if there are any 
improvements on, however, 
can be leading to biased 
answers or gaps of data as 
not all respond to the 
survey. 
 
Profit based evaluation - an 
increase in profit and the 
likelihood of returning 
costumers or booked rooms 
says a lot and can show 
we’re on the right track and 
that its growing 
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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 
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Employer-Set Project – Presentation Q & A Record (Task 1.4) 
8715-30 T Level Technical Qualification in Management and Administration 

8715-033 Employer-Set Project  

Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

Date DD/MM/YY 

 
Provider name <provider name> 

City & Guilds Provider No. 999999a 

 

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 

Demonstrated solid awareness of the brief. Included key topics.   

 
 

Presentation technique and use of technical language 

Well structured, very professional and included an agenda. Use of AI in project. Commented on 
government Cyber Survey.   

 

Communication with the audience 

Excellent eye contact, full of enthusiasm for the topic. Clear research carried out. Engaging.  
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Use of digital skills 

Well presented slides. Good use of font and colour. Clear and powerful.   

 

Tutor questions to candidate Candidate responses 

What did you find the most challenging aspect 
of planning and communicating the project to 
meet the objectives outlined in the brief and 
how did you overcome this?   

I found scheduling quite difficult but I focused 
on a little bit at a time.  

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

Implementing AI. AI popularity quite low just 
now.  Not to over rely on AI, consider Post 
Office scandal. Keep AI in check. Keep 
everyone safe! 

You have identified how your proposed 
solution meets the aims of the brief. Can you 
tell me why you think this proposal is best 
suited to meet these aims? 

When front desk clerk is out of office there will 
be no requirement for other staff to pick up 
their work. Increase in efficiency and customer 
services workload reduced.   

 

Any other aspects 

 

 

Tutor signature Date 

X

 
DD/MM/YY 

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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Managing Director Report 

The agenda: Some staff view as tipping and unfair and believe they should be shared fairly, 
in concern of imbalance in wages. 

There can be potential consequences of not having a solution as it can demotivate staff to 
the point of turnover (costing thousands of pounds to replace as staff are the largest 
expenditure) and, A bad PR rep as us not solving this can result in an assumption that 
coastviews is absolutely greedy and that they don’t empathise with their employees. 

Suggested recommendations: 

• To increase wages – this solution would be effective as there should be something 
wrong with the wages if they are concerned over the tips, it is cheaper to increase 
their wages rather than turning over staff, hiring and training new staff to replace the 
vacant positions. This will ensure that the staff are pleased and should not concern 
over tipping. 

• An employee shoutout- This is a clever idea that can develop the culture of the hotel. 
The theory behind this method is to allow visitors to “shoutout”/nominate an employee 
in which could result in the employee or staff team being nominated an award that 
can motivate them to be shouted out and bring a friendly competition within the 
organisation 
 

These solutions Are great for the reason of saving money, as this will reduce the likeliness of 
staff turnover and the expenses to replace and is a Non-invasive methods that go along side 
with our values and the implementation furthermore, is simple. 
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Staff Email  

Dear Staff of Coastview, 

Due to recent request to consider the fairness of tipping, it is delightful to announce that 
Coastviews are implementing changes for the better. With many discussions and delegations 
we have considered to implement two solutions that will grant additional support you and our 
culture. 

Wage increase 

This will affect all members earning a wage from Coastviews in order to relieve that stress 
during the cost-of-living crisis and as a token of appreciation for being part of the Coastviews 
team. This will be Implemented at the beginning of the upcoming month to assure everything 
turns out smoothly. 

Employee shoutout of the month 

The employee shoutout of the month will be a new change we are implementing that will 
excite your coastview experience as a member of our team. Visitors of the hotel may now 
shoutout to outstanding employees that will be recognised by us and with the highest 
shoutout will be awarded with a small ceremony and a prize in order to encourage your best 
and recognise the ones working hard that month, We, Coastviews empathise with the staff 
and the struggles that occur with the ever-expanding organisation, especially with the 
frequency of overbooking. 

We thank you for working with us and your efforts are greatly appreciated within this 
organisation. 

Yours Truthfully, 

Candidate Name - Project Co-coordinator 
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Employer-Set Project – Collaborative Problem Solving Observation 
Record (Task 2.1) 

8715-30 T Level Technical Qualification in Management and Administration 

8715-033 Employer-Set Project 

Candidate name <first name> <surname> 

City & Guilds candidate No. ABC1234 

Date DD/MM/YY 

 
Provider name <provider name> 

City & Guilds Provider No. 999999a 

 
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. 

Communicated well with the group, spoke clearly and listened well. Made eye contact and asked 
peers questions. Showed open body language.   

 

Collaboration/contribution to discussion. 

Contributed to the group discussion well, asked questions, considered others’ opinions and 
helped to resolve the presented issue. Was happy to lead questions.    

 
Ideas to solve problem/advantages and disadvantages.  

- Technical accuracy 
- Application of core knowledge and core skills 

Showed a good resolution to the problem with advantages and disadvantages considered. Was 
evidence he had researched well and considered the wider picture rather than the specific 
problem.   

 

Any other aspects 
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Tutor questions to candidate Candidate responses 

None required  

 

Tutor signature Date 

X

 
DD/MM/YY 

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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Evaluation 

I personally believe the project to be success and that I have completed it within the 
best of my ability, however its evident that further thinking was needed and that I 
many have overstepped in this project with confidence. additionally, there were many 
hurdles to overcome and the solutions offered were achieved. There are many things 
I could change in event of another ESP project, such as: 

 

• On my research, I believe I could have taken some more statistics that could 
have used as evidence to support my project solutions, alongside more in-
depth research when it came to scheduling and estimated cost. I believe a 
range would have been more realistic as it portrays services aren’t fixed and 
we could have gotten more leeway with the budget alongside it  

• Despite the success with these reasonable and within the budget solutions, I 
think the solutions like cybersecurity technology were slightly in the realms of 
unnecessary as it was not part of the demand but it was an asset to mitigate 
the risk of AI, and so, I believe there could have been cheaper solutions to 
remedy the AI risk which I believed was actually a good argument at the time. 

• On my plan-on-a-page, many aspects of the project revolved around the use 
of cybersecurity to include safety of the hotel chain, however, I believe my 
focus was too strong and that the time used could have also been used to 
tweak and modify other parts of the project such as the hotel staff or the 24-
hour rotation could have used a more potent explanation. 

 
 

The presentation was a success in my point of view, I had given good arguments 
such as the unfairness of filling in the clerks during out of hours and the threats of 
cybersecurity, However the statistics I included within the PowerPoint could have 
been read and developed more to sell the need of the cybersecurity technology. In 
addition to, I would have taken a bigger recognition of the stakeholders in the 
project as I not included, affected my performance in the presentation, as during it 
I had lost room to talk and lost a hold on the effects, which overall which added a 
minor flaw to the presentation, alongside forgetting the I in Pies that stood for 
Integrity. Furthermore, the blunder that I was most ashamed of was my behaviour 
during the presentation when I lost insight of my speech and made an impression 
of incompetence due to my nerves while it was recording and what I would change 
is prior to my submission to the presentation is that I have a good read and have a 
bit of mental practice in order to prepare me for the presentation. 
 

Within the brief, the project had three areas of Focus that set out the foundations of 
the Employer-set project that focused on the reservation process, service expansion 
and recruitment and training. 
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The key part of the reservation process and services, were the front desk clerks and 
the virtual field (website and phone answering machine).  As booking through the 
phone and website was described as impossible within the brief of the project, I had 
a strong faith that this could be rectified via automation with AI, as the front desk 
clerks had many responsibilities aside from handling the virtual aspects of their 
duties. 

The recruitment and Training were accomplished by hiring an additional front desk 
clerk, as during the Day the clerks work from 8 am to 8 pm and that outside those 
hours’ others would pitch in to cover (which I believed to be unfair as it was not their 
contracted duty) and my idea of hiring to implement a 24-hour rotation to keep the 
services open was a bold move, but it ensured the services were open throughout 
the day and night. However, I think other Implementations could have been used 
such as internally hiring the housekeeping manger but it was not in thought during 
the operation of the project and is evident that I could have done some more thinking 
and research tom solidify my solutions and claims 

During the group discussion, I offered varies ideas such unified tipping or the 
increase of wages for the employees (as I believed there had to be some sub-par 
wage standard that caused the concern of tipping within employees). I assumed my 
behaviour during the discussion was friendly and helpful, offering my idea. However, 
despite at my attempt to seem helpful, I instead had damaged the rapport of my 
colleagues when I mentioned the adverse effects of their solutions, which sparked an 
impression of condescension which I feel guilty for. In future discussions, I may have 
to attempt to be more approachable via not talking about the negatives so much and 
after evaluating my behaviour, I may ask for forgiveness to those my behaviour has 
affected. 
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R

 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, © 2024. ‘T-LEVELS’ is a registered trademark of the Department for Education. ‘T Level’ is a registered 
t rademark of the Institute for Apprenticeships and Technical Education. ‘Institute for Apprenticeships & Technical 
Education’ and logo are registered trademarks of the Institute for Apprenticeships and Technical Education.   

Every effort has been made 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 Limited (Reg No 16513878). All rights reserved. City & Guilds is a trademark of City & Guilds Limited. 
City and Guilds Group Giltspur House, 5–6 Giltspur Street London EC1A 9DE 
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