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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 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 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 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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Idea hub is an advertising and marketing agency based in Birmingham. This 
agency has grown massively over the 9 years it has been running. It began 
with offering traditional print which then diversified to digital marking and 
websites. One of Idea hubs key clients has announced its intention to revamp 
multiple of their websites and has invited idea hub and a couple of other 
agencies to pitch. They have 6 months till the pitch is required. The project 
manager needs us to identify a way in which the different teams can develop 
their working practices to give confidence to their clients regarding hitting 
deadlines, producing a quality product and ensuring value for money. 

PESTLE (political, economic, social, technology, legal, environmental) is 
an analysis used in strategic planning which shows how each of the 
factors will affect a business. 

POLITICAL 

- Brexit 
- Data protection laws could change again  
- Marketing services may start to cost more 
- Introduced challenges for digital marketers affecting compliance to the 

consumer behaviours  
- Cost of living 
- Trade policy 
- Government regulations 

ECONOMIC 

- Inflation (overall increase of prices of goods and services) 
- Higher interest rates 
- High unemployment levels 
- Exchange rate 
- Stability/instability in target markets 
- Economic growth rate 
- Disposable income of consumers. Do people have the extra money now 

because  
of the cost of living?  

SOCIAL 

- Online shopping trends – increase of sales 
- The pandemic – people did everything online 
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- Peer groups 
- Day-to-day challenges 
- Income levels 

TECHNOLOGY 

- Advanced technology – efficiency, effectiveness, meet client’s 
expectations easier/quicker. 

- Multiple strategies 
- Social media management 
- Algorithms  
- Personalization – recommendations, leads to higher engagement and 

customer satisfaction. 

LEGAL 

- Make sure it complies with legal and regulatory 
requirements of other countries if international. This will 
help the company smoothly perform its operations. 

- The electronic commerce (EC Directive) regulations 2002. 
This is the main framework for online business activity in 
the UK. They create rules for trading, advertising, 
contracting, and providing services online. 

- Companies must be transparent about the data they collect 
from customers. 

- Data protection act 

ENVIRONMENTAL 

- Should invest in the development of using renewable 
sources of energy to decrease carbon emissions. 

- High energy consumption 
- Electronic waste 
- Increase of Web traffic over years 

 

SWOT (strengths, weaknesses, opportunities and threats) helps a 
business to come up with strategies. It also helps us weigh up the 
opportunities with the threats to work out whether our strategy is going 
to be successful. 
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STRENGTHS 

 

- Idea hub has diversified from traditional print and physical advertising to 
digital marketing and websites 

- 67.5% of the population use the internet so you can reach a larger 
audience 

- Many channels to reach the right audience 
- Offers cost effective and larger budget 
- Global audience 
- Social media influence 
- Variety of adverts 
- Brand recognition 
- effective 

WEAKNESSES 

- The new operations and client services managers stated there are 
problems with the team that need addressing 

- Dependency on technology 
- A technology failure can bring anything to a halt  
- Sometimes the messages you are trying to get across don’t reach the 

right audience which is a waste of time and money. 
- No human connection 
- Consistent changes which we must adapt too 

OPPORTUNITIES 

- Idea Hub is focusing on strategy, business growth and financial 
management 

- Global/local reach 
- Adaptable 
- Measurable 
- Increased engagement 
- Effective targeting 
- Extra income 
- If websites are revamped  

THREATS 
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- AD blocking technology – which is one of our biggest threats as we 
will be wasting a lot of money advertising things for people to not 
have to watch them. 

- Cybersecurity and data breaches – hacking/scamming 
- Economy down falls 
- Budgets 
- Intense competition 
- Negative public perception 

 

Resources used for PESTLE and SWOT: 

5 Ways Brexit Could Impact Your Online Business - it'seeze 

PESTLE Analysis of Digital Marketing 

The Environmental Impact of Advertising | Earth.Org 

https://www.bing.com/ck/a?!&&p=332670f8d7499e4be9e8979e94cc5a1ee07202cb455cf
a45f465f81bcc274938JmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc19
99f-7eb4-68f8-3cc9-
8c497f2369ab&psq=strengths+of+digital+marketing&u=a1aHR0cHM6Ly93d3cua2VuZ
Wt0ZGlnaXRhbC5ubC90aGUtc3RyZW5ndGhzLWFuZC13ZWFrbmVzc2VzLW9mLWRpZ
2l0YWwtbWFya2V0aW5nLWNoYW5uZWxzLw&ntb=1 

SWOT Analysis of Digital Marketing Industry's Evolving Landscape 

Understanding UK Electronic Commerce Regulations: What Every Online Business 
Must Know | Sprintlaw UK 

https://www.bing.com/ck/a?!&&p=f5ea9048db21ff1d9dd655bd13641d6670893d522b80a
5107bfc363c3dcc70ceJmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc19
99f-7eb4-68f8-3cc9-
8c497f2369ab&psq=how+many+people+use+the+internet&u=a1aHR0cHM6Ly93d3cub
2JlcmxvLmNvbS9zdGF0aXN0aWNzL2hvdy1tYW55LXBlb3BsZS11c2UtaW50ZXJuZXQ&
ntb=1 

 

 

 

 

Market analysis 

https://www.bing.com/ck/a?!&&p=34d680fa8bd0e7b644d9daf9236c46ca661b250dff7d54156bee0a9e535bf633JmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=why+will+brexit+affect+revamping+websites&u=a1aHR0cHM6Ly9pdHNlZXplLmNvbS9ibG9nLzUtd2F5cy1icmV4aXQtY291bGQtaW1wYWN0LXlvdXItb25saW5lLWJ1c2luZXNzLw&ntb=1
https://www.bing.com/ck/a?!&&p=c7d6ad6f21fb02c2620767b6bc83ca6527ce7e1e5bee4463c32199e57d780e03JmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+will+social+factors+affect+online+marketing&u=a1aHR0cHM6Ly9zd290YW5kcGVzdGxlYW5hbHlzaXMuY29tL3Blc3RsZS1hbmFseXNpcy1vZi1kaWdpdGFsLW1hcmtldGluZy8&ntb=1
https://www.bing.com/ck/a?!&&p=82c98e8aa351d468d82ff5e979047e9901b0df0c84e470220f404254e2fac2dcJmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+does+digital+marketing+affect+the+planet&u=a1aHR0cHM6Ly9lYXJ0aC5vcmcvZW52aXJvbm1lbnRhbC1pbXBhY3Qtb2YtYWR2ZXJ0aXNpbmcv&ntb=1
https://www.bing.com/ck/a?!&&p=2e0187a5eccab39fdfd3ebdf820a12239b96de6080408b827c9b57505f0374bcJmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=THREATS+of+digital+marketing&u=a1aHR0cHM6Ly9wZXN0bGVhbmFseXNpcy5jb20vc3dvdC1hbmFseXNpcy1vZi1kaWdpdGFsLW1hcmtldGluZy1pbmR1c3RyeS8jOn46dGV4dD1UaHJlYXRzJTIwVG8lMjBUaGUlMjBEaWdpdGFsJTIwTWFya2V0aW5nJTIwSW5kdXN0cnklMjAxJTIwQWQtQmxvY2tpbmcsUGVyY2VwdGlvbiUyMG9mJTIwRGlnaXRhbCUyMEFkdmVydGlzaW5nJTIwQW5kJTIwRGF0YSUyMENvbGxlY3Rpb24lMjA&ntb=1
https://sprintlaw.co.uk/articles/understanding-uk-electronic-commerce-regulations-what-every-online-business-must-know/#:%7E:text=The%20Electronic%20Commerce%20%28EC%20Directive%29%20Regulations%202002%20%28%E2%80%9CECR%E2%80%9D%29,make%20the%20digital%20marketplace%20safe%2C%20fair%2C%20and%20transparent.
https://sprintlaw.co.uk/articles/understanding-uk-electronic-commerce-regulations-what-every-online-business-must-know/#:%7E:text=The%20Electronic%20Commerce%20%28EC%20Directive%29%20Regulations%202002%20%28%E2%80%9CECR%E2%80%9D%29,make%20the%20digital%20marketplace%20safe%2C%20fair%2C%20and%20transparent.
https://www.bing.com/ck/a?!&&p=f5ea9048db21ff1d9dd655bd13641d6670893d522b80a5107bfc363c3dcc70ceJmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+many+people+use+the+internet&u=a1aHR0cHM6Ly93d3cub2JlcmxvLmNvbS9zdGF0aXN0aWNzL2hvdy1tYW55LXBlb3BsZS11c2UtaW50ZXJuZXQ&ntb=1
https://www.bing.com/ck/a?!&&p=f5ea9048db21ff1d9dd655bd13641d6670893d522b80a5107bfc363c3dcc70ceJmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+many+people+use+the+internet&u=a1aHR0cHM6Ly93d3cub2JlcmxvLmNvbS9zdGF0aXN0aWNzL2hvdy1tYW55LXBlb3BsZS11c2UtaW50ZXJuZXQ&ntb=1
https://www.bing.com/ck/a?!&&p=f5ea9048db21ff1d9dd655bd13641d6670893d522b80a5107bfc363c3dcc70ceJmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+many+people+use+the+internet&u=a1aHR0cHM6Ly93d3cub2JlcmxvLmNvbS9zdGF0aXN0aWNzL2hvdy1tYW55LXBlb3BsZS11c2UtaW50ZXJuZXQ&ntb=1
https://www.bing.com/ck/a?!&&p=f5ea9048db21ff1d9dd655bd13641d6670893d522b80a5107bfc363c3dcc70ceJmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+many+people+use+the+internet&u=a1aHR0cHM6Ly93d3cub2JlcmxvLmNvbS9zdGF0aXN0aWNzL2hvdy1tYW55LXBlb3BsZS11c2UtaW50ZXJuZXQ&ntb=1
https://www.bing.com/ck/a?!&&p=f5ea9048db21ff1d9dd655bd13641d6670893d522b80a5107bfc363c3dcc70ceJmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+many+people+use+the+internet&u=a1aHR0cHM6Ly93d3cub2JlcmxvLmNvbS9zdGF0aXN0aWNzL2hvdy1tYW55LXBlb3BsZS11c2UtaW50ZXJuZXQ&ntb=1
https://www.bing.com/ck/a?!&&p=f5ea9048db21ff1d9dd655bd13641d6670893d522b80a5107bfc363c3dcc70ceJmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+many+people+use+the+internet&u=a1aHR0cHM6Ly93d3cub2JlcmxvLmNvbS9zdGF0aXN0aWNzL2hvdy1tYW55LXBlb3BsZS11c2UtaW50ZXJuZXQ&ntb=1
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G & Co is a world leading fashion and luxury marketing and advertising 
agency. They want to enhance customer experiences, make a drive in digital 
transformation and build a highly competitive edge. 

G & Co is a strategy and experience partner headquartered in New York City, 
built to drive growth for ambitious brands with global reach and local talent. 
Our team of 100+ strategists and creatives operates at the intersection of 
business, design, and culture. As a certified minority business enterprise 
(MBE), we transform ideas into impact, helping brands define what’s next. This 
information was found on G & Co’s website. 

 

 

Title Summary RAG 
rating 
of 
source 

References for information 
collected 

Political BREXIT may potentially be a problem for 
the Idea hub agency because of the 
possible change in data protection laws. 
Marketing services may also begin to cost 
more due to the cost of living which could 
put a heavy strain on those who want to 
reach a larger audience using digital 
marketing with a budget. We also need to 
consider trading laws and government 
regulations to ensure we are following 
everything we need to. 

G 5 Ways Brexit Could Impact Your 
Online Business - it'seeze  

PESTLE Analysis of Digital Marketing 

 

 

Economica
l 

Inflation may become a problem for digital 
marketing as the price of goods and 
services may take a large increase due to 
many things, however one being a raise 
in cooperation tax which will surely affect 
a large amount of businesses across the 
UK. Inflation is usually caused by an 
imbalance in supply and demand. Higher 
interest rates influence how much people 

G Economic Stability - Definition, 
Factors, Indicators, Examples 

https://www.bing.com/ck/a?!&&
p=44bdf0ea9c0dafabb0f2365d5
def4aff0d639a4d12f804b28d8c6
1d10b8f06d4JmltdHM9MTc0NT
M2NjQwMA&ptn=3&ver=2&hsh
=4&fclid=2cc1999f-7eb4-68f8-
3cc9-
8c497f2369ab&psq=why+might

https://www.bing.com/ck/a?!&&p=34d680fa8bd0e7b644d9daf9236c46ca661b250dff7d54156bee0a9e535bf633JmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=why+will+brexit+affect+revamping+websites&u=a1aHR0cHM6Ly9pdHNlZXplLmNvbS9ibG9nLzUtd2F5cy1icmV4aXQtY291bGQtaW1wYWN0LXlvdXItb25saW5lLWJ1c2luZXNzLw&ntb=1
https://www.bing.com/ck/a?!&&p=34d680fa8bd0e7b644d9daf9236c46ca661b250dff7d54156bee0a9e535bf633JmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=why+will+brexit+affect+revamping+websites&u=a1aHR0cHM6Ly9pdHNlZXplLmNvbS9ibG9nLzUtd2F5cy1icmV4aXQtY291bGQtaW1wYWN0LXlvdXItb25saW5lLWJ1c2luZXNzLw&ntb=1
https://www.bing.com/ck/a?!&&p=c7d6ad6f21fb02c2620767b6bc83ca6527ce7e1e5bee4463c32199e57d780e03JmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+will+social+factors+affect+online+marketing&u=a1aHR0cHM6Ly9zd290YW5kcGVzdGxlYW5hbHlzaXMuY29tL3Blc3RsZS1hbmFseXNpcy1vZi1kaWdpdGFsLW1hcmtldGluZy8&ntb=1
https://www.bing.com/ck/a?!&&p=1f5601f50e3ad4ddbd801cb754dcc3b7f3974303feb3443b81c9c4e63eca3348JmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=whats+the+effect+of+stability+economically&u=a1aHR0cHM6Ly93d3cud2FsbHN0cmVldG1vam8uY29tL2Vjb25vbWljLXN0YWJpbGl0eS8jOn46dGV4dD1UaGUlMjBiZW5lZml0cyUyMG9mJTIwYSUyMHN0YWJsZSUyMGVjb25vbXklMjBjYW4lMjBzcGVhayxiZXR0ZXIlMjBsaWZlJTIwZm9yJTIwdGhlJTIwY2l0aXplbnMuJTIwLi4uJTIwTW9yZSUyMGl0ZW1z&ntb=1
https://www.bing.com/ck/a?!&&p=1f5601f50e3ad4ddbd801cb754dcc3b7f3974303feb3443b81c9c4e63eca3348JmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=whats+the+effect+of+stability+economically&u=a1aHR0cHM6Ly93d3cud2FsbHN0cmVldG1vam8uY29tL2Vjb25vbWljLXN0YWJpbGl0eS8jOn46dGV4dD1UaGUlMjBiZW5lZml0cyUyMG9mJTIwYSUyMHN0YWJsZSUyMGVjb25vbXklMjBjYW4lMjBzcGVhayxiZXR0ZXIlMjBsaWZlJTIwZm9yJTIwdGhlJTIwY2l0aXplbnMuJTIwLi4uJTIwTW9yZSUyMGl0ZW1z&ntb=1
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spend which influences how high or low 
business’ set their sales. If the interest 
rate increases, business will have to 
lower their prices to get sales. If 
unemployment levels are high that will 
also cause issues for making sales. We 
are also affected by an increasing 
exchange rate which could lead to 
multiple issues as the country’s exports 
will be relatively expensive. 

Stability in target markets – more 
employment opportunities, increased 
public expenditure, improved living 
standards. 

Instability in target markets – 
unemployment, inflation. 

Economic growth rate – increase in GDP 
(gross domestic product) which could 
create a negative impact on a company’s 
sales and income. 

Disposable income of consumers. Do 
people have the extra money now 
because of the cost of living. 

+inflation+becomne+a+problem
&u=a1aHR0cHM6Ly93d3cuZm9
yYmVzLmNvbS9hZHZpc29yL3
BlcnNvbmFsLWZpbmFuY2Uvd
2h5LWlzLWluZmxhdGlvbi1iYW
Qv&ntb=1 

Social Online shopping trends – creates an 
increase of sales, faster deliveries, improved 
payment flexibility. For example, BNPL (buy 
now pay later) is suitable for people who 
need something but don’t have the money at 
the time. 

The pandemic (covid-19) is a prime example 
of when shopping online was trending and 
when online businesses had an increase in 
sales 

Peer groups have a big effect socially by 
influence, perspective and viewpoints. This 

     A The Future of Online Shopping 
Trends in 2025: What’s Next for 
Consumer Behavior and 
Experience? | ConnectPOS 

https://www.connectpos.com/the-future-of-online-shopping-trends-in-2025/
https://www.connectpos.com/the-future-of-online-shopping-trends-in-2025/
https://www.connectpos.com/the-future-of-online-shopping-trends-in-2025/
https://www.connectpos.com/the-future-of-online-shopping-trends-in-2025/
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also comes with day-to-day challenges to 
meet the expectations. 

Income levels can affect the social aspect 
because of segregation between people 
with higher incomes to people with lower 
incomes. 

Technol
ogical 

Advanced technology creates efficiency, 
effectiveness and helps us meet clients’ 
expectations easier/quicker. Technology is 
usually reliable however when we are let 
down by a technological fault it can bring 
anything to a halt. So, dependency on 
technology can be risky. Technology is also 
great for social media management, such as 
digital footprint, publishing, editing etc. This 
is truly what keeps a lot of businesses in the 
public eye. 

Algorithms are perfect for advertising as 
they find the precise target audience for 
your goods and services so consumers who 
are more likely to be interested in your 
product are going to see it. For example, if 
you react with a post, you are more likely to 
get posts similar pop up. 

Recommendations lead to higher 
engagement and customer satisfaction. This 
is a common method in online marketing to 
get users browsing their site to interact. 

G PESTLE Analysis of Digital 
Marketing 

 

https://www.bing.com/ck/a?!&&p=c7d6ad6f21fb02c2620767b6bc83ca6527ce7e1e5bee4463c32199e57d780e03JmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+will+social+factors+affect+online+marketing&u=a1aHR0cHM6Ly9zd290YW5kcGVzdGxlYW5hbHlzaXMuY29tL3Blc3RsZS1hbmFseXNpcy1vZi1kaWdpdGFsLW1hcmtldGluZy8&ntb=1
https://www.bing.com/ck/a?!&&p=c7d6ad6f21fb02c2620767b6bc83ca6527ce7e1e5bee4463c32199e57d780e03JmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+will+social+factors+affect+online+marketing&u=a1aHR0cHM6Ly9zd290YW5kcGVzdGxlYW5hbHlzaXMuY29tL3Blc3RsZS1hbmFseXNpcy1vZi1kaWdpdGFsLW1hcmtldGluZy8&ntb=1
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Legal Make sure everything complies with legal 
and regulatory requirements of other 
countries if the organisation is international. 
This is important as it could lead to a 
decrease in sales if you are not complying 
and respecting requirements. This always 
helps the company smoothly perform its 
operations without any problems along the 
way. 

The electronic commerce (EC Directive) 
regulations 2002. This is the main 
framework for online business activity in the 
UK. They create rules for trading, 
advertising, contracting, and providing 
services online. This is to ensure everything 
is fair and legal. 

Companies must be transparent/ truthful 
about the data they collect from customers. 
This is crucial as it is the first step to building 
trust with an organisation. 

Data protection act 2018 sets out strict 
guidelines for the collection, use and 
storage of personal data. Data protection is 
governed by the UK general protection 
regulation. 

 

 Legal Guidelines for Digital 
Marketing - Legal Foundations 

Understanding UK Electronic 
Commerce Regulations: What 
Every Online Business Must 
Know | Sprintlaw UK 

Data protection: The UK's data 
protection legislation - GOV.UK 

https://legalfoundations.org.uk/blog/legal-guidelines-for-digital-marketing/#:%7E:text=This%20article%20explores%20key%20legal%20guidelines%20that%20businesses,standards%2C%20intellectual%20property%20rights%2C%20and%20email%20marketing%20compliance.
https://legalfoundations.org.uk/blog/legal-guidelines-for-digital-marketing/#:%7E:text=This%20article%20explores%20key%20legal%20guidelines%20that%20businesses,standards%2C%20intellectual%20property%20rights%2C%20and%20email%20marketing%20compliance.
https://sprintlaw.co.uk/articles/understanding-uk-electronic-commerce-regulations-what-every-online-business-must-know/#:%7E:text=The%20Electronic%20Commerce%20%28EC%20Directive%29%20Regulations%202002%20%28%E2%80%9CECR%E2%80%9D%29,make%20the%20digital%20marketplace%20safe%2C%20fair%2C%20and%20transparent.
https://sprintlaw.co.uk/articles/understanding-uk-electronic-commerce-regulations-what-every-online-business-must-know/#:%7E:text=The%20Electronic%20Commerce%20%28EC%20Directive%29%20Regulations%202002%20%28%E2%80%9CECR%E2%80%9D%29,make%20the%20digital%20marketplace%20safe%2C%20fair%2C%20and%20transparent.
https://sprintlaw.co.uk/articles/understanding-uk-electronic-commerce-regulations-what-every-online-business-must-know/#:%7E:text=The%20Electronic%20Commerce%20%28EC%20Directive%29%20Regulations%202002%20%28%E2%80%9CECR%E2%80%9D%29,make%20the%20digital%20marketplace%20safe%2C%20fair%2C%20and%20transparent.
https://sprintlaw.co.uk/articles/understanding-uk-electronic-commerce-regulations-what-every-online-business-must-know/#:%7E:text=The%20Electronic%20Commerce%20%28EC%20Directive%29%20Regulations%202002%20%28%E2%80%9CECR%E2%80%9D%29,make%20the%20digital%20marketplace%20safe%2C%20fair%2C%20and%20transparent.
https://www.gov.uk/data-protection
https://www.gov.uk/data-protection
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Environ
mental 

Environmental factors such as investing in 
the development of using renewable 
sources of energy is crucial as this is what 
will support us to decrease carbon 
emissions which is a serious global issue 
affecting the planet daily. 

The problem with digital marketing is that it 
creates a high energy consumption and 
leaves a high amount of electronic waste. E-
waste (electronic waste) contains hazardous 
chemicals and heavy metals that pose risks 
to human health and the environment. 

Increase of web traffic over the years 
creates a carbon footprint of internet usage. 
Every action on the internet creates CO2 
emissions. 

 The Environmental Impact of 
Advertising | Earth.Org 

The Growing Threat of E-
Waste: Causes, Consequences, 
and Soluti… 

Internet Pollution: How the 
Internet Affects the 
Environment 

 

 

 

 

https://www.bing.com/ck/a?!&&p=82c98e8aa351d468d82ff5e979047e9901b0df0c84e470220f404254e2fac2dcJmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+does+digital+marketing+affect+the+planet&u=a1aHR0cHM6Ly9lYXJ0aC5vcmcvZW52aXJvbm1lbnRhbC1pbXBhY3Qtb2YtYWR2ZXJ0aXNpbmcv&ntb=1
https://www.bing.com/ck/a?!&&p=82c98e8aa351d468d82ff5e979047e9901b0df0c84e470220f404254e2fac2dcJmltdHM9MTc0NTI4MDAwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=how+does+digital+marketing+affect+the+planet&u=a1aHR0cHM6Ly9lYXJ0aC5vcmcvZW52aXJvbm1lbnRhbC1pbXBhY3Qtb2YtYWR2ZXJ0aXNpbmcv&ntb=1
https://www.bing.com/ck/a?!&&p=e13678e25ca18fac5b686c4a21f83f4dd53435b28d6e9fe34f1a690f43262f57JmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=what+does+electronic+waste+cause&u=a1aHR0cHM6Ly96ZXJvd2FzdGVjYWxpZm9ybmlhLm9yZy8yMDI0LzA0LzIzL3RoZS1ncm93aW5nLXRocmVhdC1vZi1lLXdhc3RlLWNhdXNlcy1jb25zZXF1ZW5jZXMtYW5kLXNvbHV0aW9ucy8jOn46dGV4dD1FLXdhc3RlJTIwY29udGFpbnMlMjBoYXphcmRvdXMlMjBjaGVtaWNhbHMlMjBhbmQlMjBoZWF2eSUyMG1ldGFscyUyMHRoYXQsYW5kJTIwYWlyJTJDJTIwY29udGFtaW5hdGluZyUyMGVjb3N5c3RlbXMlMjBhbmQlMjBlbmRhbmdlcmluZyUyMHB1YmxpYyUyMGhlYWx0aC4&ntb=1
https://www.bing.com/ck/a?!&&p=e13678e25ca18fac5b686c4a21f83f4dd53435b28d6e9fe34f1a690f43262f57JmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=what+does+electronic+waste+cause&u=a1aHR0cHM6Ly96ZXJvd2FzdGVjYWxpZm9ybmlhLm9yZy8yMDI0LzA0LzIzL3RoZS1ncm93aW5nLXRocmVhdC1vZi1lLXdhc3RlLWNhdXNlcy1jb25zZXF1ZW5jZXMtYW5kLXNvbHV0aW9ucy8jOn46dGV4dD1FLXdhc3RlJTIwY29udGFpbnMlMjBoYXphcmRvdXMlMjBjaGVtaWNhbHMlMjBhbmQlMjBoZWF2eSUyMG1ldGFscyUyMHRoYXQsYW5kJTIwYWlyJTJDJTIwY29udGFtaW5hdGluZyUyMGVjb3N5c3RlbXMlMjBhbmQlMjBlbmRhbmdlcmluZyUyMHB1YmxpYyUyMGhlYWx0aC4&ntb=1
https://www.bing.com/ck/a?!&&p=e13678e25ca18fac5b686c4a21f83f4dd53435b28d6e9fe34f1a690f43262f57JmltdHM9MTc0NTM2NjQwMA&ptn=3&ver=2&hsh=4&fclid=2cc1999f-7eb4-68f8-3cc9-8c497f2369ab&psq=what+does+electronic+waste+cause&u=a1aHR0cHM6Ly96ZXJvd2FzdGVjYWxpZm9ybmlhLm9yZy8yMDI0LzA0LzIzL3RoZS1ncm93aW5nLXRocmVhdC1vZi1lLXdhc3RlLWNhdXNlcy1jb25zZXF1ZW5jZXMtYW5kLXNvbHV0aW9ucy8jOn46dGV4dD1FLXdhc3RlJTIwY29udGFpbnMlMjBoYXphcmRvdXMlMjBjaGVtaWNhbHMlMjBhbmQlMjBoZWF2eSUyMG1ldGFscyUyMHRoYXQsYW5kJTIwYWlyJTJDJTIwY29udGFtaW5hdGluZyUyMGVjb3N5c3RlbXMlMjBhbmQlMjBlbmRhbmdlcmluZyUyMHB1YmxpYyUyMGhlYWx0aC4&ntb=1
https://onqor.com/blog/environment/analysis-of-internet-pollution-and-digital-carbon-footprint/
https://onqor.com/blog/environment/analysis-of-internet-pollution-and-digital-carbon-footprint/
https://onqor.com/blog/environment/analysis-of-internet-pollution-and-digital-carbon-footprint/
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Problem: The managing director has been heavily involved in the operational running of the business. 
This will cause the managing director stress, too much workload and leave them struggling to complete 
the workload of their own job as they are having to do someone else’s. The team is also not working 
together to focus on the existing client’s needs. This could end in a loss of current customers as not 
meeting the current set expectations. Along with this there is also additional problems with the team that 
need addressing. Each team is working on their individual task without consideration for the needs of 
other teams. This is resulting in client deadlines not being met, work not aligning with the clients’ 
requirements and resources not being used effectively. 

Effect: The effect of this is a loss of client satisfaction leading to reputational damage and a reduction in 
business won. Client deadlines also are not being met and work not aligning with the clients’ 
requirements and resources not being used effectively. 

 

Potential Action Having a large staff meeting with each 
staff member to address and discuss 
every problem so that everyone can 
work together as a team and have a 
higher success rate with customers’ 
expectations. Additional staff training 
for those who are lacking the skills 
needed. 

I believe hiring would be necessary and 
making sure we hire people who are very 
highly skilled and trained so that we can 
build a good reputation back up for our 
agency. 

Benefits of the 
potential action 

It ensures that all staff members are 
on the same level and have an equal 
understanding of how every staff 
members role is equally important and 
how they should all be considered in 
the agency. 

It will increase staff morale as each 
staff member will have a better 
understanding of everyone’s strengths 
and weaknesses and the difficulties of 
their job. This also helps with staff 
engagement, being happy in your own 
job and the overall productivity/ 
outcome of the work itself. 

It will help solve business related 
challenges collectively instead of one 
person making the decision. This will 
make other staff members feel more 
involved and seen. Potentially making 

It will help the business earn more money 
over time as they have much higher 
expectations and standards for their work. 

Lower skilled staff are a lot more likely to 
cause even more problems for the 
business so having lots of high skilled staff 
will be a breath of fresh air for the agency. 

They bring lots of expertise and perfection 
to the table which the company don’t 
currently have. 

They also bring creativity to the table 
which is perfect for advertisement as 
that’s what engages customers and 
makes them more interested in your 
product or service. 

More productive, get things done quicker 
and more efficiently. 
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them want to try harder and be more 
successful. 

Will help strengthen communication 
and relationships. 

Staff training will help strengthen 
existing skills and create new ones 
and will help boost efficiency as staff 
members will be much more confident 
in their job. 

Equal workload – the managing director 
wont have to be so involved with everyone 
else’s job. 

The benefit value 

3 - high  

2 -medium 

1 - low 

3 as I believe it’s a cheap, easy 
method to help the agency congregate 
and work together for the drive to 
success. 

3. It will be quite expensive to hire highly 
trained staff and purchase more 
equipment that they can use and is 
efficient enough for them. 

Costs Training and development – estimated 
loss of 3 hours’ worth of work a week 
for each employee. Will cost around 
£1600 

It will cost around £140 000 to hire highly 
trained staff and an extra £55 000 to equip 
them with the technology they need to be 
efficient. 

Impact of the 
costs 

3 – high 

2 – medium  

1 - low 

1 – extremely low cost from our £200 
000 budget. Will give us flexibility with 
costs on other actions. 

3 – high however I think this will make the 
biggest positive change for the business 
as client’s expectations are guaranteed to 
be met. 

Benefits - Costs 3-1=2 3-3=0 

Are you going to 
go further with 
this action? 

Yes/no/potentially 

Yes – I think it’s a great solution and 
will work perfectly with the problems 
the agency is facing. 

Yes – I think it’s a great solution for Idea 
Hub and will really make a positive and 
successful change for the business.  
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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 Idea Hubs ‘drive to success’ project 
Date 24/04/25 
Author/Project 
Manager 

xxx 

Version  1 
 
Document Approval 
  

Date Name Signature 
24/04/25 
 

xxx xxx 

 
Background and Scope 
 
Idea Hub is an advertising and marketing agency based in Birmingham which has 
been in the business for 9 years. Over the years, Idea Hub has marked their success 
by modernizing their work from traditional print and physical advertising to digital 
marketing and websites. This transformation has expanded the business and given 
the agency many more open doors and opportunities.  
 
Due to the agency’s success and transformation to digital marketing, there is now a 
content team, web development team and client services team. This was extremely 
necessary for Idea Hub as of the development that was taking place within the 
business, it was crucial they had staff who could support those sectors. 
 
The business was originally set up by the managing director and the finance director. 
However, because of the growth the agency is undertaking, they have recently 
decided to employ an operations manager and a client services manager. This is so 
that the business can specifically focus on value for money, a quality innovative 
product and a streamlined service without having extra workload. This way every 
task can be done to the best ability and standard. 
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Project Rationale 
 

The Idea Hubs ‘drive to success’ project is extremely necessary as recently there 
has been a few issues within the business related too being understaffed and 
inconsideration. The managing director has been heavily involved in the 
operational running of the business leading to extra stress and work not being 
completed too the expected standard the agency and clients wish for. It is crucial 
we find a solution for this as it is bringing the agencies good reputation down which 
has taken a lot of hard work to gain. 

 

The current directors have also stated that they have quite a few areas they wish 
to work and improve on however they have concerns that the current clients’ 
needs are not being met by the team, meaning staff is a focus area that would 
need to be prioritised. They have also identified that each team is working on their 
individual tasks without consideration for the needs of other teams. This is having 
a negative result on the agency leading to client deadlines not being completed on 
time, work not meeting the clients’ requirements and resources being used 
ineffectively. The agency has concerns that this is going to lead to a loss of current 
clients and future customers. Leaving clients unsatisfied could lead to reputational 
damage and a reduction in business won. 

 

Therefore, it is so important that Idea Hubs ‘drive to success’ project takes place 
as it will be what saves the business from falling apart and will bring it back to its 
highest success point again. 

 
Project Aims and Objectives 
 
Idea Hubs aims and objectives vary over staff participation and consideration for 
others.  
 
The project aims are: 
 

• Streamlined service – ensure that clients are confident putting their desire in 
Idea Hubs hands. 

• High quality products – All products/services must be kept at a high-level 
standard to ensure that customers are pleased and return. Also, so that the 
agency can be recommended on. 
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• Large focus on value for money – This is important as overcharging can lead 
to failure of business and this project is purely for making the agency 
successful once again. 

• Consideration of all teams – Making sure our staff can have consideration for 
other teams so we can all congregate and work together. This is key for 
success in a business. 

• Positive reputation - Work on building the reputation back up by having a 
strong focus on customers wants/needs. This will engage more customers 
and bring more money into the business. 

• Bring in higher-skilled staff – This is important as they have much higher 
standards and expectations for their own work. It will not only bring in more 
knowledge and creativity into the business but efficiency as well. This is 
perfect for Idea Hub as deadlines will be met. 

• Efficiency – Efficiency is important for Idea Hub as things can be done quick 
and easy to a high standard. This is where we consider investing in more 
technology which will increase the efficiency. 

 
All these aims and objectives are important for Idea Hubs ‘drive to success’ project 
as they are key to bringing a business to success. 
 
 
 
 
 
 
 
 
 

 
Budget / anticipated costs 
 

Total budget  
£200 000 
 

Budget breakdown  

Training and development – approx. £1600  
Breakdown: 
£100 pp for 15 staff members + an extra space if needed 
Hire highly trained staff – £140 000 
Breakdown: 
£35 000 * 4 new staff members = £140 000 
£35 000 annually pay for each new staff member 
New technology - £55 000 
4 new laptops for new staff – £2500 * 4 = £10 000 
Billboard in the centre of Birmingham for more engagement = 
£45 000 



 

8715-033 Management and Administration Employer-Set Project – Summer 2025 E grade exemplar (v1.0) 22 

 
 
Total - £196 600 
Remaining money left from budget - £3400 
Could be used for additional things we need to consider when 
completing the project. 
 

 
Project Management Team 
 

Role Reports to 

1. Project coordinator 
 

2. Operations manager 
 

3. Client services manager 
 

4. Design and creative team, web 
development team and 
content team  

 

5. Client services team 
 
6. 1x senior designer, 3x junior 

designers, 1x user experience 
designer 

 
7. 3x fronted developers, 3x 

backend developers 
 
8. 2x content writers, 1x content 

editor 
 
9. 1x senior account manager, 2x 

account managers 
 

 

1. Project manager 
 

2. Managing director, finance 
director 

 
3. managing director, finance 

director 
 

4. Operations manager 
 
 

5. Client services manager 
 
6. Design and creative team 

 
 
 

7. Web development team 
 
 
 

8. Content team 
 
 

9. Client services team 

 
Project Key Stakeholders  
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Name Role and responsibilities 

 
The staff 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The community/clients 
 
 
 
 
 
 
 
 
 
 
 
 
The managers  
 
 
 
 
 
 
 
 

 
The staff members role is to keep the 
business up and running by trying there 
hardest to create high quality work 
which meet the deadlines that are set. 
They are responsible for: 

• Meeting deadlines clients have 
made 

• Aligning with clients’ 
requirements 

• Getting the agency positive 
feedback 

• Keeping data safe and protected 
• Engaging in feedback managers 

have given for the project to 
succeed. 

 
The community’s role in the project is to 
give the agency feedback on what they 
can do to improve the business. 
They are responsible for: 

• Giving honest feedback and 
reviews 

• The agencies cash inflow 
• Interacting with Idea Hubs work/ 

services 
• Giving the agency requirements 

and deadlines 
 
The managers have an important role 
of keeping all staff to account and 
making sure all issues are resolved. 
They are responsible for: 

• Keeping staff to account 
• Resolving issues 
• Guiding employees 
• Setting rules and boundaries 
• Informing staff 
• Organizing meetings and 

training sessions 
 
Competitors role is to challenge Idea 
Hub  
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Competitors 

• Set challenges 
• Earn the better reputation 
• Receive the best feedback and 

reviews 
• Get the most engagement 
• Comparing 

 
Project Deliverables  
 

Deliverable details Format of deliverable 
Completion 
target date 

Having a whole agency staff 
meeting so all the issues occurring 
can be discussed so that all staff 
can be equalized, considered and 
heard. This will lead to a higher 
success rate with customers. 
Additional training will be 
organized for those who need 
extra support with completion of 
work set. For example, if a staff 
member is struggling to meet 
deadlines or meet client 
requirements, the additional 
training will help them gain a 
greater understanding of their role 
and responsibilities. This way the 
project aims can be explained to 
all staff so they know what to 
expect and what they can do to 
help make the project successful. 

This will be done through a 
face-to-face meeting on a day 
all staff are in work. Failure to 
attend to the meeting without 
an approved reason will lead 
to a consequence and a 
written warning. If there is an 
approved reason an 
employee cannot attend, this 
will escalate to a video call. 
This way the information is 
getting given to all staff. 

 
 
 
 
 
    25/06/25 

Another deliverable we have 
considered is hiring high skilled 
staff. Higher skilled staff will be 
extremely beneficial for the agency 
as it will bring in efficiency. Things 
will be done fast, precisely and will 
meet deadlines. 

This will be done through an 
employment platform such as 
yelp. This way we can find 
the high skilled staff we are 
looking for and we can find 
someone who meets all the 
skills for the job we are 
offering. 

 
 
 
     17/07/25 

 
Risks 
 

Risk Number Risk Details 
Risk Level 

(Low, Med, High) 
Risk Mitigation 
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         1. 
 

Technology faults 
which delay all work 
needing to be 
completed 
(dependency on 
technology) 

            high Ensure we have all 
updates downloaded 
up to date and have 
antiviruses 
protecting our 
websites  

         2. Inflation/disposable 
income of 
consumers – loss of 
sales, do people still 
have the money with 
the cost of living? 
 

           med Making sure our 
prices are 
reasonable so 
people can afford 
our products and 
services. 

         3. 
 

Government 
regulations changing 

           med Make sure your up 
to date with laws 
that could affect 
your business to 
avoid illegal 
activity 

         4. 
 

No consumer 
engagement 

           low Make sure you’re 
following the latest 
online trends to gain 
more engagement 
from consumers. 
Use methods that 
will bring customers 
in. 

 
Quality Management Method  
 
The way the agency will manage/maintain the quality is through weekly meetings 
with staff. This way the managers can stay up to date with work being completed by 
their employees and make sure they are at the right level and working to their best 
ability. This is crucial during the project period as if an employee needs extra 
support, they have a weekly scheduled appointment where they have the 
opportunity to talk to their manager about the issue. Another way we will maintain 
quality is setting clear expectations for employees that they need to meet. This way 
if there is a clear expectation, the employee has no excuse to avoid it and not meet 
it. This will also show a clear view of which employees are determined and which 
are not interested in the success of the project. 
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Project Evaluation Method  
 
 
 
 
 
 
 
 

 

 



 

8715-033 Management and Administration Employer-Set Project – Summer 2025 E grade exemplar (v1.0) 27 

Task 1.3 Project Planning 
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(ii) Justification 
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candidate DD/MM/YY 
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Plan-on-a-page – Idea Hubs ‘drive to success’ project 

Idea Hub is an advertising and marketing agency based in Birmingham. They have been in the business for 9 years and has grown steadily over this time. 
Over the 9 years, Idea Hub has been able to celebrate their success from transforming their marketing from traditional print and physical advertising to digital 
marketing and websites. With the large upgrade in business, the agency decided to grow the team. So, alongside the original design and creative team there 
is now a content, web development and client services team. However, alongside the success, there has been quite a few issues taking place within the 
business regarding lack of staff, inconsideration and not meeting clients’ needs and wants. 

S 

 

 

 

 

 

 

 

 

 

 

 

 

  

Project goals & objectives 

Idea Hubs main project goals are streamlined 
service, positive reputation and high-quality 
standard which is maintained throughout the 
business. This is crucial for the agency as we 
want to ensure that clients are confident putting 
their desires into Idea Hubs hands. We want all 
products/ services to be kept to a high-level 
standard to ensure that customers are pleased 
and want to return. We need to work on our 
reputation so we can build the business back 
up to success and bring more money in. And 
lastly the most important goal, efficiency. 
Efficiency is crucial for this agency as this way 
things can be done quick and easy to a good 
standard. Overall if we do these things and 
have excellent customer services, we are 
guaranteed to make a lot of progress. 

  

Project deliverables 

The deliverables for this project are having a 
whole agency staff meeting. This will give the 
opportunity to discuss all issues that are 
occurring, and we can ensure all staff are 
equalized, considered and heard. Additional 
training will also be scheduled for those 
employees that need extra support with 
deadlines, completion of work etc. Another 
deliverable for this project is hiring high skilled 
staff. Higher skilled staff will be so beneficial for 
the agency as workload will be completed 
efficiently, precisely and to a very high standard 
and importantly will always meet the deadlines 
that are set. This will give us the positive 
feedback we wish for and build our reputation 
back up. 

Communication plan  

The communication plan for this project is currently 
face-to-face meetings. We believe this is the most 
beneficial way to get our messages across as 
employees can engage more in what we are 
saying and share their ideas. Hand gestures and 
eye contact is crucial when trying to get an 
important message across. We also don’t need to 
have the worry of having technological issues that 
hold the project up. If an employee is unable to 
attend a meeting because of an approved reason, 
video calls will then be used. This way we can still 
see the employee is engaging in the conversation 
and we can ensure that every single employee is 
getting the same message, so everyone is equal. 
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Schedule: 

     Time period for project      
            
 week 2 week 4 week 6 week 8 week 10 week 12 week 14 week 16 week 18 week 20 week 24 

Discuss plans with manager             
Organise staff meeting              
Allocate responsibilities              
Hiring platform will go live             
Start organising interviews               
Fortnightly staff progress checks                      
Invest in new technology               
Make sure all new tech is prepared               
Additional training for some staff                    
New staff in for training and brief              
Address issues with all staff              
End of project meeting              

 

Risk management plan 

Risk Risk mitigation 

Technology faults To avoid technology faults, we can make sure we have copies of everything 
crucial on paper, so we are not at risk of losing important information. We 
also need to ensure we have all updates downloaded up to date and have 
all the latest antiviruses. 

Inflation/disposable income of 
consumers. Do people still 
have the money? 

We need to make sure all our prices are reasonable so people can afford 
them especially in the cost-of-living crisis. We also need to make sure value 
for money is at its peak, so people are more interest in buying the products/ 
services we offer. 

No consumer engagement To reduce our risk of having no consumer engagement we need to make 
sure we are following the most recent online trends and be creative so that 
we can catch eyes and engage people. We should also use methods that 
are going to bring customers in. 

Resource support plan 

Budget breakdown (copied from PID)  

Budget = £200 000 

Training and development – approx. £1600  

Breakdown: 
£100 pp for 15 staff members + an extra space if 
needed 
Hire highly trained staff – £140 000 
Breakdown: 
£35 000 * 4 new staff members = £140 000 
£35 000 annually pay for each new staff member 
New technology - £55 000 
4 new laptops for new staff – £2500 * 4 = £10 000 
Billboard in the centre of Birmingham for more 
engagement = £45 000 
Total - £196 600 
Remaining money left from budget - £3400 
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Key stakeholders 

• Community – their role is to give 
feedback. 

• The staff – their role is to keep the 
business up and running 

• The managers – their role is to keep all 
staff to account. 

• Competitors – their role is to challenge 
idea hub. 

Evaluation methods 

I believe this project will be extremely successful as we have considered all factors that will or potentially happen. 
Our main goal is pleasing the clients and consumers and with this being our focus we are much more likely going 
to gain positive views, feedback and build up our reputation. We have budgeted each solution effectively so that 
we have a little remaining money in case of additional amends we need to make. For example, a few extra training 
sessions or another laptop. This can all be discussed towards week 22/24 of the project after we have done 
progress checks. This way we can clearly see what and who needs additional support to what’s already offered. 



 

8715-033 Management and Administration Employer-Set Project – Summer 2025 E grade exemplar (v1.0) 31 

Summary statement 

Idea hubs ‘drive to success’ project is a project which takes a deep focus on customer satisfaction, value for 
money and extremely high-quality services. I (project coordinator) have created a range of plans so that the 
project is smooth and easy to understand.  

Firstly, I did some research and from the research created a SWOT (strength, weakness, opportunities and 
threats) and a PESTLE (political, economic, social, technology, legal and environmental) diagram. This lay out 
the foundation for things I needed to consider and think about to make this project successful. These diagrams 
helped me come up with the solutions that are going to help Idea Hub improve the way they operate their 
business. After this, I did my market analysis which is where I researched similar agencies to Idea Hub and 
compared the way they run and operate. The market I chose was G and Co which is a world leading fashion and 
luxury marketing and advertising agency. 

Secondly, I created my cost benefit analysis. This is where you pull everything together and decide what will be 
the most cost effective and beneficial for your business. From completing this table, I soon realised that having 
additional training sessions and a large staff meeting with the whole agency to address issues and come to an 
equalized agreement was the best solution. It is cost effective, not too time consuming and can be organised as 
soon as needed. The cost benefit analysis also showed me how beneficial hiring highly skilled employees would 
be too the business; however, this isn’t as quick of a process so could be considered later in the 6-month period 
we have been given. 

Next, I needed to complete a project initiation document (PID). This covers things such as the background of the 
business, the rationale, the project aims, your budget breakdown etc. In this document I made sure to include as 
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much information as I could, so it was easy to understand the project plan I had created. I made sure for my 
budget breakdown I included what I will be spending the money on, how many things I will be buying with that 
budget and how much money will be remaining. I also stated that the remaining money could be used for 
additional use for things such as extra training sessions etc. My PID also consists of potential risks and risk 
mitigations. This table made me realise the potentials risks we need to consider are either very unlikely to 
happen or minor issues that could be easily fixed. For example, government regulations changing. This is 
unlikely to happen however if it does happen it won’t cause any major issues. 

I have also created a plan-on-a-page which is all my plan so far summarised on a page. On my plan-on-a-page I 
have included a small introduction to the business, the projects goals and objectives, the project deliverables, 
communication plan, my schedule (shown on the Gantt Chart), my risk management plan, resource support plan, 
key stakeholders and my evaluation method. I have vaguely explained each factor of the project but with enough 
detail to understand. My Gantt Chart shows the schedule over the 6-month period we have been given till the 
deadline.  
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Task 1.4 Presentation 
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Idea Hubs ‘drive to success’ Project
By Project Coordinator (xxx)

After lots of planning and thought, I have produced two solutions that I think will be
extremely beneficial to the agency. I have also planned out how to fit in each of these
solutions into the business and who they impact and how.
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Solution 1

My first solution is having a whole agency staff meeting which I believe will
create the primary impact as it is extremely cost effective and can be
organised as soon as it needs to be. This solution will benefit the business in
many ways as it gives staff the opportunity to mediate through any issues
that are currently occurring in the workplace, ensuring all staff are heard,
equalized and considered. This is key to a healthy working environment which
will certainly encourage staff to work to their best ability, creating high
quality work and exceptional customer service.

I have also decided that additional training for some staff members is crucial
for this agency. This way we can give extra support to those who need help
completing work to their best ability, meeting standards that have been set
and meeting deadlines. This is important as staff will have a better
understanding of their job and how it is important for the agency.
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Solution 2
The second solution I have produced is hiring highly
skilled staff members. I believe this will benefit the
organisation the most as you are bringing creative,
high quality work to the table. Workload will also be
done efficiently, using the right resources and will
also always meet deadlines.

This solution will encourage our clients to leave
feedback and reviews as they will be receiving the
best service and products they could wish for. This
will lead to our reputation taking a positive turn and
taking a shine in the media, ending in more
customers.
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Our aims/objectives for the project
Idea Hubs main project goals are streamlined service, positive reputation and
high-quality standard which is maintained throughout the business.

This is crucial for the agency as we want to ensure that clients are confident
putting their desires into Idea Hubs hands. We want all products/ services to be
kept to a high-level standard to ensure that customers are pleased and want to
return.

Efficiency is also crucial for this agency as this way things can be done quick and
easy to a good standard.

Overall if we do these things and have excellent customer services, we are
guaranteed to make a lot of progress.
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Expected Impacts
Using these two solutions, there will be many impacts which help Idea Hub gain success. These are
things such as

• Positive feedback

• Recommendations

• High quality work

• Consideration within the business

• Business growth

• Increase in income

• More sales/clients

• Increase in staff morale

• success
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Expected
Risks and
how we
can
prevent
them

Risk mitigationRisk

We can ensure all updates have been
downloaded to date and that we have
anti viruses installed. This will decrease
the chances of a technological fault
holding everything to a halt.

Technological faults

Make sure all staff have a great
understanding of the changes we have
made and why we have made them. This
way they will want to be part of the
reason Idea Hub becomes successful
again and will want to do the best they
can to help.

Staff not cooperating

To avoid this problem, we need to make
sure we are following the most recent
online trends so we can catch eyes and
engage consumers. We can also ensure
our value for money is at its peak, so
clients are more interested

No consumer
engagement
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Budget and the restrictions it creates
The impact of budget restrictions means that
we may not be able to make changes to there
full potential. For example, we will not be
able to hire more than 4 highly skilled/trained
staff. This is because their salary will be
higher due to their level of skill/expertise, and
we also must consider all the new technology
we need to provide them with.

Budget = £200 000

Training and development – approx. £1600

Breakdown:

£100 pp for 15 staff members + an extra space if needed

Hire highly trained staff – £140 000

Breakdown:

£35 000 * 4 new staff members = £140 000

£35 000 annually pay for each new staff member

New technology - £55 000

4 new laptops for new staff – £2500 * 4 = £10 000

Billboard in the centre of Birmingham for more engagement = £45 000

Total - £196 600

Remaining money left from budget - £3400
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Communication & Influence
Communication Plan
The project will be communicated
through face-to-face meetings. We believe
this is the most beneficial way to get our
messages across as employees can engage
more in what we are saying and share their
ideas. Eye contact and hand gestures are
also essential for a greater
understanding. We will also gain more
engagement from staff if a meeting is in a
working environment. If an employee is
unable to attend a meeting because of an
approved reason, video calls will then be used.
This way we can still see the employee is
engaging in the conversation and we can
ensure that every single employee is getting the
same message, so everyone is equal.

Influencing key stakeholders

To influence our key stakeholders, we are
going to explain all the benefits it will give to
the agency and how it will benefit them. It is
important to explain how it will benefit them
as that is what will make them want to
support the project. We also need to ensure
we keep them updated with progress and
changes that may be made.
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Delivery schedule:

Time period for project

week 24week 20week 18week 16week 14week 12week 10week 8week 6week 4week 2

Discuss plans with manager

Organise staff meeting

Allocate responsibilities

Hiring platform will go live

Start organising interviews

Fortnightly staff progress checks

Invest in new technology

Make sure all new tech is prepared

Additional training for some staff

New staff in for training and brief

Address issues with all staff

End of project meeting

This Gantt chart shows the 6-month period we have until the deadline, and what changes
will be made and when. Each step for the project has at least a 2-week deadline for
completion.
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Monitoring the
project

• The project will be monitored through
fortnightly staff progress checks. This
is crucial as we can monitor the
progress each staff member and each
part of the project is making. This will
give us a clear view of how successful
the project is going so far and help us
decided whether there is any more
changes that need to be to adjusted to
make it even more successful.
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Task 2.1 Collaborative Problem Solving 
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Evidence title / description (i) Managing Director Report 
(ii) Staff email 
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candidate DD/MM/YY 
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Solution 1   
• My first solution is having a whole agency staff meeting so that all staff members have 

the opportunity to mediate and communicate any issues that are currently taking place 
in the workplace. I believe this is a great solution as it is cost effective and can be 
arranged as soon as possible. This is key to a healthy working environment which will 
certainly encourage staff to work to their best ability, creating high quality work and 
exceptional customer service.  

• I have also decided that additional training for some staff members is crucial for this 
agency. This way we can give extra support to those who need help completing work to 
their best ability, meeting standards that have been set and meeting deadlines. This is 
important as staff will have a better understanding of their job and how it is important for 
the agency.  

  
Positives  

• It is cost effective  
• Can be done whenever needed  
• Primary effect  
• Increase in staff morale  
• Creates a more equal and considerate working environment  
• Don’t have to worry about technological faults as it is all face-to-face  

 
Negatives  
All staff have the ability to have their own opinions and can decided what actions they 
take whereas with technology we can control everything. So, staff members actions and 
opinions are out of our hands.  

• Staff may not want to cooperate if they feel that it wont benefit them in any way  
• Staff could not turn up as they don’t feel it is important  
• Staff might not take it seriously  

 
Solution 2  
My second solution is to hire highly skilled staff. I believe this will benefit the organisation the 
most as you are bringing creative, high quality work to the table. Workload will also be done 
efficiently, using the right resources and will also always meet deadlines.  
 
This solution will encourage our clients to leave feedback and reviews as they will be receiving 
the best service and products they could wish for. This will lead to our reputation taking a 
positive turn and taking a shine in the media, ending in more customers.  
 
Positives  

• High quality work  
• Deadlines always being met  
• Won’t take as long to train as they will already be experienced  
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• Will have a big positive impact on the agency  
• Will help us gain more positive feedback and build up our reputation  

 
Negatives  

• Could take time to find the right members  
• Will use a lot of money from our budget as there annually pay will be higher because of 

their higher skill/expertise.  
• Long term  
• Even though it wont take as long to train them, it will still take time  

 
Monitoring the project will be done by each staff member having fortnightly progress checks. 
This way we can see how successful the project has been so far and what else we need to do 
to make it even more successful.  
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Dear operations manager,  
 
I am aware of the issues that are currently taking place regarding the current culture of the 
organisation. There has been an obvious lack of communication and collaboration seen within 
and between teams. This will eventually cause a downfall in the agency causing many more 
problems along the way. Since the meeting the operations manager has spent time with team 
members to discuss feedback and gather opinions from other staff members.   
 
My recommendation for this issue is having a scheduled rota for staff members, this way there 
will be no confusion and staff members will have specific days they work remotely and work in 
the office. I believe its important staff members work 60% in the office and 40% remotely at a 
maximum as productivity could lack when working remotely.   
 
I believe this is the most suitable solution as it is much more professional having a structured 
rota so there is absolutely no confusion within the agency. The operations manager 
also stated that costs must be kept to a minimum, so this is an ideal solution as it is extremely 
cost effective.  
 
If this solution is not implemented, it could cause issues such as lack of workload and the 
quality of the work being produced. This is because if your working 
environment isn’t professional when working from home it will cause distractions and 
constantly take your focus. If not implemented, it will also cause even more confusion with 
where staff members are working, potentially causing staff unnecessary stress.  
 
I believe this solution is perfect for the issue and should definitely be considered to 
be implemented as I think it will solve a lot of issues and will not cost a lot of money at all. It will  
also help employees feel at peace.  
 
Your sincerely,  
The cooperations manager  
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Hello all,  
 
I know currently we have had many issues within the workplace regarding remote working and 
confusion around who’s working from home and who is in the office. I appreciate that this is 
causing many of you stress and I acknowledge all opinions and feedback you may give back to 
me.  
 
The solution I have come up with for this issue is creating a work rota. This rota will show what 
days each employee is working remotely and in the office. This way there will be no confusion, 
and it is a much more professional. It will add more structure to the way we operate.  
 
This will affect all staff members in a beneficial way as they will have a better opportunity to 
produce high quality work and meet the deadlines that have been set.   
 
I will highly value and appreciate your understanding attitude towards the solution that has 
been implemented and your feedback on how successful you think it has been.  
 
Your encouragement is important to us.  
Thank you for your collaborations.  
 
The cooperations manager  
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My Idea Hubs ‘drive to success’ project consisted of task 1.1, 1.2, 1.3, 2.1 and 2.2. I believe 
this project was successful as I chose the most cost effective and efficient solution that would 
work best for the agency.  

Task 1.1 

The first task (1.1) was the foundation for all the other tasks. For this task I needed to do 
some research on what existing barriers or potential impacts that could affect this project. To 
do this I used a PESTLE (political, economic, social, technological, legal and environmental) 
analysis and a SWOT (strengths, weaknesses, opportunities and threats) analysis. This 
helped lay out the bases on what different sectors would affect the project and how. For 
example, a social factor could be something such as covid-19. Covid-19 made everyone 
resort to online shopping, helping online businesses grow and progress.  

I also produced a market analysis; from this research I discovered a business called G and 
Co. G and Co is a world leading fashion and luxury marketing and advertising agency which 
advertises well known brands such as Gucci. I compared their aims to Idea Hubs to help me 
see what changes could be made. 

Finally for task 1.1, I filled in a summary table which would go over my PESTLE analysis in 
more detail, including a RAG rating of the source. This way when I looked back at my source, 
I can see which sources are more reliable and in detail. I believe this task went extremely 
well and I fulfilled all the requirements of the brief. 

Task 1.2 

The second task (1.2) was my PID (project initiation document). This document consisted of 
me filling in a document about Idea Hubs background and scope, the project rationale, their 
aims and objectives, the budget breakdown, team members and their responsibilities, key 
stakeholders, the deliverables of the projects, the risks we need to consider and the quality 
management method. 

 I believe the most important parts of the PID are the deliverables and the budget breakdown 
and making sure both things meet the aims and objectives of Idea Hub. For my deliverables, 
I included what I will bring to the table for the project. For example, my project deliverables 
were having a whole agency staff meeting. This was to give staff the opportunity to mediate 
so they have a better understand of the importance of their own and staff members jobs. This 
would help them be considerate of other colleagues which was an issue that was mentioned 
in the first brief. My second deliverable was hiring highly skilled staff, this way creativeness 
and efficiency would be brought into the agency. My budget breakdown covers the amount of 
money I have put towards each factor of the project and what it will be spent on.  

At the end of my PID I needed to complete a project evaluation method, however, 
unfortunately due to a lack of time I could not complete this. If I was to complete this 
document again, I would ensure I time manage better so I can complete the evaluation. 

Task 1.3 
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For task 1.3, I needed to complete a plan-on-a-page showing my entire project plans and 
then produce a Gantt chart showing my schedule for the project. My plan-on-a-page 
consisted of my goals, deliverables, key stakeholders, communication plan, my schedule, 
risks and resource support plan. I had gone over all these sectors of the project except the 
Gantt chart on my previous tasks, so it was just fitting it all on one page. My Gantt chart was 
a 6-month period however the timeline was every 2 weeks. This way the project could be 
more spaced out and not rushed, making it much more professional.  And then along the left 
side of my chart, it shows the tasks that need to be completed. For example, discussing 
plans thoroughly with managers needed to be completed within week 1 – week 4. 

I believe I laid out my project plan-on-a-page extremely clearly and well. I think this task went 
well however I did make a couple of errors with a few of the sectors. To avoid this in the 
future, I will thoroughly read back through my work to ensure no mistakes have been 
accidently made.  

Task 1.4  

For task 1.4, I produced a PowerPoint which could be presented to the project manager. This 
covered everything I included on my plan on a page however in a more detailed and 
elaborative way. I included all factors that were important for my project like risks, impacts 
and the schedule. I used relative backgrounds that linked to the factor I was talking about 
which made it easier for the project manager to understand while I was reading out the 
slides. 

After completing the PowerPoint, I presented the PowerPoint to my project manager. I 
believe I spoke extremely well and clear with enthusiasm which showed how much the 
project meant to me. I also answered the 3 questions the project manager asked me at the 
end of the presentation to my best ability. The only issue I faced was making a few spelling 
mistakes which for future would be thoroughly checked to avoid the mistake repeating itself. 
Overall, the presentation went well. 

Task 2.1 

For task 2.1, I had a recorded meeting with 2 other managers. In this meeting we discussed 
each of our solutions and why we think they would be beneficial for the business. We also 
asked each other questions about our solutions to gain a better understanding of why we 
think each of our solutions will work best. We had 30 minutes to have our meeting, and we 
finished after 20 minutes as we felt everything had been covered and we had come to a 
finalised solution between the 3 of us. After our meeting, I completed an email to the project 
manager, explaining what had been discussed in the meeting and the solution we had finally 
come to. I had to be encouraging and persuasive on why I believe this is the perfect solution 
for the problems explained on the briefing. 

Lastly, for this task, I needed to create a briefing note to send to all staff. This explained the 
solutions we have come up with, how they will be implemented into the business and what 
they will support. 
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I believe this task went ok; however, I didn’t fully understand the briefing so in the meeting I 
did go off topic a little bit. In the future, I will make sure to have an open mind whilst reading 
the brief so I can have a better understanding. 
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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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