
 

 

  

  

  

T Level Management and 
Administration 

8715-312 Team Leadership & 
Management Occupational 
Specialism Report (Summer 2025) 

Version 1.0 

 



 

  
 T Level Technical Qualification in Management and Administration – Team Leadership & 

Management v1.0 | 1 

Version and 
date  

Change detail  Section  Question  

V1.0 

August 2025 

Published Report   

  

  



 

  
 T Level Technical Qualification in Management and Administration – Team Leadership & 

Management v1.0 | 2 

Contents 

Foreword ................................................................................................................... 3 

Introduction ............................................................................................................... 4 

8715-312 Team Leadership & Management Occupational Specialism ................ 4 

Best practice and guidance to providers on potential areas for improving 
performance in assessment ............................................................................. 9 

Grade boundaries ................................................................................................... 10 

 

  



 

  
 T Level Technical Qualification in Management and Administration – Team Leadership & 

Management v1.0 | 3 

Foreword 
Summer 2025 Results 

The occupational specialism qualification is made up of one component, which need to be 
successfully achieved to attain the T Level Team Leadership & Management Occupational 
Specialism.  

We discussed the approach to standard setting/maintaining with Ofqual and the other 
awarding organisations before awarding this year. As in 2024, we have agreed to take 
account of the newness of T Level qualifications in how we award, to recognise that students 
and teachers are less familiar with the assessments in the first years of awards, whilst also 
recognising the standards required for these qualifications 
(https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-
2025/ofqual-guide-for-schools-and-colleges-2025#grading).  

https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2025/ofqual-guide-for-schools-and-colleges-2025#grading
https://www.gov.uk/government/publications/ofqual-guide-for-schools-and-colleges-2025/ofqual-guide-for-schools-and-colleges-2025#grading
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Introduction 
This document has been prepared to be used as a feedback tool for providers in order to 
support and enhance teaching and preparation for assessment. It is advised that this 
document is referred to when planning delivery and when preparing candidates for the T 
Level Technical Qualification (TQ) in Management and Administration Team Leadership & 
Management Occupational Specialism. 

This report provides general commentary on candidate performance in the occupational 
specialism assignment. It highlights common themes in relation to the technical aspects 
explored within the assessment, giving areas of strengths and weakness demonstrated by 
the cohort of candidates who sat assessments in the summer 2025 assessment series.  

The grade boundaries that were used to determine candidates’ final summer 2025 results 
are also provided. For summer 2025, as per Ofqual guidance, the approach to grading 
recognises that these are new qualifications.  
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8715-312 Team Leadership & Management Occupational 
Specialism 
 
The Team Leadership & Management Occupational Specialism consists of an externally set 
practical assignment that includes an assignment brief and a number of tasks for the 
candidate to complete. The tasks have been set to reflect the performance outcomes in the 
qualification specification. They are designed to allow judgement of the candidate to be made 
across different categories of performance. 
   
The OS is intended to allow the learners to develop their knowledge and understanding of, 
and skills in:  
 

• Knowledge of effective leadership when leading teams and individuals 
• Knowledge of organisational strategy, vision and values  
• Skills in planning and implementing change 
• Skills in project management 
• Skills in developing and maintaining a high performing team  

 
The OS assesses across performance outcomes that will allow for the appropriate 
differentiation of candidates to support the reliable setting of boundaries. The assessment 
objectives represent the following:   
 

• Lead, manage and develop individuals and teams to deliver outcomes  
• Build relationships with colleagues, customers and stakeholders  
• Deliver core operational tasks and plans   
• Manage and implement projects 
• Apply governance and compliance requirements 

 
This was the second series of assessments for this occupation specialism. This is the 
second series for this assessment. The project is based around a brief which provides 
information on a business project and specific relevant details and resources. Candidates 
have to draw on their knowledge and skills and independently select the correct processes 
and approaches to take to provide a solution and the evidence specified in the project brief. 
All tasks are completed under supervised/controlled conditions.   
 
Candidates were asked to complete six tasks across the project: Research and financial 
analysis, Project strategic planning, Stakeholder management, Leading and supporting the 
team, Coaching and developing a team member, Managing challenging conversations. 
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Task 1 Research and financial analysis: 

 

• Candidates largely showed competence in completion of situational analysis, with the 
majority of candidates completing a PESTLE and SWOT Analysis. However, some 
candidates produced little to no evidence of further research for this task.  

• Most candidates have produced a good proposal, a DMT not always used, or used 
briefly (Cost Benefit Analysis has the most impact). Final responses from strong 
candidates involved well-written emails with house style, logo, and logical arguments 
for the chosen option. 

• Some candidates missed the staffing, running and set up costs. A range of different 
Return on Investment (ROI) methods were used. Control/Monitoring and 
Governance, were often either missed or brief/general but a number of candidates 
have done this well. Common mistakes include calculations that do not always show 
the ‘profit’ or have produced figures over 6 months rather than 12. Some candidates 
provided Net Profit Margin figures in place of ROIs. 

 

Task 2 Project strategic planning:  

 

• SMART rules for objectives were not always adhered to and objectives or tasks were 
brief and/or limited. A table with tasks, timescales, resources and costs for the project 
was generally produced but few plans contained sufficient coverage and depth. A 
Gantt Chart was always produced but each stage of the project was not always 
considered. The process of monitoring was not covered well (however, most 
candidates have written additional text around this) and sometimes tasks were 
chosen in a not always logical manner. 

• Standards of the risk management plan greatly varied. Analysis of the impact of the 
risks were not always covered though candidates did consistently cover the 
mitigation. Company processes were rarely reviewed to ensure risk does not 
escalate/re-occur. Good practice by some students, is where they have split the plan 
into multiple sections of initiation, delivery, evaluation. Long term changes were very 
rarely covered. Most candidates covered financial risk but rarely legislative risk.   

• Presentation slides were often an accumulation of the previous tasks including little 
more than reproductions of GANTTs, SWOTs, risk assessments, etc., with no attempt 
to ‘engage’ as per the brief. Kotter’s is mainly either referred to or explained but 
stronger candidates applied this well. 

Task 3 Stakeholder management:  

 

• All candidates were able to explain what general time management tools were, but 
most did not apply to the project. Where they did, Eisenhower, to-do list and calendar 
were popular tools. Candidates frequently used their Gantt Chart, which did not 
always apply to ‘personal’ time management. These two tasks were the tasks that 
saw the highest level of attainment across most candidates. Candidates used 
Medelow in the main, with good analysis. Some were confused by the concept of 
power/interest and where stakeholders might be placed. Stakeholder expectations 
were rarely covered in sufficient detail. 
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Task 4 Leading and supporting the team:  

 

• Agendas generally produced well though timings were sometimes missing. Few 
candidates appeared to have a proper grasp of the expected structure and content of 
meeting documentation. 

• Rationale statement was generally missing from the email, with most learners using 
‘purpose’ of the meeting, rather than the rationale of expanding the online business 
into physical retail.  

• A mix of standard of presentation was seen here, candidates generally read from 
paper/laptop rather than using notes. Delivery times ranged from 8 minutes to 30 
minutes. Candidates frequently struggled to answer questions that they were asked. 
Most managed at least to cover plans for the planned expansion, though the best 
were able to provide a positive and engaging style, engaging sufficiently with 
attendees. Minutes were generally based on questions asked and actions that 
resulted.  
 

Task 5 Coaching and developing a team member:  

 

• GROW was generally used as coaching model, and most preparation plans for this 
task were very good. A small minority of candidates wrote only a brief description of 
their aims for coaching, supplying no clear plan. 

• Mostly SMART targets were set, but not all successfully met all the criteria of 
SMART. The delivery of the session was delivered well, with some candidates 
presenting a structured (rather than a fluid) session. Where they did well, was when 
they suggested areas of development for Charlie. However, this was, on the whole, 
more successful than in Task 4, with candidates perhaps finding the one-to-one 
sessions less daunting.  Many demonstrated appropriately supportive and empathetic 
behaviours, with good eye contact and positive body language.  Many also paid 
attention to their coachee, actively listening to their questions and answers, 
summarising, and providing appropriate responses.   

• PDP’s generally very good with SMART objectives and measurements/monitoring in 
place; some however bore no relation to what was agreed at the coaching session. 
Most candidates only produced 3 objectives, but most had good development 
activities and monitoring of progress.   

 

Task 6 Managing challenging conversations:  

 

• Generally very good summaries about Jack’s negative behaviour and how it was not 
conducive to a work environment. Responses to Jack were however somewhat 
harsh, most candidates’ emails were at times aggressive with punishments involved. 
Most did decide to arrange a meeting with Jack.  

• Action Plans tended to be brief and actions were not always articulated well, i.e. ‘not 
using mobile phone’ or ‘stop aggressive behaviour’. Leadership styles were 
addressed, with most citing autocratic and coaching, including SBI. Weaker 
candidates however did not cover this. Anti-Discriminatory practice and EO were 
often either missed, or generally referred to, rather than applied to the situation. The 
highest performing candidates had action plans that were detailed and well-designed, 



 

  
 T Level Technical Qualification in Management and Administration – Team Leadership & 

Management v1.0 | 8 

containing clear SMART targets and appropriate and supportive developmental 
opportunities. Weaker candidates’ action plans lacked scope or depth, with non-
SMART targets and actions ill-defined and vague. 
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Best practice and guidance to providers on potential areas 
for improving performance in assessment 
 
It is recommended that Providers utilise and deliver the sample assessments as formative 
assessment to support candidates in preparation for summative assessment. 
Task 1 Research and financial analysis  

• Ensure that research sources are clearly referenced (a table would be beneficial).  

• Ensure that situational analysis is as detailed as possible.  

• Ensure candidates clearly demonstrate how they have calculated figures 
consistently.   

Task 2 Project strategic planning  

• Ensure that the presentation element of the task uses any models that are specified.  

• Ensure that the presentation element of this task includes speaker notes.  

•  Ensure that SMART Targets follow the framework correctly.  

Task 3 Stakeholder management  

• Ensure that candidates demonstrate time management tools, rather than just 
discussing them.  

Task 4 Leading and supporting the team  

• Ensure that the requirements for the meeting set-up are met, as per the Provider 
Guidance  

• It would be advisable that the centre tests the visual and audio of the method of 
recording, before recorded sessions take place.   

• A focus on the effective taking of minutes and identifying actions would be 
advantageous.  

• Ensure that tutors involved only ask the questions specified in the Provider 
Guidance.  

Task 5 Coaching and developing a team member  

• It would be advisable that the centre tests the visual and audio of the method of 
recording, before recorded sessions take place.  

• Ensure that the tutor and candidate are both visible on the footage.  

• Ensure that the development plan is detailed and reflects the meeting.  

Task 6 Managing a challenging conversation  

• Ensure that SMART Targets follow the framework correctly.    
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Support materials 
 
 
Sample and Past Occupational Specialism (OS) Assessments: 
It is recommended that Providers utilise and deliver the sample OS as well as past OS (if 
available) as formative assessment to support candidates in preparation for summative 
assessment.  
 
Sample and past OS (if available): T Level Technical Qualification in Management and 
Administration qualifications and training courses | City & Guilds (cityandguilds.com) 
 
 
Guide Standard Exemplification Material (GSEM) Assessments: 
It is also recommended that Providers utilise the GSEMs to help understand the standard 
required to achieve a Distinction and Pass grade.  
 
8715-312 OS Distinction GSEM: Distinction GSEM 
 
 
8715-312 OS Pass GSEM: Pass GSEM 
 
 
Grade Standard Exemplification Material (Grade SEM) Assessments: 
It is also recommended that Providers utilise the Grade SEMs to help understand the 
standard that was required in the summer 2024 assessment series to achieve a Distinction 
and Pass grade.  
 
8715-312 OS Distinction Grade SEM: Distinction Grade SEM 
 
 
8715-312 OS Pass Grade SEM: Pass Grade SEM 
 
 
 
TQ Occupational Specialism Assessment Process Guide: 
The guide gives support to Providers in preparing for and delivering T Level Occupational 
Specialism assessments.  
 
Link: Management & Administration Occupational Specialism Assessment process guide 
(cityandguilds.com) 
 
Events and Webinars: 
City & Guilds run free webinars and events throughout the year on preparing for and 
delivering the T Level Occupational Specialisms. The below link provides details on 
upcoming in person events, live webinars, on-demand webinars and preparation for the 
occupational specialism assessment. 
 
Link: Events and webinars - T Levels | City & Guilds (cityandguilds.com)  

https://www.cityandguilds.com/qualifications-and-apprenticeships/business-skills/business-admin-and-public-services/8715-t-level-technical-qualification-in-management-and-administration#tab=documents
https://www.cityandguilds.com/qualifications-and-apprenticeships/business-skills/business-admin-and-public-services/8715-t-level-technical-qualification-in-management-and-administration#tab=documents
https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-32-team-leadership-and-management/guide-standard-exemplification-materials/ma_practical_assignment_team_leadership_management_gsem_distinction_v1-0-pdf.pdf
https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-32-team-leadership-and-management/guide-standard-exemplification-materials/ma_practical_assignment_team_leadership_management_gsem_pass_v1-0-pdf.pdf
https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-32-team-leadership-and-management/grade-standard-exemplification-materials/8715-312-tlm-os--summer-2024-distinction-grade-sem-v1-1-pdf.pdf
https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-32-team-leadership-and-management/grade-standard-exemplification-materials/8715-312-tlm-os--summer-2024-pass-grade-sem-v1-1-pdf.pdf
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2023/ma-occupational-specialism-assessment-process-guide-pdf.ashx?la=en&hash=2DFE9E439EA8B2BAE6EC302DA738C25269A6FDBB
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2023/ma-occupational-specialism-assessment-process-guide-pdf.ashx?la=en&hash=2DFE9E439EA8B2BAE6EC302DA738C25269A6FDBB
https://www.cityandguilds.com/tlevels/events
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Grade boundaries 
The table below shows the grade mark ranges for the Occupational Specialism for the 
summer 2025 series.  

Grade 
Mark range 

8715-312 

Distinction 44-60 

Merit 30-43 

Pass 16-29 

Unclassified (U) 0-15 
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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 trademark of the Department for Education. ‘T Level’ is a registered 
trademark 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.   

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 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 

mailto:technicals.quality@cityandguilds.com
http://www.cityandguilds.com/tlevels
https://www.cityandguilds.com/tlevels
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