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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 Business Support 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

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 Business Support
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.



8715-313 Business Support Occupational Specialism

The Business Support 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:

e Supporting the overall running and operation of an organisation

e Using prioritisation skills to support time management and delivery of workloads

e Considering improvements and recommend ways to develop and improve business
practices

o Developing effective communication with a range of stakeholders to support business
practices

e Managing the flow of information through the organisation

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:

Support the running of the organisation

Organise and prioritise workloads and processes

Recommend and deliver improvements to business practices

Build and maintain positive internal and external stakeholder relationships
Manage the business information flow

This was the second series of assessments for this occupation specialism. A number of new
elements were included in this assessment such as analysis of the production problem (in
task 2), outline of behaviours and actions from the senior management team (in task 3),
diarised appointments (in task 4) and a cost/benefit analysis of the different online expansion
options with recommendations (in task 6). Candidates seemed to relate to the new case
study on Chocolate Creations, a chocolate manufacturer and retailer who was expanding
from traditional, face to face retailing to online retailing

Most candidates and centres appeared engaged with the case study which was particularly
noticeable during the SWOT analysis, presentation, modern slavery task, coaching activity,
production problem and cost/benefit analysis.

Summer 2025
Task 1: Project Planning

e Overall, the research was conducted well and it was pleasing to see an increasing
number of candidates use external sources and cite Internet references, as proposed
in last year’s principal examiner’s report for centres to offer guidance.

e A high quality of project plans were seen including aims, objectives, tasks, resources
and timelines. Better answers were not only aware of the various time management
techniques such as Eisenhower matrix, To do list, 4Ds, Gantt chart and use of digital
diaries but were able to apply them to the case study and their proposed plans.



A good quality of proposals were presented that showed what the online offer would
look like for Chocolate Creations including which option to proceed with, ways to
make the offer environmentally friendly (e.g. packaging, ingredients and
transportation etc), gaining stakeholder buy-in and applying change management
theories effectively. Occasionally better answers mentioned the actual chocolate offer
itself (e.g. products, batches and discounts).

Task 2: Stakeholder review and engagement

On the whole a good quality of stakeholder mapping was seen across candidate
submissions although at times candidates were unclear where certain categories of
stakeholder may be placed (e.g. customers).

Stakeholder engagement plans were in the main constructed well and detailed
covering stakeholders, level of power and interest, expectations and communication
methods proposed. Better answers detailed why stakeholders were interested (e.g.
senior managers and investors concerned about company growth, level of sales and
profits etc) and detailed the type of communication (e.g. report, email and
presentation etc) and its frequency.

Production problem analysis and reporting — this task seemed to proof rather taxiing
for candidates. A varied response was provided for this task ranging from limited to
no analysis using a model/technique and just directly recommending actions to
correct assumed problems. Other candidates used the why-why decision making
model to analyse the problem which again seemed to lead to a range of assumptions.
The candidates that did use the ideal decision making model of a fishbone analysis or
root cause analysis model were sometimes unclear what the categories for
investigation should be and/or were too general in their analysis (e.g. across all
production/return problems). The few excellent answers focused on the wrongly
labelled boxed chocolate supply chain problems and offered practical solutions e.g.
training, visits/audits with suppliers and more robust onboarding process.

Task 3: Policy development

On the whole a good level of research was shown of other competitors modern
slavery policies but varied in what was used (if any) for Chocolate Creations policy.
Better answers analysed policies by using SWOT analysis or evaluated the pros and
cons and main features in policies.

Most candidates were able to identify actions that the senior leadership team could
take to implement the modern slavery policy. Unfortunately, many submissions did
not really address the behaviours that were needed by the senior team.

A varied range of quality of delivery of presentations were seen across submissions
from evidence showing varying levels of professionalism, attire, duration, confidence
in delivery, number of slides, tone of voice and use of body language.

Task 4: Prepare documentation

A varied quality of submissions were seen for this task from letters sent to confirm
appointments, lack of diarised appointments to fully confirmed dates and times (for
both face to face and online meetings), clashes with other commitments, a wide



range of quotes for travel and accommodation options and limited to fully costed
travel plans with rationales for scheduling for authorisation.

Task 5: Coaching

e On the whole a well answered question by most candidates who were able to show a
detailed coaching plan including aims, goals, an appropriate coaching model (usually
GROW), associated tasks and an appropriate timeline to coach the new procurement
manager.

Task 6: Spreadsheet development

e This task proved the most difficult for students who are familiar with numerical
analysis (from the last series) but not as adept at financial analysis needed for a
cost/benefit approach. This activity involved considering a range of costs, projected
revenues and expected financial returns across a range of options for expansion of
the business to online retail.

e Many candidates were unsure how to demonstrate visual representations of the
projected sales figures and breakdown of costs.



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: Project Planning

Centres are encouraged to remind candidates that a SWOT analysis is a strategic
positioning tool to assess the current position of an organisation (and in this case
Chocolate Creations) with the project of expanding to online sales in mind.

Centres could help students by explaining report structures and tips to compiling
effective reports as well as fully exploring the potential in questions (e.g. in task 1 —
developing the actual product offer — which for Chocolate Collections would be a mix
and match of products and discounts).

Task 2: Stakeholder review and engagement

Useful for centres to brief candidates on the practical use of the Mendelow matrix and
apply it to past papers to demonstrate its correct use, ensuring that stakeholders are
placed in the right quadrants according to their power and interest. Similarly, centres
can ensure that candidates practice on past papers to demonstrate the effective
construction of a stakeholder engagement plan.

Centres can help candidates with questions like the production problem analysis by
sharing case studies in class and getting students to apply decision making models.
Future papers may require candidates to perform problem solving and decision
making in other situations and therefore candidates need to be comfortable and
confident with the use of various tools e.g. root cause analysis/fishbone diagram,
why-why model, decision-making grid, decision trees, Forcefield analysis, SWOT
analysis and Six Thinking Hats.

Task 3: Policy development

Centres could get candidates to carry out research on any number of policies from
different organisations (e.g. health and safety, code of ethics, bribery, cyber security
and CSR etc) This would improve their analytical and research skills should similar
tasks come up in the future.

Centres are encouraged to get students to practice presentations and public speaking
more often to improve their confidence and quality of delivery.

Task 4: Prepare documentation

Centres can support students by providing life like workplace scenarios involving
taking phone calls, sending emails, booking appointments, researching travel and



accommodation options via recognised websites and other sources. This should instil
more confidence in students when faced with similar questions in the future.

Task 5: Coaching

Centres could assist students with this task by showing good practices in producing
and delivering an effective coaching plan and session. Better answers often
integrated the different parts of this question well — showing a comprehensive
coaching pack, detailed planning of a coaching session and a range of different
questions that can be used at each stage of the coaching session and linked to a
recognised coaching model.

Task 6: Spreadsheet development

Centres could assist students by providing workshops on basic financial analysis e.g.
financial statements - what do they mean, basic ratio analysis (e.g. ROCE, ROI and
gross/net profit margin). Also what constitutes a cost benefit analysis and how they
are best presented to the senior management team. These sessions would instil
more confidence in students when tackling these types of questions in future.
Centres could vary the exercises used with spreadsheet analysis to not only include
data/numerical analysis but to aid with constructing financial cases and proposals.



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.

8715-313 OS Distinction GSEM: Distinction GSEM

8715-313 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.

8715-313 OS Distinction Grade SEM: Distinction Grade SEM

8715-313 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 quide
(cityandqguilds.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 (cityandquilds.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/8715-33-business-support/guide-standard-exemplification-materials/ma_practical_assignment_business_support_gsem_distinction_v1-0-pdf.pdf
https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-33-business-support/guide-standard-exemplification-materials/ma_practical_assignment_business_support_gsem_pass_v1-0-pdf.pdf
https://www.cityandguilds.com/-/media/productdocuments/business_skills/business_admin_and_public_services/8715/assessment-materials/8715-33-business-support/grade-standard-exemplification-materials/8715-313-bs-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/8715-33-business-support/grade-standard-exemplification-materials/8715-313-bs-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

Grade boundaries

The table below shows the grade mark ranges for the Occupational Specialism for the
summer 2025 series.

Mark range
8715-313
Distinction 42-60
Merit 30-41
Pass 19-29
Unclassified (U) 0-18
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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:/lwww.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.

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

City & Guilds is a trademark of City & Guilds Limited, a company registered in England and Wales (company number
16513878). City and Guilds Group Giltspur House, 5-6 Giltspur Street London EC1A 9DE
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