Retail is a complex business and no two shops are the same. They have different customers, products and rules.
Our Apprenticeships in Retail have been designed with this in mind. To achieve the Apprenticeship awarded by the
Sector Skills Council for Retail, Skillsmart, you will need to complete the NVQ, Key Skills and Technical Certificate

sections.

NVO RETAIL
(CITY & GUILDS)

MANDATORY UNITS:
The following mandatory unit must
be completed.

Work effectively in your retail
team.

NVO RETAIL
(CITY & GUILDS)

OPTIONAL UNITS:
5 optional units must be completed
and these may be chosen from any
of the areas below.

Sales

Stock Management

Product Expertise
Merchandising

Visual Merchandising
Finance and Administration
Customer Service
Organisational Effectiveness

The optional units are listed in full
overleaf.

KEY SKILLS

Key skills are the skills we all need and
use in everyday life. They are a key to
any training undertaken and help us to
perform better in everyday tasks.

Key Skills taught and tested are:

Application of number Level 1
Multiple choice test
Portfolio Building

Communication Level 1
Multiple choice test
Portfolio Building

TECHNICAL CERTIFICATE

Technical certificates are knowledge
tested qualifications, structured to meet
the requirements of the Retail Service
sector.

Retail Technical Certificate
Employment Rights &
Responsibilities




OPTIONAL UNITS:
Five Optional Units must be completed; at least fiftthese must be chosen from the following uaitsevel 2:
Sales
Help customers choose products in a retail enviemm
Maximise product sales in a retail environment
Provide information and advice to customers intairenvironment
Demonstrate products to customers in a retail enuient
: Promote loyalty schemes to customers in a retairenment
Stock management
Receive goods and materials into storage in al emtaironment
Put goods and materials into storage in a retairenment
Process customer orders for goods in a retail ensrient
Product expertise
. Prepare products for sale to customers in a ret@ironment
Process bake-off products for sale in a retail mhent
Process fish and shellfish for sale in a retailiemment
Process greengrocery products for sale in a mtaironment
Finish meat products by hand in a retail environmen
Contribute to dough production control and efficgn
Select, weigh and measure dough ingredients
Hand divide, mould and shape fermented doughs
Maintain food safety while working with food in atail environment
Assemble retail products in customer’'s home/worggla
Provide the lingerie fitting service in a retaiMmonment
Promote beauty products to retail customers
: Help customers to buy National Lottery producta iretail environment
Merchandising
Keep stock on sale at required levels in a retailrenment
Visual Merchandising
: Display stock to promote sales to customers irtail renvironment
Follow guidelines for planning and preparing visoarchandising displays
Follow guidelines for dressing visual merchandisiiigplays
Order graphic materials for visual merchandisirgpliiys
Dismantle and store visual merchandising displays
Make props for visual merchandising displays
: Put visual merchandising displays together
Finance and Administration
Process payments for purchases in a retail envieohm
Process payments and credit applications for pseshi a retail environment
Process cash and credit transactions in a retailcamment
Follow point-of-sale procedures for age-restrigheoducts in a retail environment
Customer Service
Process returned goods and materials in a retailcemment
Only one of the following three units can countdads the qualification
Give customers a positive impression of yoursedf your organisation
Support customer service improvements
Resolve customer service problems
Organisational Effectiveness
Help to maintain health and safety in a retail emvinent
Help to keep the retail unit secure



