
 

 

Train to Gain 

Retail Skills Level 2 

 
 
Retail is a complex business and no two shops are the same. They have different customers, products and rules.                                 
Our courses will benefit both the employer and employee through enhanced abilities gained whilst the employee 
achieves a recognised qualification.  To achieve the full City and Guilds qualification, the learner will need to prove 
competency by completing the mandatory unit plus 5 optional units of the learner’s choice. 
 

  
NVQ RETAIL 

(CITY & GUILDS) 
 

MANDATORY UNITS: 
The following mandatory unit must 
be completed. 
 
·  Work effectively in your retail 

team. 
 
 

 
 
 

 
 

 
NVQ 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. 
 

 
 

 

 
BASIC SKILLS  

 
 
Basic skills are the skills we all need 
and use in everyday lift.  They are a 
key to any training undertaken and 
help us to perform better in everyday 
tasks. 
 
Support and coaching will be given in 
basic skills in order for successful 
completion of the National Vocational 
Qualification. 
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OPTIONAL UNITS:  
Five Optional Units must be completed; at least four of these must be chosen from the following units at Level 2: 
Sales 
·  Help customers choose products in a retail environment 
·  Maximise product sales in a retail environment 
·  Provide information and advice to customers in a retail environment 
·  Demonstrate products to customers in a retail environment 
·  Promote loyalty schemes to customers in a retail environment 
Stock management 
·  Receive goods and materials into storage in a retail environment 
·  Put goods and materials into storage in a retail environment 
·  Process customer orders for goods in a retail environment 
Product expertise 
·  Prepare products for sale to customers in a retail environment 
·  Process bake-off products for sale in a retail environment 
·  Process fish and shellfish for sale in a retail environment 
·  Process greengrocery products for sale in a retail environment 
·  Finish meat products by hand in a retail environment 
·  Contribute to dough production control and efficiency 
·  Select, weigh and measure dough ingredients 
·  Hand divide, mould and shape fermented doughs 
·  Maintain food safety while working with food in a retail environment 
·  Assemble retail products in customer’s home/workplace 
·  Provide the lingerie fitting service in a retail environment 
·  Promote beauty products to retail customers 
·  Help customers to buy National Lottery products in a retail environment 
Merchandising 
·  Keep stock on sale at required levels in a retail environment 
Visual Merchandising 
·  Display stock to promote sales to customers in a retail environment 
·  Follow guidelines for planning and preparing visual merchandising displays 
·  Follow guidelines for dressing visual merchandising displays 
·  Order graphic materials for visual merchandising displays 
·  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 environment 
·  Process payments and credit applications for purchases in a retail environment 
·  Process cash and credit transactions in a retail environment 
·  Follow point-of-sale procedures for age-restricted products in a retail environment 
Customer Service 
·  Process returned goods and materials in a retail environment 
Only one of the following three units can count towards the qualification 
·  Give customers a positive impression of yourself and your organisation 
·  Support customer service improvements 
·  Resolve customer service problems 
Organisational Effectiveness 
·  Help to maintain health and safety in a retail environment 
·  Help to keep the retail unit secure 

 


