
 

 

Apprenticeship 

Retail Management Level 3 

 
 
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. 
 

 
 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 
those listed 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 2 
·  Multiple choice test 
·  Portfolio Building 
 
Communication Level 2 
·  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 
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Retail Management Level 3 

 
 
 
OPTIONAL UNITS:  

 
You must complete five Optional Units and these may be chosen from the units listed below: 

 
 
 

·  Organise the receipt and storage of goods in a retail environment 
·  Audit stock levels and stock inventories in a retail environment 
·  Monitor and help improve food safety in a retail environment 
·  Source required goods and services in a retail environment 
·  Maintain the availability of goods for sales to customers in a retail environment 
·  Plan, monitor and adjust staffing levels and schedules in retail environment 
·  Monitor and evaluate the quality of service provided by external suppliers to your customers 
·  Help to monitor and maintain the security of the retail unit 
·  Evaluate the receipt of payments from customers 
·  Monitor and maintain health and safety in a retail environment 

 
 
 
 
 
 

You must complete at least two units from this section: 
 

·  Contribute to the continuous improvement of retail operations 
·  Recruit, select and keep colleagues 
·  Provide learning opportunities for colleagues 
·  Develop productive working relationships with colleagues 
·  Allocate and check work in your team 

 
 
 
 
 
 

Only one of the following units may count towards the qualification: 
 

····  Organise the delivery of reliable customer service 
····  Improve the customer relationship 
····  Work with others to improve customer service 
····  Monitor and solve customer service problems 
····  Promote continuous improvement in customer service 
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