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Introduction 
 

 
 
 
 
 
 

Welcome to TQUK. 
 
 
 
 

TQUK  is  an  Awarding  Organisation  recognised  by  the  Office  of  Qualifications  and  Examinations 

Regulation (Ofqual) in England, CCEA Regulation in Northern Ireland and by Qualifications Wales. 
 

TQUK offers qualifications which are regulated by Ofqual and, in some cases, by CCEA Regulation and/or 

Qualifications Wales, sit on the Regulated Qualifications Framework (RQF) and are listed on the Register 

of Regulated Qualifications (http://register.ofqual.gov.uk/). 
 

Our qualifications are designed to support and encourage learners to develop their knowledge and skills. 

This development may result in progression into employment or career development in the workplace. 

Our qualifications also allow learners to progress onto further qualifications. 
 

Please visit our website www.tquk.org for news of our latest developments. 
 
 
 
 

Qualification Specifications 
 

Each qualification which TQUK offers is supported by a specification that includes all the information 

required by a centre to deliver a qualification. Information in the specification includes unit information, 

assessment and learning outcomes. 

 

The aim of the Qualification Specification is to guide a centre through the process for delivering the 

qualification. 

 

Please read it alongside the TQUK Centre Handbook. 
 

Details of TQUK’s procedures and policies can be found on our website www.tquk.org 
 

Qualification specifications can be found also be found on our website www.tquk.org 
 

Please check the website regularly to ensure that you are using the most up to date version. 

If you have any further questions, please contact TQUK.

http://register.ofqual.gov.uk/
http://www.tquk.org/
http://www.tquk.org/
http://www.tquk.org/


Use of TQUK Logo, Name and Qualifications 
 

TQUK is a professional organisation and use of its name and logo is restricted. TQUK’s name may only 

be used by recognised centres to promote TQUK qualifications. Recognised centres may use the logo 

for promotional materials such as on corporate/business letterheads, pages of a centre's website relating 

to TQUK qualifications, printed brochures, leaflets or exhibition stands. 
 

 

When using TQUK’s logo, there must be no changes or amendments made to it, in terms of colour, size, 

border and shading. The logo must only be used in a way that easily identifies it as TQUK’s logo. 

Any representation of TQUK’s logo must be done so as a representation of the true logo. 
 
 

It  is  the  responsibility  of  the  centre  to  monitor  the  use  and  marketing  of  TQUK‘s  logos  and 

qualifications on their own materials as well as on those of any re-sellers or third parties that they may 

use. TQUK should  be made aware of relationships with re-sellers or third  parties including  any 

additional websites that the centre will use in addition to their own website. If this information is changed 

TQUK should be notified. TQUK is required to monitor centre’s websites and materials to ensure that 

learners are not being misled. 
 

 

If a centre is no longer a TQUK recognised centre it must immediately discontinue the use of TQUK’s 

logo, name and qualifications. 
 

 
 

Introduction to the Qualification 
 

The TQUK Level 1 Award in Job Search and Employment Potential (RQF) is regulated by Ofqual. 
 
 

Qualification Purpose 
 

The purpose of the qualification is to introduce learners to a wide range of skills which will support them 

when seeking employment and once they are employed. A wide range of options are available so that 

the content can be tailored to the needs of individual learners. 
 

 
 

Entry Requirements 
 

There are no specific entry requirements however learners should have a minimum of level three in 

literacy and numeracy or equivalent. 

 

The qualification is suitable for learners aged pre 16 and above 
 

Progression 
 

Successful learners could also progress further employability qualifications such as: 
 

Level 2 Certificate in Employability Skills (RQF) 

Level 2 Award in Skills for Employment in the Construction Industries (RQF)  

Level 1 Diploma in Skills for Employment in the Construction Industries (RQF)  

Level 1 Award for Skills for Employment in the Hospitality Industry (RQF)  

 

 



Level 1 Certificate in Developing Skills for Employment (RQF) 

Level 2 Award in Developing Skills for Employment (RQF)  

Level 2 Certificate in Developing Skills for Employment (RQF) 
 
 

The qualification develops generic skills and knowledge which are applicable to all sectors and 

would support a wide range of apprenticeships.  
 

 
 

Structure 
 

TQUK Level 1 Award in Job Search and Employment Potential (RQF) 
 

 

Learners must achieve six credits, one unit must be selected from group A and the rest of the credit 

can come from group A and/or B 
 

 
 
 

Group A 
 

Title Unit ref. Level Guided 

Learning 

Hours 

Credit value 

Preparing to achieve 

own job goals 

 

F/503/1557 

 

1 

 

10 

 

2 

Promoting yourself and 

preparing for a job 

interview 

 

 

F/503/1560 

 

 

1 

 

 

20 

 

 

3 

 

 
 

Group B 
 

Title Unit ref. Level Guided 

Learning 

Hours 

Credit value 

Motivation for Work D/505/5560 1 15 2 

Money Matters for 

Employment 

 

K/505/5559 

 

1 

 

16 

 

2 

Principles of Marketing L/505/5554 1 15 2 

Recruitment Methods J/505/5570 1 17 2 

Business Start-up D/505/6773 1 20 2 

Understanding Business 

Culture and Values 

 

Y/505/6772 

 

1 

 

15 

 

2 



Total Qualification Time 
 

This is an estimate of the total length of time it is expected that a learner will typically take to achieve and 

demonstrate the level of attainment necessary for the award of the qualification i.e. to achieve all 

learning outcomes. 
 

 

Total Qualification Time is comprised of GLH and an estimate of the number of hours a learner is likely 

to spend in preparation, study or any other learning including assessment, which takes place as 

directed by, but not under the supervision of a lecturer, supervisor or tutor. The credit value, where given, 

for a qualification is determined by TQT, as one credit corresponds to 10 hours of learning. 
 

 

Total Qualification Time for this qualification is 60 hours. 
 
 
 

Guided Learning Hours 
 

These hours are made up of all real time contact time, guidance or supervision of a learner by a lecturer, 

supervisor, tutor, trainer or other appropriate provider of education or training. 

 

GLH for this qualification is 40. 
 
 
 

Assessment 
 

The qualification is assessed by internally set and marked assessments subject to external quality 

assurance. 
 

 

Where indicated in the unit specifications, assessment must meet the requirements of the identified 

assessment strategy/principles. 
 

 

Materials for internal assessment must be submitted to TQUK for approval prior to use and must be 

mapped to the relevant unit, learning outcome and assessment criteria. 
 

 

All learning outcomes must be met to achieve a pass - there is no grading.  

 

 

Command Verbs 

Below are our most commonly used command verbs from within our assessment criteria and        

explained them in the most accessible way possible. These command verbs define the type of 

answers that is required from learners, be it a list, a detailed explanation, a definition or an 

opinion for example. 

 

We advise that this is used for the following: 

• Understanding the requirements of TQUK qualification specifications. 

• Guiding learners as to what is expected of them. 

• Devising centre devised assessment materials. 

 

 

 

 



 

Command Verb  Meaning 

Analyse  Examine in detail in order to identify components and their characteristics. 

Show how the main ideas are related and why they are important. 

Apply Using existing/relevant skills, knowledge and understanding 

appropriately link to context. 

Assess Make a judgment of the value or quality of the subject matter. 

Comment Express an opinion or reaction. 

Compare Examine subject matter to note the similarities and differences. 

Consider Express opinions or views on subject matter as a result of careful 

thoughts. 

Define State the meaning or major parts of the subject matter. 

Demonstrate Show an understanding in an explicit way. 

Describe Provide and account of or outline the main features of the subject matter. 

Discuss Identify and debate the main points of a particular subject matter or idea. 

Explain Make the subject matter clear by expanding upon details or relevant facts, 

perhaps giving reasons. 

Evaluate Consider several options, ideas or arguments and come to a conclusion 

about their importance/success/worth. 

Formulate Express the subject matter in a precise or methodical format or prepare a 

plan to do so. 

Identify Establish the name in a precise or methodical format. Or prepare a plan 

to do so. 

Implement Put an idea or plan into action. 

Justify  Support an argument or conclusion. 

Outline Give a general description or summary of the subject matter. 

Plan Consider, set out and communicate what is to be done in an appropriate 

format. 

Produce   Present something for use. 

Select Choose the most suitable for the task. 

State Express clearly and briefly. 

Summarise  Sum up the main points of the subject matter in a more concise format. 

Verify  Demonstrate that the subject matter is accurate or relevant. 

 

 

Centre Recognition 

To offer any TQUK qualification each centre must be recognised by TQUK and meet qualification 

approval criteria. Qualification approval must be confirmed prior to any assessment of learners taking place. 

It is essential that centres provide learners with access to appropriate support in the form of specialist 

resources. 
 

The TQUK Centre Recognition process requires a centre to have in place a number of policies and 

procedures  to  protect  the  learners  undertaking  a  TQUK  qualification  and  the  integrity  of  TQUK’s 

qualifications. The policies and procedures will also support an approved Centre’s quality systems. 

Recognised centres must seek approval for each qualification they wish to offer. 

The approval process requires centres to demonstrate that they have the resources, including staff, to 

deliver and assess the qualification. 

 

 

 

 

 

 



Support from TQUK 
 

Recognised centres will be able to access support from TQUK whenever necessary. External Quality 

Assurance activities will be undertaken on a regular basis. TQUK also offers recognised centres the 

service of a Client Relationship Officer whose role is to support centres with any administration queries or 

qualification support. 

 
 
 

Course Delivery 
 

Pre-Course Information 
 

All learners should be given appropriate pre-course information regarding any TQUK qualifications. The 

information should explain about the qualification, the fee, the form of the assessment and any entry 

requirements or resources needed to undertake the qualification. 
 

Initial Assessment 
 

Centres should ensure that any learner registered on a TQUK qualification undertakes some form of 

initial assessment. The initial assessment should be used to inform a teacher/trainer on the level of the 

learner’s current knowledge and/or skills. 
 

Initial assessment can be undertaken by a teacher/trainer in any form suitable for the qualification to be 

undertaken by the learner/s. It is the centre's responsibility to make available forms of initial assessment 

that are valid, applicable and relevant to TQUK qualifications. 
 

 

Learner Registration 
 

Once approved to offer a qualification the centre should register learners before any assessment can 

take place. Recognised centres must follow TQUK’s procedures for registering learners. For short courses, 

TQUK offer the option of registering a course and booking a number of places. Learners are then added 

once the course has taken place, thus acknowledging situations where substitutions are made at short 

notice to meet business needs. 
 
 
 

Assessor Requirements 

Assessors who assess a TQUK qualification must possess an assessing qualification appropriate for the 

level of qualification they are delivering. This can include: 

 

         Level 3 Award in Assessing Competence in the Work Environment 

         Level 3 Award in Assessing Vocationally Related Achievement 

         Level 3 Award in Understanding the Principles and Practices of Assessment 

         Level 3 Certificate in Assessing Vocational Achievement 

         A1 or D32/D33 
 

Specific requirements for assessors may be indicated in the assessment strategy/principles identified in 

individual unit specifications. 

 

 

 

 

 



 

 

 

Internal Quality Assurer Requirements 
 

Centre staff who undertake the role of an Internal Quality Assurer (IQA) for TQUK qualifications must possess 

or be working towards a relevant qualification. This could include: 
 

         Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice 

         Level  4 Certificate  in  Leading  the Internal  Quality  Assurance  of  Assessment  Processes  and 

Practice 

         V1 Conduct internal quality assurance of the assessment process 

         D34 Internally verify the assessment process 
 

It is best practice that those who quality assure qualifications also hold one of the assessing qualifications 

outlined above. IQAs must follow the principles set out in Learning and Development NOS 11 - Internally 

monitor and maintain the quality of assessment. 

 

All  staff  members  involved  with  the qualification (training,  assessing or IQA)  will also need  to be 

‘occupationally competent in  the  subject area  being  delivered’. This  could  be  evidenced  by  a 

combination of the below: 

 

         A higher level qualification in the same subject area as the qualification approval request. 

         Experience of the delivery/assessment/IQA of the qualification/s requested. 

         Work experience in the subject area of the qualifications. 
 

Staff  members  will  also  be  expected  to  have  a  working  knowledge  of  the  requirements  of  the 

qualification, and a thorough knowledge and understanding of the role of tutors/assessors and internal 

quality assurance. They are also expected to undertake continuous professional development (CPD) to 

ensure they are up to date with work practices and developments in the qualifications they are involved 

with.



Useful Websites 
 
 
 
 

Health and Safety Executive                                            www.hse.gov.uk 
 

Office of Qualifications and Examinations Regulation      www.ofqual.gov.uk 
 
Register of Regulated Qualifications                               http://register.ofqual.gov.uk 

 
Health and Safety Executive NI                                       https://www.hseni.gov.uk/  

 

Universal Job match                                                        https://jobsearch.direct.gov.uk 

 

For further details regarding approval and funding eligibility please refer to the following websites:  

 

Skills Funding Agency for public funding information for 14+ learners in England 

https://www.gov.uk/government/organisations/education-and-skills-funding-agency 
 

Learning Aim Reference Service (LARS)  

https://www.gov.uk/government/publications/individualised- learner-record-ilr-sources-of-data  
 

  Qualifications Wales www.qualificationswales.org 
 

Department for the Economy https://www.economy-ni.gov.uk/ or Department of Education 

www.deni.gov.uk for public funding in Northern Ireland.

http://www.hse.gov.uk/
http://www.ofqual.gov.uk/
http://register.ofqual.gov.uk/
https://www.hseni.gov.uk/
https://jobsearch.direct.gov.uk/
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
http://www.gov.uk/government/publications/individualised-
http://www.qualificationswales.org/
http://www.economy-ni.gov.uk/
http://www.deni.gov.uk/
http://www.deni.gov.uk/


Units of assessment 
 

Units 
 

Group A 
 

Title: Preparing to achieve own job goals 

 
F/503/1557 

Level: 1 

Credit value: 2 

Guided learning hours: 10 

Learning outcomes 
 
 
 

The learner will: 

Assessment criteria 
 
 
 

The learner can: 

1 Know how to identify achievable 

job goals 

1.1 List the benefits of being in work against not being in 

work 

1.2 Outline the following job types: 

 
• survival 

• career entry 

• transitional 

• dream job 

1.3 Identify realistic job goals within own local area 

1.4 Identify a potential short term and long term job 

goal 

2 Know the key qualities required 

for employment 

2.1 State what qualities are attractive to employers 

2.2 Identify what qualities they already have and those to 

be developed to achieve own job goals 

2.3 State why honesty, trustworthiness, commitment and 

adaptability are key qualities to employers 

2.4 Give examples of when they have been honest, 

trustworthy, committed and adaptable 

2.5 Outline how own personal attitudes could positively 

and/or negatively affect own employability 



 

3 Be able to identify own 

employability skills 

3.1 List skills relevant to the workplace 

3.2 Outline why having a range of skills is important 

3.3 Identify what skills they already have and those to be 

developed to help achieve own job goals 

3.4 Identify where current skills were developed 



 

Title: Promoting yourself and preparing for a job interview 

 
F/503/1560 

Level: 1 

Credit value: 3 

Guided learning hours: 20 

Learning outcomes 
 
 
 

The learner will: 

Assessment criteria 
 
 
 

The learner can: 

1   Know the different types of CV 

and cover letter used to apply for 

jobs 

1.1 State the purpose of a CV and cover letter 

1.2 Identify different types of CV and cover letter 

1.3 Outline why it is important to change a CV and cover 

letter so they are relevant to a job or sector 

2 Know where and how to search 

for jobs 

2.1 State where to look for jobs that are advertised 

2.2 State ways to find out about jobs that are not 

advertised 

2.3 Outline how to apply for jobs that are advertised 

2.4 Outline how to apply for jobs that are not advertised 

3 Be able to identify suitable job 

opportunities and apply for them 

3.1 Identify a job vacancy or lead to respond to that fits 

with own job goals 

3.2 Identify own skills, qualities and experience relevant 

to the job 

3.3 Create a CV using the type that best fits own skills, 

qualities and experience 

3.4 Produce a cover letter for an advertised job 

3.5 Produce a cover letter for a job that has not been 

advertised 

3.6 Complete a job application form relevant to own job 

goals 

3.7 Check format and accuracy of completed documents 

and amend if needed 



 

   

4 Know how to prepare for an 

interview 

4.1 Give examples of the things they need to do to 

prepare for an interview 

4.2 Outline why it is important to prepare for an 

interview 

5 Be able to conduct self in an 

interview situation 

5.1 Demonstrate in an interview situation appropriate: 

 
• punctuality 

• use of language 

• use of questions 

• response to questions 

 

6 Be able to review own 

performance following an 

interview situation 

6.1 Review own performance following an interview 

situation 

6.2 Identify strengths and weaknesses following an 

interview situation. 

6.3 Identify ways to improve own performance in the 

future 

Assessment requirement: 

 

This unit can be simulated.  



Group B 
 

Title: Motivation for Work 

 
D/505/5560 

Level: 1 

Credit value: 2 

Guided learning hours: 15 

Learning outcomes 
 
 
 

The learner will: 

Assessment criteria 
 
 
 

The learner can: 

1 Know how to motivate themselves 

to secure employment 

1.1 Identify the challenges affecting their motivation to 

secure employment 

1.2 Outline which of these challenges are real and which 

are perceived 

1.3 State how their motivation has been affected by 

these challenges in the past 

1.4 Identify support available to help with self-motivation 

for employment 

2 Be able to agree a personal 

development plan for self- 

motivation 

2.1 Identify how to overcome challenges to self- 

motivation 

2.2 Agree a personal development plan to address these 

challenges 

2.3 Identify how and when to review their progress 

towards achieving their targets 

3 Be able to review their progress 

against their personal 

development plan 

3.1 Review progress against completed activities 

3.2 Agree further improvements and update their plan 

3.3 Outline how they will continue to review and update 

their plan, using the support available 



 

Title: Money Matters for Employment 

 
K/505/5559 

Level: 1 

Credit value: 2 

Guided learning hours: 16 

Learning outcomes 
 
 
 

The learner will: 

Assessment criteria 
 
 
 

The learner can: 

1   Understand personal finance 1.1 State the importance of managing personal finance 

1.2 Define the terms ‘income’ and ‘expenditure’ 

1.3 Outline the importance of recording income and 

expenditure 

1.4 Identify financial products and services to help them 

manage personal finances 

2 Be able to produce a personal 

budget 

2.1 State their weekly net income 

2.2 Outline their household expenditure and living 

expenses 

2.3 Calculate their monthly expenditure and income 

2.4 Identify how to make sure they do not overspend 

each month 

3 Know the financial impact of 

moving into employment 

3.1 Identify how their finances will change by moving 

into employment 

3.2 Identify the sources of support in dealing with the 

changes 

3.3 Identify benefits available to support people who 

gain employment 

3.4 Check what benefits they may be entitled to 



 

Title: Principles of Marketing 

 
L/505/5554 

Level: 1 

Credit value: 2 

Guided learning hours: 15 

Learning outcomes 
 
 
 

The learner will: 

Assessment criteria 
 
 
 

The learner can: 

1 Understand the main types of 

research that can be carried out 

1.1 Define what is meant by the term primary research 

1.2 Define what is meant by the term secondary 

research 

1.3 Identify the methods of gaining primary and 

secondary research 

1.4 State the benefits of both primary and secondary 

research 

2 Know what should be researched 

when setting up a new business 

2.1 State what market information needs to be known 

when setting up a new business 

2.2 Identify where and how this information could be 

gathered 

3 Know common marketing 

activities 

3.1 Describe, using examples, marketing activities carried 

out by well-known organisations 

3.2 Describe, using examples, a successful marketing 

campaign 

3.3 Describe, using examples, an unsuccessful marketing 

campaign 



 

Title: Recruitment Methods 

 
J/505/5570 

Level: 1 

Credit value: 2 

Guided learning hours: 17 

Learning outcomes 
 
 
 

The learner will: 

Assessment criteria 
 
 
 

The learner can: 

1 Know the information required for 

job applications 

 

1.1 
Identify the information commonly asked for in job 

applications 

 

1.2 
Assemble a personal file containing information that 

can be used for several job applications 

2 Understand the different types of 

interview used in recruitment 

 

2.1 
Identify the different types of interviews  used in 

recruitment 

2.2 State the purpose of each type of interview 

 

2.3 
Identify how they would demonstrate their strengths 

in different types of interview 

 

2.4 
Identify potential pitfalls in different types of 

interview 

2.5 State how to avoid these pitfalls 

3 Know standard questions asked in 

recruitment interviews 
3.1 Identify common interview questions 

 

3.2 
Explain the benefits of preparing answers to 

common questions before an interview 

3.3 Prepare answers to common interview questions 

4 Know how employers assess 

candidates for jobs 

 

4.1 
Describe the different tasks and tests that are used in 

recruitment 

 

4.2 
Identify how they could prepare for the tasks and 

tests used in recruitment 



 

Title: Business Start-up 

 
D/505/6773 

Level: 1 

Credit value: 2 

Guided learning hours: 20 

Learning outcomes 
 
 
 

The learner will: 

Assessment criteria 
 
 
 

The learner can: 

1 Understand the main aims when 

starting up a business 

1.1 State the main aims of a new business 

1.2 Identify the main challenges in achieving these aims 

1.3 Outline how best to deal with these challenges 

2 Know the difference between 

products and services 

2.1 Define what a product is 

2.2 Define what a service is 

2.3 Identify the resources required to sell products 

2.4 Identify the resources required to offer services 

3 Understand business start-up 

opportunities 

3.1 Identify the types of business they could start up 

3.2 Identify industries they could operate in 

3.3 Identify a realistic business start-up opportunity 

3.4 Identify the essential resources required for this 

business 



 

Title: Understanding Business Culture and Values 

 
Y/505/6772 

Level: 1 

Credit value: 2 

Guided learning hours: 15 

Learning outcomes 
 
 
 

The learner will: 

Assessment criteria 
 
 
 

The learner can: 

1 Understand the importance of 

business culture 

1.1 Define what is meant by business culture 

1.2 Identify why a business might have its own culture 

1.3 State why it is important for employees to fit in with 

a business’s culture 

2 Understand the importance of 

business values 

2.1 Define what is meant by business values 

2.2 Identify why a business might have its own values 

2.3 State why it is important for employees to fit in with 

a business’s values 

3 Understand the rights and 

responsibilities of employers and 

employees 

3.1 State some of the responsibilities employers have to 

their employees 

3.2 Identify some of the responsibilities an employee has 

to their employer 

3.3 Identify why rights and responsibilities are important 

in the workplace 

3.4 State how an employer communicates rights and 

responsibilities to its employees 

3.5 Identify acceptable employee behaviour and 

personal conduct 

 


