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Executive Summary

This deliverable is the qualification framework for administrative personnel in four different EQF levels namely level
2,3,4and 5

The qualification framework is structured in «work areas>» and in each work area there are different «units» (from
different levels). In this way one can see the progression in levels within the work area. The concept of the «theme»

is also introduced as some work areas deal with more than one themes.

For each of the units the code of the unit, the number of learning outcomes and the ECVET points allocated to that

unit are presented.

The current version is a short version of the qualification framework that presents the learning outcomes in a holistic
approach. A longer version of the qualification framework exists that presents the learning outcomes analysed in

knowledge, skills and competences.

This version is also available (but only in the English language) in the website of the project.
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Work Area 1: Office Procedures

Theme 1: Mail

UNIT 2.1: HANDLE THE MAIL

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit:
Number of ECVET points: 4

w
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Theme 2: Stock

UNIT 2.2: HANDLE THE STOCK

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 3
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Work Area 2: Office Equipment and Technology

Theme 3: Office Equipment

UNIT 2.3: USE OF OFFICE EQUIPMENT TO CARRY OUT SIMPLE TASKS INCLUDING

SIMPLE TROUBLESHOTING

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 4

UNIT 3.1: USE OF OFFICE EQUIPMENT TO CARRY OUT TASKS AND TO SOLVE
PROBLEMS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 3: Communication and social, telephone handling,

code of conduct, equal opportunities and relationships

Theme 4: Business Communication

UNIT 2.4: USE OF BUSINESS COMMUNICATION SKILLS CLEARLY AND EFFECTIVELY

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 5

UNIT 3.2: USE OF APPROPRIATE BUSINESS COMMUNICATION SKILLS FOR
SELECTED AUDIENCES AND INTENDED OUTCOMES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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UNIT 4.1: USE OF BUSINESS COMMUNICATION SKILLS TO GENERATE SOLUTIONS

IN SPECIFIC SITUATIONS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 7

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 5: Telephone Techniques

UNIT 2.5: USE TELEPHONE TECHNIQUES EFFECTIVELY

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 11

UNIT 3.3: USE TELEPHONE TECHNIQUES EFFECTIVELY IN ACCORDANCE WITH

ORGANIZATIONAL RULES AND PROCEDURES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Theme 6: Code of conduct and equal opportunities

UNIT 2.6: UNDERSTAND AND APPLY CODE OF CONDUCT ACCORDING TO
ORGANIZATIONAL PRINCIPLES

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 4

UNIT 3.4: EXPLAIN AND APPLY THE CODE OF CONDUCT IN A VARIETY OF

SITUATIONS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

UNIT 4.2: ADDRESS ISSUES OF EQUAL OPPORTUNITIES

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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UNIT 4.3: IMPROVE CODE OF CONDUCT

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1

Number of ECVET points: 3

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 7: Relationships

UNIT 2.7: RECALL AND APPLY KEY PRINCIPLES OF GOOD RELATIONSHIPS WITH
CUSTOMERS, EXTERAL STAKEHOLDERS AND COLLEGUES IN A CLEAR AND
EFFECTIVE WAY

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 4

UNIT 3.5: BUILD AND IMPROVE WORKING RELATIONSHIPS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 4

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 4: Written Communication

Theme 8: Written Communication

UNIT 2.8: USE WRITTEN COMMUNICATION SKILLS TO PRODUCE A VARIETY OF
ROUTINE BUSINESS DOCUMENTS

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 5

UNIT 3.6: USE WRITTEN COMMUNICATION SKILLS TO PRODUCDE NON-ROUTINE
DOCUMENTS BASED ON SPECIFIC INSTRUCTIONS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 8
Number of ECVET points: 7

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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UNIT 4.4: USE WRITTEN COMMUNICATION SKILLS TO GENERATE NON-
STANDARD DOCUMENTS BASED ON THE NEEDS OF THE READER AND
CONTRIBUTE TO THE IMPROVEMENT OF WRITTEN COMMUNICATION

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 6

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 5: Filing System Documentation and Databases

Theme 9: Filing

UNIT 2.9 USE FILING SKILLS TO MAINTAIN AN ESTABLISHED SYSTEM

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 4

UNIT 3.7: USE FILING SKILLS TO DESIGN AND MAINTAIN A FILING SYSTEM GIVEN
SPECIFIC INSTRUCTIONS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 4

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 10: Business Documents

UNIT 2.10: INTERPET ROUTINE BUSINESS DOCUMENTS

Unit Level: 2

Description of the unit:

Number of learning outcomes within the Unit: 1

Number of ECVET points: 3

LO17 Demonstrate the ability to prepare, interpret and check entries of routine business documents.

Intellectual Output 5:

* %
* %
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Theme 11: Databases

UNIT 2.11: USE BASIC DATABASE SKILLS TO ENTER INFORMATION IN A

DATABASE

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 4

UNIT 3.8: SELECT AND APPLY DATABASE TOOLS TO COLLECT AND ORGANISE
INFORMATION IN A DATABASE

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 3

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 6: Bookkeeping, Accounting and Financial

Transactions

Theme 12: Bookkeeping, Accounting and Financial Transactions

UNIT 2.12: PERFORM ROUTINE BUSINESS TRANSACTIONS

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 4

UNIT 3.9: PERFORM MORE COMPLEX ACCOUNTING/ FINANCIAL TRANSACTIONS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 4

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 7: Business Travel, Diary Systems, Meeting
organization and event management
Theme 13: Business travel and accommodation

UNIT 2.13: RECOMMEND BUSINESS TRAVEL AND ACCOMMODATION
ARRANGEMENTS AND PREPARE RELEVANT DOCUMENTATION

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 2

UNIT 3.10: ORGANISE BUSINESS TRAVEL AND ACCOMMODATION

ARRANGEMENTS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 6
Number of ECVET points: 3

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 14: Meetings

UNIT 2.14: PREPARE FOR A ROUTINE MEETING (INCLUDING MEETING
DOCUMENTATION)

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 4

UNIT 3.11: PLAN, ORGANISE AND SUPPORT MEETINGS AND RECOMMEND
IMPROVEMENTS TO THE PROCEDURES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 3

UNIT 4.5: DESIGN, PLAN, ORGANISE MEETINGS AND OTHER EVENTS

Unit Level: 4

Description of the unit:

Number of learning outcomes within the Unit: 2

Number of ECVET points: 10

Intellectual Output 5: %y

FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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UNIT 5.1: DESIGN, PLAN, ORGANISE MEETINGS AND OTHER EVENTS

Unit Level: 5
Description of the unit:

Number of learning outcomes within the Unit: 4
Number of ECVET points: 20

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 15: Diary Systems

UNIT 2.15: USE DIARY SYSTEMS FOR ROUTINE BUSINESS PURPOSES

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 4
Number of ECVET points: 2

UNIT 3.12: DESIGN (CONTROL THE TYPE OF INFORMATION NEEDED) AND
MANAGE DIARY SYTEMS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 2

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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UNIT 4.6: RECOMMEND IMPROVEMENTS TO DIARY SYSTEMS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 3

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Work Area 8: Visitors/ Customer Service

Theme 16: Visitors/Customers

UNIT 2.16: HANDLE VISITORS AND CUSTOMERS WITH PROFESSIONALISM

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 10

UNIT 3.13: SERVE CUSTOMERS IN ACCORDANCE WITH ORGANISATIONAL

PRINCIPLES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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UNIT 4.7: DELIVER, MONITOR AND EVALUATE CUSTOMER SERVICE TO INTERNAL

AND EXTERNAL CUSTOMERS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 9: ICT Skills

Theme 17: Word Processing

UNIT 2.17: USE WORD PROCESSING SOFTWARE TO PRODUCE SIMPLE ROUTINE

DOCUMENT

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 6

Demonstrate the ability to use word processing software safely and securely to produce simple documents
LO33
that meet the requirements of the office.

UNIT 3.14: USE WORD PROCESSING SOFTWARE TO PRODUCE NON-ROUTINE

DOCUMENTS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 5

Demonstrate the ability to use Word Processing techniques at an intermediate level to produce non-routine
LO77
documents.

UNIT 4.8: USE WORD PROCESSING SOFTWARE TO PRODUCE NON-ROUTINE HIGH
QUALITY AND ATTRACTIVE DOCUMENTS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 7

Demonstrate Skills in using word processing techniques at an advanced level to produce high quality and

LO111 attractive documents to agreed specifications using available design and production resources. Take some

responsibility for the evaluation of the result

Intellectual Output 5: &*
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Theme 18: Spreadsheets

UNIT 2.18: USE SPREADSHEETS TO PRODUCE SIMPLE ROUTINE SHEETS

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 3

UNIT 3.15: USE SPREADSHEETS TO PRODUCE NON-ROUTINE SHEETS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 3

UNIT 4.9: USE SPREADSHEETS TO PRODUCE NON-ROUTINE COMPLEX SHEETS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 19: Presentations

UNIT 2.19: USE PRESENTATION SOFTWARE TO PRODUCE SIMPLE ROUTINE

PRESENTATIONS
Unit Level: 2
Description of the unit:
Number of learning outcomes within the Unit: 1
Number of ECVET points: 3

UNIT 3.16: USE PRESENTATION SOFTWARE TO PRODUCE NON- ROUTINE
PRESENTATIONS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

UNIT 4.10: USE PRESENTATION SOFTWARE TO PRODUCE NON- ROUTINE
COMPLEX PRESENTATIONS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 4

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Theme 20: Internet

UNIT 2.20: USE THE INTERNET TO CARRY OUT SIMPLE TASKS

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 10

UNIT 3.17: USE INTERNET TO ACCOMPLISH TASKS USING DIFFERENT
TECHNIQUES AND TOOLS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 21: Emails

UNIT 2.21: USE EMAIL TO CARRY OUT SIMPLE TASKS

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 3

UNIT 3.18: USE EMAIL TO ACCOMPLISH TASKS (SUCH AS COMPLEX EMAILS OR
INSTANT MESSAGING)

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 22: Synchronisation between electronic devices

UNIT 3.19: USE ELECTRONIC DATABASE SKILLS TO ACCOMPLISH
SYNCHRONISATION BETWEEN DEVICES

Unit Level: 3

Description of the unit:

Number of learning outcomes within the Unit: 1

Number of ECVET points: 2

LO82 Demonstrate the ability to use synchronization between devices (e.g. mobile device and outlook).

Intellectual Output 5: &*
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Theme 23: Using Social Media

UNIT 3.20: USE SOCIAL MEDIA TO PROMOTE THE ORGANISATION AND ITS
ACTIVITIES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 10: Projects

Theme 24: Projects

UNIT 3.21: USE PROJECT MANAGEMENT SKILLS TO ACCOMPLISH
IMPLEMENTATION OF A LOW-RISK SIMPLE PROJECT

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 1

UNIT 4.11: USE PROJECT MANAGEMENT SKILLS TO ACCOMPLISH
IMPLEMENTATION OF A COMPLEX PROJECT WITH SIGNIFICANT LEVELS OF RISK

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 6
Number of ECVET points: 4

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 11: HR ISSUES

Theme 25: Human Resources

UNIT 3.22: POSSESS THE KNOWLEDGE AND SKILLS TO ACCOMPLISH BASIC TASKS

RELATED TO HR ISSUES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 1

UNIT 4.12: POSSESS THE KNOWLEDGE AND SKILLS TO GENERATE SOLUTIONS

RELATED TO HR ISSUES

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 3

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 12: Numeric Skills

Theme 26: Numeric Skills

UNIT 2.22: MAKE BASIC MATHEMATICAL CALCULATIONS

Unit Level: 2
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

UNIT 3.23: APPLY A RANGE OF BASIC NUMERICAL SKILLS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 13: Foreign Languages

Theme 27: Languages

UNIT 3.24: DEAL VERBALLY WITH KEY WORK TASKS OR ROUTINE DISCUSSIONS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

UNIT 4.13: DEAL VERBALLY WITH KEY WORK TASKS OR COMPLEX DISCUSSIONS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 4

UNIT 3.25: PRODUCE WRITTEN MATERIALS TO DEAL WITH ROUTINE WORK
TASKS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 1

Intellectual Output 5:

*ﬁ i*
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UNIT 4.14: PRODUCE WRITTEN MATERIALS TO DEAL WITH NON-ROUTINE WORK

TASKS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1

Number of ECVET points:

Demonstrate the necessary skills to use the foreign language in its written form (CEFR Level B2) in most
L0124
occupational and social contexts including non-routine ones.

Intellectual Output 5: &*
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Work Area 14: Office Effectiveness and Efficiency

Theme 28: Planning/Time Management

UNIT 3.26: USE PLANNING SKILLS TO ACCOMPLISH TASKS TO AGREED DEADLINES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 3

UNIT 4.15: USE PLANNING AND TIME MANAGEMENT SKILLS TO ACHIEVE OWN
SHORT TERM AND LONG TERM OBIJECTIVES

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 5

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Theme 29: Facilities Management

UNIT 4.16: MANAGE OFFICE FACILITIES

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 4
Number of ECVET points: 6

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 15: Team Dynamics

Theme 30: Team Dynamics

UNIT 3.27: USE TEAMWORK PRINCIPLES TO ACCOMPLISH GROUP TASKS

Unit Level: 3

Description of the unit:

Number of learning outcomes within the Unit: 1

Number of ECVET points: 2

LO91 Demonstrate, understand and use the principles of team working to accomplish group tasks.

UNIT 4.17: GENERATE SOLUTIONS THROUGH TEAMWORK AND EVALUATE AND
IMPROVE THE SUCCESS OF TEAM WORKING ACTIVITY

Unit Level: 4

Description of the unit:

Number of learning outcomes within the Unit: 2

Number of ECVET points: 4

LO131 Demonstrate the ability to generate solutions through team building activities.

L0132 Demonstrate the ability to evaluate and improve the performance of teams within the organisation

Intellectual Output 5: &*
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
lid: F

47 |Page

iation of Formal, Non-Formal and Informal Leaming

;IJI pnnext



Work Area 16: Self-Management, Supervision, Management

and Leadership

Theme 31: Management of self and others

UNIT 3.28: EVALUATE OWN WORK ACCORDING TO AGREED CRITERIA

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 1

UNIT 4.18: EXERCISE SELF-MANAGEMENT IN PREDICTABLE SITUATIONS AND
SUPERVISE THE ROUTINE WORK OF OTHERS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 4

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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UNIT 5.2: EXERCISE MANAGEMENT IN UNPREDICTABLE SITUATIONS AND
DEVELOP EVALUATION CRITERIA IN ORDER TO REVIEW AND DEVELOP

PERFORMANCE OF OTHERS

Unit Level: 5
Description of the unit:

Number of learning outcomes within the Unit: 3
Number of ECVET points: 14

UNIT 5.3: MANAGE OWN PERFORMANCE IN THE BUSINESS ENVIRONMENT

Unit Level: 5
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 13

UNIT 5.4: DEMONSTRATE LEADERSHIP SKILLS

Unit Level: 5
Description of the unit:

Number of learning outcomes within the Unit: 7
Number of ECVET points: 12

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Intellectual Output 5: ** %y
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Work Area 17: Business Environment

Theme 32: Individual Rights and Responsibilities

UNIT 3.29: UNDERSTAND, FOLLOW AND APPLY INDIVIDUAL RIGHTS AND
RESPONSIBILITIES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 1

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 33: Mission, vision, values

UNIT 3.30: UNDERSTAND THE COMMUNICATION OF THE ORGANISATION’S
MISSIONS, VALUES AND VISION

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

Demonstrate the ability to promote and achieve the Mission and objectives of the organisation, always
LO95
reflecting the values of the organisation.

Intellectual Output 5: &*
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Theme 34: Environmental Sustainability

UNIT 3.31: SUPPORT ENVIRONMENTAL SUSTAINABILITY

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 1

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Theme 35: Corporate Social Responsibility

UNIT 3.32: IMPLEMENT OF CSR ACTIVITIES

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 1

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 36: Cultural Awareness and Diversity

UNIT 3.33: UNDERSTAND CULTURAL AND DIVERSITY AWARENESS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 1

UNIT 4.19: ADOPT BEHAVIOUR AND ACTIONS IN ACCORDANCE WITH CULTURAL
AND DIVERSITY AWARENESS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 4
Number of ECVET points: 3

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Theme 37: Multi-tasking

UNIT 3.34: DEMONSTRATE MULTI-TASKING SKILLS

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 3

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Theme 38: Self Image and Organisation Image

UNIT 3.35: PRESENT A POSITIVE IMAGE OF SELF AND THE ORGANISATION
THROUGH ADAPTATION OF BEHAVIOUR

Unit Level: 3
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 2

UNIT 4.20: DEVELOP A POSITIVE IMAGE OF SELF AND THE ORGANISATION

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 4

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u q
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Work Area 18: General Legislation

Theme 39: Legislation

UNIT 4.21: DEMONSTRATE KNOWLEDGE OF LAW TO GENERATE SOLUTIONS TO

POSSIBLE ISSUES
Unit Level: 4
Description of the unit:
Number of learning outcomes within the Unit: 2
Number of ECVET points: 2

UNIT 5.5: DEMONSTRATE KNOWLEDGE OF LAW TO GENERATE SOLUTIONS TO

MORE ABSTRACT ISSUES

Unit Level: 5
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 7

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 19: Tenders

Theme 40: Tenders

UNIT 4.22: MANAGE CALLS FOR TENDERS

Unit Level: 4
Description of the unit:

Number of learning outcomes within the Unit: 2
Number of ECVET points: 4

Intellectual Output 5: %y
FOUR Qualification Frameworks of EUPA Level 2-5 (organized by work area) e u a
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Work Area 20: Assistance at a corporate level

Theme 41: Corporate Level

UNIT 5.6: DEMONSTRATE ASSISTANCE AT A CORPORATE LEVEL

Unit Level: 5
Description of the unit:

Number of learning outcomes within the Unit: 1
Number of ECVET points: 12

Intellectual Output [Number and Title]

- elpa
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Work Area 21: Innovation and Change

Theme 42: Innovation and Change

UNIT 5.7: DEMONSTRATE OPENNESS TO CHANGE

Unit Level: 5
Description of the unit:

Number of learning outcomes within the Unit: 4
Number of ECVET points: 12

Intellectual Output [Number and Title]

- elpa
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Work Area 22: PA as a manager

Theme 43: Responsibility, Self-confidence, Persistence, Initiative,

Entrepreneurship

UNIT 5.8: ACT AS A MANAGER

Unit Level: 5
Description of the unit:

Number of learning outcomes within the Unit: 7
Number of ECVET points: 10

Intellectual Output [Number and Title]

- elpa
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Checklist

Before submitting, this output please make sure that the following tasks have been completed:
[] The table of contents has been updated

] Captions have been used for all tables

[] The Repeat Header Row function has been used for all tables

[] The list of tables has been updated

] Captions have been used for all figures

[] The list of figures has been updated

[] The footer is complete

Intellectual Output [Number and Title]
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Contact us:

MMC Ltd

16 Imvrou Street

Nicosia 1055

Cyprus

Tel: 00357 22 466633

Fax: 00357 22 466635

Web: www.eupanext.eu

Email: eu@mmclearningsolutions.com
Facebook:

https://www.facebook.com/eupammc/
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