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Guide to the book

When starting your T Level Technical Qualification in Management & Administration course, you should check on the City & Guilds Qualifications website to find out which version of the specification you should be following. This textbook follows Version 1.1, which is first teaching from September 2022. If you are following a later version, ensure you know how your version has been updated.

The following features can be found in this book.


Learning outcomes

Core knowledge outcomes that you must understand and learn. These are presented at the start of every chapter.




Key terms

Definitions to help you understand important terms.




Reflect

Tasks and questions providing an opportunity to reflect on the knowledge learned.




Test yourself

A knowledge consolidation feature containing short questions and tasks to aid understanding and guide you to think about a topic in detail.




Research

Research-based activities – either stretch and challenge activities, enabling you to go beyond the course, or industry placement-based activities, encouraging you to discover more about your placement.




Industry tip

Helpful tips and guidelines to help develop professional skills during your industry placement.




Case study

Placing knowledge into a fictionalised, real-life context. Useful to introduce problem-solving and dilemmas.




Project practice

Short scenarios and focused activities that reflect one or more of the tasks that you will need to undertake during completion of the Employer-set project. These support the development of the four core skills required.




Assessment practice

Core content containing knowledge-based practice questions at the end of each chapter.



Answers can be found online at: www.hoddereducation.co.uk/subjects/business-and-accounting/products/level-3/management-and-administration-t-level-core
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