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• Resourcing Project Assignment criteria 
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Resourcing Project Assignment - Guidance 
 

The resourcing project assignment is an assessment that will be given to the apprentice once they 

have progressed through gateway. It has been designed to assess the apprentice’s knowledge, skills 

and behaviours in the topics listed below: 

• Candidate Sourcing 

• Compliance 

• Attention to detail 

• Ethical customer-focused approach 

• Are very organised  

The apprentice will compose a job advert consisting of no more than 350 words (+/-10%) using a 

job description, person specification and a client profile. These documents will be given to the 

apprentice within 7 days of progressing to End Point Assessment. The apprentice will also be asked 

to answer three supplementary questions which will further test their knowledge, skills and 

behaviours. The answers to the supplementary questions will have a total word count of 1100 

words (+/-10%). The apprentice can submit supporting information, such as testimonials or 

screenshots but these will not be taken into consideration for the word count. 

The resourcing project assignment must be submitted for assessment within 3 weeks of being set.  

The employer/training provider must ensure that the work within the resourcing project 

assignment is the apprentice’s own. If the apprentice does choose to submit supporting 

information, a confirmation of authenticity from either the employer or training provider is 

required.  

The resourcing project assignment can be submitted in any format but if submitting via Dropbox or 

e-portfolio please allow access to only the specific work of the candidate who is due to be assessed. 

Before the assessment 
 

• Whist on-programme, the employer/training provider should brief the apprentice on the 
areas to be assessed by the resourcing project assignment 

• Arrangements for confirming the authenticity of the resourcing project assignment should 
be agreed and implemented 

 

It is advised that a mock assessment is carried out by the apprentice in advance of the end-point 
assessment with the training provider/employer giving feedback on any areas for improvement. 
Sample documents, including a job description, client profile and person specification, as well as 
sample supplementary questions, are included in this EPA-kit. Marking guidance is also provided 
within this EPA-kit.  
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Sample job description 
 

Job purpose 

As a data entry clerk, you will be required to ensure all information is entered into the company 

database is accurate, in a timely and efficient manner.  

You will be expected to provide exceptional customer service to all stakeholders where 

relationships will be continually developed.  You will ensure complete compliance to the company 

policies and procedures and in addition will live and breathe the company values. 

It is expected you will have the ability to support other administrative functions within the office 

where necessary and always present a professional and proactive image and level of support to 

your centre and the overall business. 

You will perform all activities necessary to deliver a positive, efficient and friendly experience to all 

colleagues within the office. 

Accountabilities and responsibilities 

1. Data entry: To manage the flow of documents from the sales team in a professional and 

efficient manner. To prioritise workload, to ensure all sales orders are processed quickly and 

efficiently. To deal with all queries promptly and escalate when necessary. To liaise with the 

warehouse regarding stock issues and delivery.  

2. Data management and recording: Where applicable to assist with inputting any other 

paperwork onto our systems. Accurately update all systems, trackers and logs in line with 

standard operating procedures to ensure the integrity of our data is maintained.   

3. Reporting: Provision of reporting in line with agreed formats and timescales and ensure 

information is communicated to relevant stakeholders promptly and accurately.   

4. Compliance and H&S: Ensure that all activities meet with Company and client policy, procedure 

and relevant legislation. Identify and address any hazards in the work area. Challenge and 

escalate any non-conformance.  Maintain and sustain full compliance with and understanding 

of company and legal frameworks promoting safe, consistent and compliant working practices 

throughout. 

5. Customer focus: Ensure that all customer orders are processed swiftly and dealt with 

appropriately. Ensure that our clients and all colleagues are provided with exceptional 

customer service throughout their experience with the Company.  
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Salary and benefits 

Starting salary £21,000 pa, 40 hours per week Monday to Friday. Working from home possible 

depending on the needs of the business. Annual leave entitlement of 23 days including bank 

holidays. Company pension, share purchase and bonus scheme. Annual family fun day. 

Sample person specification 
 

1. Communication: Ability to interact and communicate (both written and verbal) with 

stakeholders at all levels projecting a positive demeanour at all times. 

2. IT Skills: Proficient in both Microsoft and Google platforms, fast and accurate data entry 

speeds 
3. Detail Orientated: Exceptional attention to detail, a high standard of data input and ability to 

analyse information essential. 

4. Time Management: Ability to manage heavy workload and prioritise accordingly and escalate 

any perceived problems to management. 

5. Resourcefulness: Ability to seek support from other parts of the business where required, 

demonstrate innovation and excellent problem solving. 

6. Experience: Previous sales order process/data entry experience is essential.  

 
Sample client profile 
 
West Valley UK Ltd are the leading supplier of high-quality UPVC window and doors in the South-

Yorkshire area. Based in Rotherham, they pride themselves on their craftmanship and service, 

which keeps customers coming back again and again. All of their products are made in their own 

factory to the highest industry standards.  

Established in 1980, this family owned business has grown year-on-year to become highly 

respected in the home-improvement market and are due to re-locate to larger custom-built 

premises in Rotherham, in late 2019. Currently they employ over 200 staff across their 

manufacturing, sales, marketing and installation teams. 

They offer a wide range of bespoke solutions to customers and their reputation for quality and 

service has won several prestigious awards including ‘Rotherham Business of the Year 2015-16’ and 

the ‘UPVC Diamond Award’ at the UK home-improvement conference 2016. 
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Sample supplementary questions 
 

The apprentice is required to answer these 3 questions with a total word count of 1100 (+/-10%).  

Question 1 
Now that you have completed your job advert, describe what external factors could affect 

its success and how you would use your knowledge and experience to ensure that the 

customer is happy and that the vacancy is filled? 

Assessment criteria 

CS3 Shows knowledge of the broader candidate marketplace 

CS4 Broad understanding of their sector and how external factors can affect it 
CS8 Evaluates own performance and shares reasons for success 

CS9 Applies knowledge to improve advice and delivery 

CS10   Detailed understanding of their sector and how it can be affected by external 

factors 

B7.1 Has customer satisfaction at the centre of their actions  

B7.2 Champions customer care best practice and strives for a win-win solution  

 

Question 2 
Explain the importance of meeting legal, regulatory, ethical requirements and appropriate 
codes of practice when resourcing; how you champion these; and how failure to meet 
these requirements could affect you and your employer. 

Assessment criteria 
CO1 Understands and complies with best practice 
CO2 Demonstrates a knowledge of relevant policies, procedures and legislation and 

consistently follows them 
CO3 Understands the importance of meeting compliance standards  
CO4 Champions best practice 
CO5 Shows a thorough knowledge of relevant policies, procedures and legislations and 

promotes them internally and externally 
CO6 Understands the wider implications of failure to comply with legislative 

requirements 
CO7 Consistently adheres to policies and procedures 
CO9 Highlights issues when they arise and seeks advice 
CO10 Understand and follows policies and procedures to a consistently high level and is 

able to identify inefficiency and suggest improvements 



RR 1.3 6   
 

CO11 Takes ownership for own work, promotes best practice and proactively offers to 
coach others 

CO12 Proactively identifies potential issues and takes appropriate action to prevent 
them from happening 

 

Question 3 
The customer who you created the advert for has come back with some feedback on how 
they would like the advert amending. You have a tight deadline with your current task and 
your manager would like you to assist in training a new starter. How would you approach 
this to ensure all parties are satisfied and your deadlines are met? 

Assessment criteria 
CS1 Accurately and timely in activities  

CS2 Checks own work and learns from experience 

CS7 Demonstrates proactivity 

B8.1 Plans work, achieves deadlines and effectively manages resources 

B8.2 Creates plans to maximise resources and personally ensure results are achieved 

 

How the assignment will be marked: 

Below is a table indicating the total marks available for each area of the standard covered in the 

resourcing project assignment. The candidate must demonstrate all the knowledge, skills and 

behaviours outlined in this table across their project assignment and answers to the 3 additional 

questions. A minimum score is required for each element to be considered for a pass. 

Standard Knowledge Skills Behaviours 
Candidate sourcing 
 

22 22  

Compliance 
 

22 22  

Attention to detail 
 

  4 

Ethical customer focused approach   4 

Are very organised  
 

  4 
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Resourcing Project Assignment Criteria   
The following pages include the criteria that are covered by the resourcing project assignment and mark allocation; the total mark available is 
100. A minimum mark must be scored from each section for the apprentice to be considered for a pass.   

Candidate sourcing 
Resourcing project assignment 

Knowledge 
The candidate attraction and selection processes. Market rates and conditions within their sector 

Assessment criteria Maximum marks available  
22 marks (min 4 marks = pass) 

CS1 Accurate and timely in activities 3 
CS2 Checks own work and learns from experience 3 
CS3 Shows knowledge of the broader candidate marketplace 3 
CS4 Broad understanding of their sector and how external factors can affect it 4 
CS8 Evaluates own performance and shares reasons for success 3 
CS9 Applies knowledge to improve advice and delivery  3 
CS10 Detailed understanding of their sector and how it can be affected by external factors  3 

Skills 
Research identify and attract candidates using all appropriate methods to satisfy job requirements. Write, place and update adverts in line 
with company procedures. Monitor responses/applications received and make sure that candidate’s applications are processed efficiently. 

Assessment criteria Maximum marks available  
22 marks (min 4 marks = pass) 

CS5 Written material follows best practice guidelines 4 
CS6 Accurate and detailed 4 
CS7 Demonstrates proactivity 4 
CS11 Produces creative and compelling written material 4 
CS12 Error-free work 3 
CS13 Demonstrates creativity and proactivity 3 

 



RR 1.3 8   
 

Compliance  
Resourcing project assignment 

Knowledge 
The legal, regulatory and ethical requirements and appropriate codes of practice when resourcing. Agreed job related Key Performance 

Indicators (assessment completed, interviews etc) and how they will be assessed and measured during the apprenticeship. Employee rights 
and responsibilities including equality, diversity and inclusion. 

Assessment criteria Maximum marks available  
22 marks (min 4 marks = pass) 

CO1 Understands and complies with best practice 3 
CO2 Demonstrates a knowledge of relevant policies, procedures and legislation and consistently follows them 4 
CO3 Understands the importance of meeting compliance standards 3 
CO4 Champions best practice 4 
CO5 Shows a thorough knowledge of relevant policies, procedures and legislations and promotes them internally 

and externally  
4 
 

CO6 Understands the wider implications of failure to comply with legislative requirements 4 

Skills 
Provide pre-employment and compliance checks in line with company policy and relevant legislation. Provide support to ensure that the 

candidates and clients receive a professional and comprehensive recruitment service at all times. Utilise database information in line with 
relevant legislation and best practice. Escalate non-compliance where appropriate. Meet agreed Key Performance Indicators (e.g. interviews 

arranged, candidates sourced etc). 
Assessment criteria Maximum marks available 

22 marks (min 4 marks = pass)  
CO7 Consistently adheres to policies and procedures 4 
CO8 Work is largely accurate and meets expectations 4 
CO9 Highlights issues when they arise and seeks advice 4 
CO10 Understand and follows policies and procedures to a consistently high level and is able to identify inefficiency 

and suggest improvements 
4 

CO11 Takes ownership for own work, promotes best practice and proactively offers to coach others 3 

CO12 Proactively identifies potential issues and takes appropriate action to prevent them from happening 3 



RR 1.3 9   
 

Behaviours  
Resourcing project assignment 

Attention to detail  

Assessment criteria  Maximum marks available 
4 marks (min 1 mark=pass) 

B6.1 Checks own work to ensure minimal errors 2 
B6.3 Takes ownership for work and evaluates accuracy 2 

Ethical customer-focused approach 

Assessment criteria  Maximum marks available 
4 marks (min 1 mark =pass) 

B7.1 Has customer satisfaction at the centre of their actions 2 
B7.2 Champions customer care best practice and strives for a win-win solution 2 

Are very organised 

Assessment criteria  Maximum marks available 
4 marks (min 1 mark=pass) 

B8.1 Plans work, achieves deadlines and effectively manages resources 2 
B8.2 Creates plans to maximise resources and personally ensure results are achieved 2 

 

 

 

 

 

 


