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Competency-Based Interview Guidance 
 

The end-point assessment plan states that the competency-based interview will be structured. 
Therefore, the interview will be led by the end-point assessor who will use a series of 
competency-based questions to target the skills criteria outlined in the following pages. 
Apprentices should give examples and specific explanations of how they have used their skills 
in a relevant real-life situation and base their answers on prior experience rather than talking 
about the topic in a theoretical way. 

The interview will take place in a suitable environment and last for 1 hour. Learners will be 
awarded with a mark based on their coverage of the assessment criteria.  

The competency-based interview is weighted at 30% of the end-point assessment. Total marks 
available are 30.  

• To achieve a pass, apprentices will score at least 15 out of 30 
• Unsuccessful apprentices will have scored 14 or below 

Highfield would encourage the employer/training provider and the apprentice to plan for the 
interview by familiarising themselves with the skills criteria that will be assessed and reflect on 
their experience in a team leading/supervisory role.  

Apprentices may bring resources or on-programme evidence to the interview however the end-
point assessor will only assess the apprentice’s responses to the questions posed; any 
supplementary evidence will not be assessed against the criteria separately. Any supplementary 
evidence the apprentice wishes to bring with them should be kept to a minimum so that it does 
not act as a distraction and therefore allows the apprentice to make the best use of time. All 
supplementary evidence must be the apprentice’s own work, in accordance with the 
declaration signed at gateway.   

Apprentices should be encouraged to use the STAR method when answering competency-based 
questions. 

• Situation – what was the situation?  
• Task – what task needed to be completed?  
• Action – what did you do, how did you do it and why? 
• Result – what was the output or outcome, and what did you learn from the situation?  

Employers and training providers will be allowed to be present during the assessment however, 
in the interests of standardisation, they will not be permitted to ask questions or contribute to 
the assessment process. They may assist by allowing support in contextualising or using 
terminology that the apprentice better understands. 
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Before the assessment:  

Employers/training providers should:  

• ensure the apprentice knows the date, time and location of the assessment  
• ensure the apprentice knows which team leader/supervisor criteria will be assessed 

(outlined on the following pages)  
• encourage the apprentice to reflect on their experience and learning on-programme to 

understand what is required to meet the standard and identify real-life examples 
• be prepared to provide clarification to the apprentice, and signpost them to relevant 

parts of their on-programme experience as preparation for this assessment  

It is suggested 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.  
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Competency-Based Interview Mock Assessment  
 

It is the employer/training provider’s responsibility to prepare apprentices for their end-point 
assessment, and Highfield recommends that the apprentice experiences a mock competency-
based interview in preparation for the real thing. Apprentices should be assessed against the 
criteria included in the tables on the following pages. 

Apprentices will be awarded a final mark for the interview based on coverage of the assessment 
criteria.  

In designing a mock assessment, the employer/training provider should include the following 
elements in its planning: 

• the mock interview should take place in a suitable location.  
• a 1-hour time slot should be available for the interview, if it is intended to be a complete 

mock interview covering all relevant standards.  However, this time may be split up to allow 
for progressive learning.  

• consider a video or audio recording of the mock interview and allow it to be available to 
other apprentices, especially if it is not practicable for the employer/training provider to 
carry out a separate mock interview with each apprentice. 

• ensure that the apprentice’s performance is assessed by a competent trainer/assessor, and 
that feedback is shared with the apprentice to complete the learning experience. The mock 
assessment sheets later in this guide may be used for this purpose. 

• use structured ‘open’ questions that do not lead the apprentice but allows them to give 
examples for how they have met each area in the standard. For example: 

o Leading people 
 Tell me about a time you have had to adapt your communication style to 

suit the audience. How did you know this had been achieved?  
o Managing people  

 What methods have you used to set operational goals for your team?  
 What processes have you used to monitor the progress of your team’s 

short- and long-term goals?  
o Building Relationships/communication  

 Tell me about a time you had to manage a conflict situation.  
 Tell me about a time you identified good practice in your team. How did 

you identify it and how did you share it amongst your team?  
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Competency-Based Interview Criteria 
 

Throughout the 1-hour competency-based interview, the assessor will review the apprentice’s 
competence in the criteria outlined below and allocate the relevant mark out of 30. Most 
assessment criteria are worth 1 mark however broader criteria are worth 2 marks. 

Apprentices should prepare for the interview by considering how the criteria can be met and 
reflecting on their past experiences.  
 

The apprentice will Indicative assessment criteria  Marks 

Leading People  
Able to communicate 
organisation strategy and team 
purpose, and adapt style to suit 
the audience.  Support the 
development of the team and 
people through coaching, role 
modelling values and behaviours, 
and managing change effectively. 

S1.1  Communicate organisation 
strategy and team purpose 

S1.2  Adapt communication styles to 
suit audience 

S1.3 Support the development of a 
team and individuals through 
coaching and role modelling values 
and behaviours 

S1.4 Manage change effectively 

4 

 

The apprentice will Indicative assessment criteria Marks 

Managing People  
Able to build a high-performing 
team by supporting and 
developing individuals, and 
motivating them to achieve. Able 
to set operational and personal 
goals and objectives and monitor 
progress, providing clear 
guidance and feedback. 

S2.1  Support and develop individuals, 
and motivate them to achieve 

S2.2 Identify effective ways to set 
operational goals 

S2.3 Set short and long-term personal 
goals  

S2.4 Monitor individual’s progress, 
providing clear guidance and 
feedback 

4 

 

The apprentice will Indicative assessment criteria Marks 

Building Relationships  
Building trust with and across the 
team, using effective negotiation 
and influencing skills, and 
managing any conflicts. Able to 
input to discussions and provide 
feedback (to team and more 
widely), and identify and share 
good practice across teams. 

S3.1  Build trust with and across the 
team, using effective negotiation 
and influencing skills 

S3.2 Manage conflicts within a team 
S3.3 Engage in discussions and provide 

feedback 
S3.4 Identify and share good practice 

across teams 

7 
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The apprentice will Indicative assessment criteria Marks 

Building Relationships  
Building relationships with 
customers and managing these 
effectively. 

S3.5 Build relationships with customers 
S3.6 Manage relationships with 

customers effectively 
 

The apprentice will Indicative assessment criteria Marks 

Communication  
Able to communicate effectively 
(verbal, written, digital), chair 
meetings and present to team 
and management. Use of active 
listening and provision of 
constructive feedback. 

S4.1  Demonstrate effective 
communication 

S4.2 Demonstrate the use of active 
listening  

S4.3 Provide constructive feedback 

3 

 

The apprentice will Indicative assessment criteria Marks 

Operational Management  
Able to communicate 
organisational strategy and 
deliver against operational plans, 
translating goals into deliverable 
actions for the team, and 
monitoring outcomes. Able to 
adapt to change, identifying 
challenges and solutions. Ability 
to organise, prioritise and 
allocate work, and effectively use 
resources. Able to collate and 
analyse data, and create reports. 

S5.1  Communicate the organisational 
strategy to individuals and teams 

S5.2 Deliver organisational strategy 
against operational plans, 
translating goals into deliverable 
actions for the team, and 
monitoring outcomes 

S5.3 Adapt to change, identifying 
challenges and solutions 

S5.4 Organise, prioritise and allocate 
work by effectively using resources 

S5.5 Collate and analyse data 
S5.6      Create reports 

7 

 

The apprentice will Indicative assessment criteria Marks 

Project Management  
Able to organise, manage 
resources and risk, and monitor 
progress to deliver against the 
project plan. Ability to use 
relevant project management 
tools, and take corrective action 
to ensure successful project 
delivery. 

S6.1  Organise and manage resources 
and risk  

S6.2 Monitor progress to deliver 
against the project plan 

S6.3 Use relevant project management 
tools, and take corrective action to 
ensure successful project delivery 

4 
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The apprentice will Indicative assessment criteria Marks 

Finance  
Applying organisational 
governance and compliance 
requirements to ensure effective 
budget controls. 

S7.1  Apply organisational governance 
and compliance requirements to 
ensure effective control of budgets  

1 
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