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Operations/Departmental Manager  
Sector: Business and Administration • Level: 5 • Duration: 30 Months  

Funding Band: 9  •  Maximum Funding: £9000 

Introduction 

An Operations/Departmental Manager manages teams and/or projects, achieving operational or departmental 
goals and objectives, as part of the delivery of the organisation’s strategy. They are accountable to a more senior 
manager or business owner. Working in the private, public or third sector and in all sizes of organisation, specific 
responsibilities and job titles will vary, but the knowledge, skills and behaviours needed will be the same. Key 
responsibilities may include creating and delivering operational plans, managing projects, leading and managing 
teams, managing change, financial and resource management, talent management, coaching and mentoring. Roles 
may include: Operations Manager, Regional Manager, Divisional Manager, Department Manager and specialist 
managers. 

Entry requirements 

The entry requirement for this apprenticeship will be decided by each employer, but may typically be five GCSEs at 
Grade C or higher. 
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Independent End Point Assessment from NOCN 
Independent assessment ensures that all Apprentices have the Knowledge, Skills and Behaviours detailed in the standard, 
ensuring consistency across the industry. NOCN is a leading Government approved, independent apprentice End Point 
Assessment Organisation (EPAO), working with employers to ensure high quality, valid and robust End Point Assessment (EPA). 
NOCN is responsible for all aspects of EPA, including an online assessment management system, assessment centre booking, 
workplace testing, online tests, expert End Point Assessors and the final Apprenticeship grading. For further information, visit 
the NOCN website: www.nocn.org.uk 

Knowledge, Skills and Behaviours 
The Operations / Departmental Manager standard specifies a range of Knowledge, Skills and Behaviours that together form the 
core competencies for the role.  Apprentices are assessed by NOCN as the EPAO, using different methods to demonstrate 
competence in the areas shown in the table. 

 

Apprenticeship Journey 

On-Programme  
The apprentice is ‘on-programme’ and learning for most of their apprenticeship and are supported by their employer and the 
Training Provider until they are ready for EPA, when they enter the ‘Assessment Gateway’. NOCN works with the employer and 
Training Provider throughout to ensure they have the right tools to support the apprentice.  

As part of this Standard, it is recommended that on programme assessment includes regular performance reviews with a Senior 
Manager, development of a portfolio of evidence including reports, evidence of tasks undertaken, demonstrations, 
presentations, assignments, emails, observations, undertaking a work based project typically during the last six months of the 
apprenticeship, feedback from their line manager, direct reports, peers and customers/stakeholders through 360 degree 
feedback (or equivalent). 

Professional Qualifications 
It is recommended that the Apprentice: 

• Completes and achieves a relevant Level 5 Diploma in Leadership & Management or equivalent management qualification 
recognised by Ofqual, equating to at least 370 hours Total Qualification Time (37 credits) or provision of underpinning 
knowledge and training with regular assessments to an equivalent standard, quality and scope which can be evidenced. 

• Registers with a relevant professional body for access to management resources, wider networks and CPD activities. 

Assessment Gateway 
Assessment Gateway is a phase leading to EPA, rather than one prescribed activity; it is usually triggered three-months in 
advance of EPA, allowing Apprentice time to prepare. Before entering the Assessment Gateway, a formal meeting is held with 
the Training Provider and employer to confirm that all on-programme requirements have been achieved. This decision is based 
on the details and evidence of achievement contained in the on-programme assessment log, with feedback from the employer 
and assessor. Once ready, the apprentice proceeds to the Assessment Gateway phase and begins preparations for EPA. 

  

Knowledge and Skills Behaviours 

Organisational Performance - delivery results:  
  Operational Management • Project Management • Finance 

Takes 
Responsibility 

Interpersonal Excellence - managing people and developing relationships:  
  Leading People  •Managing People • Building Relationships • Communication 

Inclusive 

Personal Effectiveness - managing self:  
  Self-Awareness • Management of Self • Decision Making 

Agile 

 Professionalism 

ON 
PROGRAMME

ASSESSMENT

GATEWAY

END POINT 
ASSESSMENT

GRADING + 
CERTIFICATION

CAREER 
PROGRESSION
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End Point Assessment 
Apprentice is assessed against the Standard using five complementary methods. Assessment is synoptic – taking an overall view 
of the performance of the apprentice at work. Assessment activities are completed by the End Point Assessor as shown: 

The EPA Process 

1. Professional Discussion relating to continuing Professional Development: 
• Knowledge requirements within the Standard are tested using a structured series of questions to assess apprentice’s Knowledge, 

ensuring all aspects are given coverage.  

• Interview conducted using various media (telephone, online, written), as appropriate for the apprentice. 

2. Structured Competency Based Interview: 
• Knowledge requirements within Standard are tested using a structured series of questions to assess the apprentice’s Knowledge to 

ensure all aspects are given coverage.  

• Different scenarios and situations used with questions requiring responses to demonstrate Knowledge  

3. Portfolio of Evidence: 
• Completed Portfolio assessed by Independent Assessor who makes their own judgement on quality of the work.  

• Comprises a collection of evidence (online portfolio with written audio and video evidence) 

• Evidence contained in Portfolio comprises complete/discrete pieces of work, covering full Apprenticeship Standard 

• Includes materials/documents generated during apprenticeship, evidence of application of management and leadership concepts.  

4. Presentation of Work Based Project with Q&A session: 

• Work Based Project represents the Skills, Knowledge and Behaviours in the standard.  

• Provides substantive evidence base from a business-related project to demonstrate application of Skills and Knowledge.  

• Each project must enable the following to be demonstrated: 
- The application of knowledge and skills to meet the outcomes in the standards.  
- The approach to planning and completion of the project 
- The application of behaviours from the standard 

• Presentation focuses on outcomes of Work Based Project, given to the Panel 

• Apprentice delivers 15-min presentation describing objectives and outputs of their project to demonstrate:  
- What the apprentice set out to achieve 
- What they have produced in the project 
- How they approached the work and dealt with any issues 
- Confirm the demonstration of appropriate interpersonal and behavioural skills 

• Apprentice provides responses to a series of competency based questions put to them by Panel members 
• Questions require apprentice to draw on experiences during apprenticeship  

5. Professional Discussion relating to Continuing Professional Development 
• Apprentice will provide evidence of any additional learning/CPD undertaken during the apprenticeship, including: 

• Activity undertaken during Level 5 Diploma or learning activity 

• Details of any formal or informal learning undertaken 

• Details of any professional discussions undertaken 

• Details of any professional discussions undertaken or support provided through Professional Bodies 
• Independent Assessor undertakes Discussion with apprentice to identify objectives and reflect on outcome and application 

Grading  
 The final assessment and grading will be undertaken by the NOCN Independent End Point Assessor. Marks will be allocated 
across the areas being assessed, with a maximum possible mark of 100. The Assessor awards marks based on their assessment 
of the components within the End Point Assessment. The marks will be based on how the evidence presented contributes to: 

• What the apprentice has shown they can do against the requirements of their job role 
• How the apprentice has approached and the way they have completed tasks 
• Who the apprentice has worked with, demonstrating personal and interpersonal qualities brought to work relationships 
• The marks will then be combined to give the final grading of a Fail, Pass, Merit or Distinction. 

Certification 
On successful completion, NOCN issues EPA Results and applies to the Education Skills Funding Agency (ESFA) for production of 
the final Apprenticeship Certificate. 

Career progression: 
 

  
Chartered Manager Degree 
Apprenticeship Level 6 

Operations/Departmental 
Manager Level 5 

Professional 
Manager 
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NOCN Prices - fair and competitive  
• NOCN's assessment services are priced fairly and competitively.  

• The Government advises that the cost of EPA should be no more than 20% of the total price of apprenticeship training and 
assessment.  

• Allowing for variance across the range of standards, NOCN’s average rate for EPA is less than 12% 

EPA charges include:   

• NOCN charges a small registration fee at the start of the apprenticeship to cover administration and set up 

• The remaining fee is paid in advance of the scheduled EPA 

• Assessment charges are made for all assessments undertaken, no refunds given if the Apprentice fails or does not attend 
without due notice 

• Employers can come to an individual agreement for their employees with the Training Provider and NOCN  
(see below, flexible pricing) 

• Charges include Assessment Centre fees but exclude Certification and External Quality Assurance (EQA) fees as these are 
subject to change by external providers 

• EQA will be undertaken by an independent organisation 

Flexible pricing:     

• NOCN EPA charges are flexible and negotiable 

• Prices can be negotiated for factors such as the number of apprentices for assessment, assessment tools required, EPA location 
and delivery methods.  

• Speak to NOCN about your requirements 

Consultancy:     

NOCN provides commercial consultancy on a range of related areas: 

• Employing an apprentice 

• Using the Government’s online Apprenticeship Service 

• Setting up and organising company operations for apprenticeships 

• Designing assessment regimes 

• Becoming an Assessment Centre - organisations interested in becoming an NOCN Assessment Centre should get in touch to 
discuss commercial arrangements. NOCN will pay a fee per apprentice assessed at the right location with high quality resources. 

 

NOCN is a registered charity and VAT is not charged on any prices. 

 

For further information: 

For more information, prices and a no-obligation visit, please contact:  

• Darren Howells - NOCN Head of Account Management 

• Email: Darren.Howells@nocn.org.uk     

• Telephone: 0114 227 0500 

• Web: www.nocn.org.uk 
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