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Our Investment Operations Technician apprenticeship provides high-quality, rigorous  
end-point assessment, at a convenient time for your apprentice. 

Investment operations technicians work within the operational and administrative areas of 
businesses in the financial services sector that engage in investment management, trading and 
reporting activities. Transactions in these businesses can range in size from hundreds of pounds 
to hundreds of millions of pounds. The support structure underpinning these activities is 
substantial and varied, with a domestic and global client base of institutional and retail clients 
that include private individuals, small businesses, collective investment schemes, pension 
funds, charities, corporations and governments. 

The Department for Business, Energy & Industrial Strategy (BEIS) approved the new Investment 
Operations Technician apprenticeship and it replaces the current advanced apprenticeship in 
providing financial services Level 3 (investment operations pathway) Specification of 
Apprenticeship Standards for England (SASE) framework.

Developed to meet the needs of employers and designed with input from an employer group 
including: AON Hewitt, Castlefield, Charles Stanley Barnett, JP Morgan, Mercer, BNY Mellon, 
International Financial Data Services, M&G Investments, Rathbones, Royal Bank of Scotland, 
Towers Watson and Brewin Dolphin. 

City & Guilds – helping you with a tailored package

Our Digital Learning Resources Team has been working together with our well -established 
network of specialists, colleges and providers, to develop the right tools to support for  
this standard.

Typical duration: 18-24 months

Funding band: 9 (£9,000)* 

Level 3

Learning Assistant
Tracks progress online in real time. 

Guidance documents
End-point assessment guidance document, which gives information on end-point 
assessment methods, preparation and other information to support the apprentice, 
employer and training provider.

On-programme learning: We do not intend to deliver this
End-point assessment: We are open for reservations

Qualification
As required and specified within the apprenticeship standard.

*Funding bands from May 2017. 

Our exclusive support package has been designed to keep your apprentices motivated 
and on track for successful end-point assessment.
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The investment operations technician role typically sits within the operations area of stock exchanges, stockbroker, investment manager, banks, financial advice and wealth 
management firms, investment consulting and investment administration businesses. The majority of work at this level would be non-complex but requiring high standards  
of accuracy, proficiency and responsibility. 

The apprentice journey 

Training and development takes 
place during this part of the 
apprenticeship which may include  
a qualification if it is identified as  
a requirement in the standard.

Formative assessment of skills, 
knowledge and behaviours is 
required in the delivery of the 
standard and this will be outlined  
in the assessment plan.

Maths and English are required  
(level varies according to the 
standard) depending on the 
apprentice’s prior achievement.

How our offer supports on-programme delivery

1. On-programme: what is required in the assessment plan?

We do not intend to deliver on-programme for this standard.

However, the on-programme assessment will consist of an in-house performance management process through coaching, support and one-to-ones. 
Support and training from the training provider will ensure that the apprenticeship requirements are met and fully understood.

1. On-programme, on-the-job 
and off-the-job training

Guidance documents

End-point assessment guidance 
document, which gives information 
on end-point assessment methods, 
preparation and other information 
to support the apprentice, employer 
and training provider.

Learning Assistant 

Learning Assistant is an innovative 
and cost effective e-portfolio 
solution that allows colleges and 
training providers to improve 
dramatically the delivery of their 
vocational qualification by tracking 
progress online in real time.

Mandatory professional 
qualification 
This standard has one mandatory 
professional qualification:  
The Chartered Institute for 
Securities & Investment – 
Investment Operations Certificate.

Maths and English requirements

If your apprentices need to complete maths and English, our popular Functional Skills qualifications fit within apprenticeship programmes and cover 
the core maths and English requirement for the workplace and further study. We have an extensive support package available, including e-Functional 
Skills, and an online teaching and learning platform, which guides learners from an initial and a diagnostic assessment, through to being exam ready.

Find out more: cityandguilds.com/functionalskills 
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2. Gateway

To move on to end-point assessment, the line manager and training provider will review the apprentice’s progress . They will agree whether the apprentice 
has achieved the competency levels required against all learning outcomes and authorise the apprentice to start their end-point assessment, or they 
will suggest a remedial plan if required. The apprentice also has to complete the relevant mandatory professional qualification as specified within the 
apprenticeship standard.

4. Apprenticeship certification

As well as receiving their ESFA apprenticeship certificate, the apprentice will receive a City & Guilds statement of achievement for end-point assessment.

The employer and provider must 
sign-off the apprentice as ready to 
move on to end-point assessment.

The end-point assessment must 
demonstrate that the apprentice  
can perform in the occupation 
in a fully competent, holistic and 
productive way. 

The assessment will be graded  
if required by the standard.

The assessment organisation  
and assessor must be  
independent of, and separate 
from, the training provided by 
the provider and employer.

2. Gateway 

3. End-point assessment

On successful completion, the  
end-point assessment organisation 
will apply to the ESFA for the 
apprenticeship certificate. The 
certificate will be sent to the 
apprentice’s employer.   

4. Apprenticeship certification

3. End-point assessment

We’re an approved assessment organisation on the register of end-point assessment organisations for this apprenticeship standard. We’re able to arrange 
assessments at a convenient time for the apprentice and employer and will provide an end-point assessment handbook for the centre, with guidance on 
preparing apprentices for end-point assessment. These assessments are recorded.

End-point assessment methods

Portfolio of work

The portfolio contains evidence from real work activity by the 
apprentice that is likely to have been completed towards the 
end of the apprenticeship and will illustrate the application of 
knowledge, skills and behaviours within the standard synoptically 
and is likely to cover the bulk of the standard. 

The types of evidence may include written work, small projects, 
performance review information, workplace observations, case 
studies, emails, customer comments, witness testimonies etc. 

Reflective discussion

The professional discussion is a structured interview between 
the apprentice and the assessment organisation, including the 
softer skills of the standard, exploring what has ben produced in 
the portfolio, how it has been produced and how well they are 
performing in their role. This enables the assessment as a whole 
to cover the broad range of knowledge, skills and behaviours 
from the detailed standard.

The purpose of the discussion is to:

• explore evidence for areas of the standard that are best done 
face-to-face e.g. the softer skills such as communication

• clarify any questions that the assessment organisation 
has about the evidence submitted in the portfolio e.g. 
application of the knowledge in the role

• discuss how the apprentice has progressed in their role, what 
they have done and their approach to work

• provide the basis for the assessment organisation to make 
the decision about the grade to be awarded. 

The discussion will be recorded and uploaded to our EPA Portal, 
along with the portfolio of evidence, for final assessment by us.



Our commitment to you 

Alongside our support materials for this standard, we’re dedicated to supporting your 
wider apprenticeship strategy with a range of events and webinars run by industry 
specialists to advise and guide you. 

And our consultancy teams can help you prepare for apprenticeship delivery and help you 
understand the new standards and funding. 

Information about events, webinars and our consultancy is online: 
cityandguilds.com/apprenticeships

Progression in the financial services industry with City & Guilds

This apprenticeship is part of our wider offering in the financial services sector.  
We provide the following apprenticeship opportunities. 
 

Apprenticeships are changing. 

Our commitment to you never will.
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More information
If you’re a City & Guilds centre, visit Walled Garden or contact your  
Business Manager to find out prices and if any elements are extra to the 
package. If you’re a new customer, contact apprenticeships@cityandguilds.com 
to find out more. 

The apprentice can apply for Associate Member status in the Chartered 
Institute for Securities & Investment when they have completed the 
Investment Operations Certificate.
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How our offer supports providers

Technical support 
Our Technical Advisors are on hand to answer any questions you might have about  
on-programme learning or end-point assessment.

Customer Services Team  
Our dedicated Business Managers and Customer Support Team are here to support  
you and your learners throughout all aspects of apprenticeships from registration  
to completion.


