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8 May 2026

LEARNER

Ellie Turner
ASSESSOR

Rachel Okafor

QUALIFICATION

Business Administrator (ST0070)
LOCATION

Procurement office

Processing purchase orders

Duty Assessor notes Rating

Processes Raised four purchase orders in the finance system, matching
each to an approved quote.

★★★★☆

IT Skills Navigated the purchasing module quickly and used saved
searches to find supplier records.

★★★☆☆

Quality Spotted a duplicated order line and corrected it before
approval.

★★★☆☆

Decision Making Chose the framework supplier over a cheaper one-off quote
and explained the reasoning around compliance.

★★★★☆
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