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Written Experience Assessment 
First Line Manager 

	



Overview
Experience Assessments provide you with a route into IMI Membership and Professional Registration if you do not have a Nationally Recognised Qualification or equivalent achievement.  

This written assessment can take into account relevant previous experience (ideally within the last five years) but should focus on your current role and can be completed at your own pace. The assessor is looking for people who are able to demonstrate the breadth and balance of knowledge and skills to fulfil a complete first line management role, not just strength in one particular area.  

Pre assessment checklist
Please make sure you meet the following base qualifying criteria before completing this written assessment:

a) Have at least 2 years’ relevant experience at an operational, first line management level
b) Have read and agree to sign up to the Professional Standard. 

Completing the assessment
Please provide clear, concise and to the point answers on the following pages to detail how you meet each of the assessment criteria within your job role. Please note that the boxes will expand as you type.

Supporting evidence 
Where appropriate, you may provide evidence to support your answers.  Evidence may include;

· Area or wider business plans
· KPI tracking records
· Financial tracking/control records 
· People performance records
· Business processes
· Career successes / high points which clarify management skills and knowledge

After the assessment
The assessor will check your answers against the criteria and create a full report which goes to a moderation panel with a recommended outcome.  Once moderated the assessor will contact you personally with the result.  This will be done as soon as possible but typically within 3 weeks of receiving this assessment sheet.  If successful, and you meet other grading criteria, you will be awarded the grade of Associate member.

Need help?
If you have any questions, please contact the membership team on +44 (0)1992 519025 or email hello@theimi.org.uk
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ASSESSMENT CRITERIA
How do you meet the criteria? Please type into the boxes below each criterion and note that the boxes will expand as you type.

	Professional Competence

	Business Operations

	1. Creating, implementing and reviewing plans of work for area of responsibility
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	2. Using business information and data for reporting against Key Performance Indicators (KPI’s) 
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	3. Interpreting business information and data to inform sound judgements and holistic decision-making 
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	4. Contributing to the preparation of budgets and KPI’s
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	5. Applying financial controls and monitoring procedures to stay within budget and to manage and reduce cost 
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	6. Managing physical resources to ensure smooth operations, productivity and efficiency
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	Customer Service

	7. Contributing to the achievement of a customer-focused environment with customer friendly areas
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	8. Achieving expected (company) customer service standards 
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	9. Monitoring, reviewing and sharing customer feedback to deliver satisfaction and retention improvements 
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	10. Contributing to marketing activities to grow customer value, loyalty, advocates and referrals
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	11. Understanding causes of customer dissatisfaction and promptly acting on customer complaints and issues
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	Legal and Environmental

	12. Keeping up-to-date with current legislation applicable to the area of responsibility
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	13. Using correct processes, procedures and documentation to ensure legal compliance throughout area of responsibility
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	14. Taking prompt action to avoid legal complications or claims from a staff and customer perspective
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	Managing People

	15. Allocating work whilst taking into account:

a) fit with the business/area plan
b) knowledge, skills, experience and ability
c) workload
d) opportunities for development
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	16. Confirming staff roles and responsibilities and how their work fits with:

a) the vision of the business
b) objectives for the area
c) expected standards and quality
d) expected levels of performance
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	17. Setting SMART, personal objectives linked to the business/area plan
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	18. Gaining trust, respect and building positive working relationships 
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	19. Role modelling company values, brand values and expected (company) behaviours
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	20. Mentoring, coaching and encouraging teamwork to help achieve objectives
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	21. Demonstrating a positive attitude to influence, motivate and contribute to overall team spirit
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	22. Encouraging, valuing and acting on the views and ideas of the team
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	23. Creating and implementing day-to-day solutions through collaborative teamworking 
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	24. Recognising and responding to staff concerns, problems or unforeseen events and escalate where necessary
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	25. Making staff feel valued by celebrating success when objectives are achieved
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	26. Monitoring the performance, progress and quality of work through regular feedback, appraisals and 1:1 reviews
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	27. Demonstrating open, honest, two-way communication to update and support staff in their roles
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	28. Taking positive action on grievance, conduct, performance or quality of work issues 
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	Recruitment and Induction

	29. Contributing to the review of job applications
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	30. Taking part in interviews to select and recruit the right people
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	31. Delivering a supportive induction or on-boarding schedule including probationary reviews
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	Continuing Professional Development (CPD)

	Developing Others and Self

	32. Identifying training needs and creating individual training plans
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	33. Having a personal commitment to CPD to maintain professional competence
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	34. Reviewing own performance to identify areas for improvement and development
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	35. Focusing CPD on subjects that are developmental, effective and appropriate to the job role or career progression
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	36. Planning CPD through regular learning activities 
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	37. Taking every opportunity to learn and develop using a variety of formal and informal sources of CPD 
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	38. Sharing best practice and learning from others when help is required
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	ASSESSMENT OUTCOME (For IMI Use Only)
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Grade if not recommended as Associate:                                                      

Primary reason for not giving Associate Grade:           

Assessor:            Date:          
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Lead Moderator:                      Date:            
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