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Competency  Performance Requirements  

1. Knowledge in the subject area 

Be able to:  
 understand the common practices and format of SOP 
 examine both technical and operational elements involved in execution of specific tasks 
 produce a SOP to guide people with limited knowledge of the process to execute a 

routine task 
 
2. Application and process 

Be able to:  
 define how the tasks should be executed according to the quality management system 
 analyse work flows and task execution procedures with management tools (e.g. process 

mapping, flowchart) 
 specify task execution procedures in a step-by-step, easy-to-read manner to facilitate 

consistent conformance 
 develop document management system to archive the SOPs 
 distribute copies of the SOP to all potential users to standardise task execution 

procedures 
 
3. Exhibit professionalism 

Be able to:  
 facilitate stakeholder engagement and obtain stakeholder buy-in 
 engage staff members in reviewing and refining the SOP so as to enhance its usability 

and acceptance 

Assessment 
Criteria  

The integrated outcome requirements of this UoC are the abilities to accomplish: 

 Establishment of SOP for a fashion business to standardise task execution procedures 
and achieve consistency in the quality and integrity of fashion products. 
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