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End Point Assessment – portfolio element 

The portfolio is a way for apprentices to collect evidence systematically with support from their tutor and employer. The apprentice should use the 

portfolio to demonstrate their competence in the skills and behaviours defined in the standard.  

The evidence will have been gathered from practical experience in the workplace, this can include: 

• outputs from work  

• independent feedback 

• any formal qualifications 

• observations  

• witness testimonies. 

This document has been designed to help you gain an understanding of the different types and level of evidence that can be provided as part of the 

portfolio to demonstrate competence.  

 

 

The exemplars included within this document should be used as examples only and are not a list of the expected portfolio content. 

More guidance can be found in the EPA Handbook 

 

 

 

 

 

 

 

 

 

 

https://www.aat.org.uk/prod/s3fs-public/assets/Professional-Accounting-Technician-apprenticeship-EPA-Handbook.pdf
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Exemplar 1 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Communication • Understand how to plan business 

communications 

• Understand how to communicate verbally in a 

business environment 

• Be able to communicate information verbally 

to the business environment 

Leadership • Understand how to evaluate and improve own 

performance using feedback from others 

Planning and 

prioritisation 

• Be able to prioritise and plan your work to 

meet objectives 

• Be able to manage conflicting pressures and 

making best use of time and resources 

Use of systems and 

processes 

• Be able to improve effectiveness through the 

use of appropriate IT resources 

Adaptability  • Be able to actively develop your own skills 

and knowledge, acting on feedback where 

appropriate 

Adding value • Be able to show commitment, independence 

and multi-tasking abilities 

• Be able to demonstrate your commitment to 

continuous  learning 

Proactivity • Be able to work independently, completing 

tasks on time, coping with change and 

preparing fully 

 

 

 

Employer testimony 
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Exemplar 2 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Communication • Understand how to plan business 

communications 

• Be able to produce written business 

communications 

• Understand how to communicate verbally in a 

business environment 

• Be able to communicate information verbally in 

the business environment 

Leadership • Understand how to evaluate and improve own 

performance 

• Be able to evaluate and improve own 

performance using feedback from others 

Planning and 

prioritisation 

• Be able to prioritise and plan your work to 

meet objectives 

Produces quality 

and accurate 

information 

• Be able to check that information you have 

provided is understood and sufficient 

Use of systems 

and processes 

• Be able to improve effectiveness through the 

use of appropriate IT resources 

Adding value • Be able to show commitment, independent 

and multi-tasking abilities 

• Be able to exceed the expectations of your 

employer/client 

• Be able to demonstrate your commitment to 

continuous learning 

 

 

 

Analysis of PowerPoint 
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Exemplar 3 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Communication • Understand how to communicate verbally in a 

business environment 

• Be able to communicate information verbally in 

a business environment 

Leadership • Understand how to evaluate and improve own 

performance 

Planning and 

prioritisation 

• Be able to prioritise and plan your work to meet 

objectives 

Team working 

and collaboration 

• Understand the importance of teams to 

individual team members and to the team itself 

• Understand leadership attributes and skills 

• Be able to contribute effectively to team work 

• Understand how to manage potential conflicts 

within a team 

Adaptability • Be able to actively develop your own skills and 

knowledge, acting on feedback where 

appropriate 

• Be able to adapt to changing requirements, 

while maintaining professional standards 

Ethics and 

integrity 

• Be able to demonstrate the ethical principle of 

confidentiality 

• Be able to uphold professional values and 

standards 

Professional 

scepticism 

• Be able to question what you see and hear is 

reasonable or appropriate 

• Be able to demonstrate an open mind to the 

possibility that something may be wrong, or not 

as it seems 

 

 

 

Working in teams reflection 
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Exemplar 4 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Analysis • Understand how to report data that has been 

researched 

• Be able to analyse and evaluate data 

Communications • Understand how to communicate verbally in a 

business environment 

• Be able to communicate information verbally 

to the business environment 

Produce quality 

and accurate 

information 

• Be able to accumulate data to help others 

make decisions 

• Be able to check that information you have 

provided is understood and sufficient 

Use systems 

and processes 

• Be able to improve effectiveness through the 

use of appropriate IT resources 

Adaptability • Be able to actively develop your own skills and 

knowledge, acting on feedback where 

appropriate 

• Be able to adapt to changing requirements 

while maintaining professional standards 

Ethics and 

integrity 

• Be able to demonstrate the ethical principle of 

confidentiality 

• Be able to uphold professional values and 

standards 

Proactivity • Be able to persevere with an enquiry to ensure 

completeness, all within an ethical framework 

Professional 

scepticism 

• Be able to demonstrate an awareness of 

regulatory requirements 

 

 

 

Using accounting systems 
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Exemplar 5 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Analysis • Understand how to report data that has been 

researched 

Communications • Understand how to communicate verbally in a 

business environment 

• Be able to produce written business 

communications 

• Be able to communicate information verbally to 

the business environment 

Leadership • Understand how to evaluate and improve own 

performance 

• Be able to evaluate and improve own 

performance using feedback from others 

Produce quality 

and accurate 

information 

• Be able to accumulate data to help others make 

decisions 

• Be able to check that information you have 

produced is understood and sufficient 

Use systems 

and processes 

• Be able to improve effectiveness through the 

use of appropriate IT resources 

Adaptability • Be able to actively develop your own skills and 

knowledge, acting on feedback where 

appropriate 

Adding value • Be able to demonstrate your commitment to 

continuous learning 

 

 

 

 

 

Personal statement of presentation 
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Exemplar 6 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Communications • Be able to apprentice the point at which 

assistance is required 

Leadership • Understand how to evaluate and improve own 

performance 

• Be able to evaluate and improve own 

performance using feedback from others 

Adaptability • Be able to actively develop your own skills and 

knowledge, acting on feedback where 

appropriate 

Proactivity • Be able to persevere with an enquiry to ensure 

completeness, all within an ethical framework 

• Be able to work independently, completing 

tasks on time coping with change and 

preparing fully 

Adding value • Be able to show commitment, independence 

and multi-tasking abilities 

• Be able to demonstrate your commitment to 

continuous learning 

 

 

 

 

 

 

 

Witness statement of presentation 
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Exemplar 7 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Analysis • Understand how to report data that has been 

researched 

Produce quality 

and accurate 

information 

• Be able to accumulate date to help others 

make decisions 

• Be able to check that information you have 

provided is understood and sufficient 

Ethics and 

integrity 

• Be able to demonstrate the ethical principle of 

confidentiality 

• Be able to demonstrate an awareness and 

understanding of social and environmental 

responsibility 

• Be able to uphold professional values and 

standards 

Proactivity • Be able to persevere with an enquiry to ensure 

completeness, all within an ethical framework 

Professional 

scepticism 

• Be able to demonstrate an awareness of 

regulatory requirements 

• Be able to question what you see and hear is 

reasonable or appropriate  

 

 

 

 

 

 

Behaving  ethically  
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Exemplar 8 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Analysis • Understand how to report data that has been 

researched 

Communication • Be able to produce written business 

communications 

• Understand how to communicate verbally in a 

business environment 

• Be able to communicate information verbally to 

the business environment 

Leadership • Understand how to evaluate and improve own 

performance 

• Be able to evaluate and improve own 

performance using feedback from others 

Use systems and 

processes 

• Be able to improve effectiveness through the 

use of appropriate IT resources 

Adaptability • Be able to actively develop your own skills and 

knowledge, acting on feedback where 

appropriate 

 

 

 

 

 

 

Using communication effectively 
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Exemplar 9 – evidence and associated skills and 

behaviours 

Skills and 

behaviours 

 

Analysis • Understand how to organise and evaluate data 

that has been researched 

• Understand how to report data that has been 

researched 

• Be able to analyse and evaluate data 

Communication • Be able to produce written business 

communications 

Produce quality 

and accurate 

information 

• Be able to improve effectiveness through the 

use of appropriate IT resources 

Adaptability • Be able to actively develop  your own skills 

and knowledge, acting on feedback where 

appropriate 

Proactivity • Be able to persevere with an enquiry to ensure 

completeness, all within an ethical framework 

 

 

 

 

 

 

 

Spreadsheet analysis  
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