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PARTS ADVISOR ATA - GUIDELINES 

 
 

1. Introduction 
 
ATA is governed by the Institute of the Motor Industry (IMI).  
 
Under this programme, any Parts Advisor will be able to gain accredited 
status by successfully completing a series of practical assessments and 
knowledge tests.   
 
Successful Parts Advisors will then be issued with a photo ID card, valid for 
five years and will be entered onto the ATA Register.  
 
Organisations wishing to offer ATA assessments must be approved by a 
regulated awarding body recognised by the IMI to carry out such approvals 
(see section 6). 
 
 

2. Parts Advisor ATA Assessment Guidelines 
 
Assessments must be undertaken in a controlled environment, away from 
“live” situations in the work place and must be within an approved assessment 
centre.  Each assessment must be carried out by occupationally competent, 
approved assessors and centres must ensure that an internal verification (I.V.) 
process is in place for all ATA activities. 
 
Note: All ATA assessors and verifiers must be approved by the awarding body 

prior to carrying out assessments/verification. 
 
It is recommended that a maximum of seven Parts Advisors be assessed 
during any one period. 
 
A minimum ratio of three candidates to one assessor must be guaranteed and 
one assessor to one candidate for any assessment using role play. For the 
latter, an actor will also be needed, as well as a workshop technician to assist 
in setting the tasks. It is important that the assessors ensure that candidates 
comply with health and safety guidelines throughout. 
 
NB. In order to ensure currency of assessments, no more than twelve months 
may elapse between the first assessment and the last successful assessment. 
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Prior to assessment, the approved centre must ensure that the candidate: 
 

 Has been registered to take the assessments  

 Is eligible to take the assessments (see section below)  

 Has signed the ATA Code of Conduct.   
 
On the assessment day, the centre must ensure that the candidate has 
provided photographic proof of identity in the form of a driving licence or valid 
passport. The centre must take a digital photograph of the Parts Advisor in 
line with ATA requirements. 
 
For successful candidates, the centre must submit the candidate‟s photograph 
and claim their ID card on line.   
 
 
 
 

3.  ATA Parts – Passes & Referrals 
 
ATA Accreditation is achieved once all elements of the assessment have 
been passed.  
 
Further to revised ATA directives installed in Spring 2010, Parts Advisors who 
are referred in one or more of the assessment elements will keep the units 
“passed” for up to twelve months and be permitted to re-take any 
assessments in which they were “referred” during that period.   
 
Candidates may re-take the on-line knowledge test as many times as the 
centre considers appropriate.  However, if they are not successful after three 
attempts and the application of appropriate coaching, the centre should review 
whether the candidate is being assessed at the appropriate level. 
 
 
 
 

4. Levels of Parts Advisor ATA 
 
Accreditation for Parts Advisors is currently available at the following levels:  
 

 Parts Advisor 

 Senior Parts Advisor 
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5.   Specification Guidelines for Candidates 
 

 

 A preferred requirement of Parts ATA is that candidates meet specified 
guidelines before they may take an assessment.  To be eligible, a 
candidate should have a minimum level of industry experience in an 
appropriate role as follows: 

 
-   Parts Advisor     2 years  
-   Senior Parts Advisor   5 years  

 
                                          Or 
 

 Have held a relevant nationally recognised qualification at the same level 
and have a minimum level of post qualification industry experience in an 
appropriate role as follows: 

 
-   Parts Advisor     12 months  
-   Senior Parts Advisor   12 months  
 
 
6.  Documentation 

 
 
To attain each level of accreditation, candidates will be required to pass 
practical assessments and an on-line test or Under Pinning Knowledge 
element (UPK).   
 
The practical assessments, comprising Parts Advisors instructions, work 
station requirements, marking schedules and associated paperwork can 
obtained by contacting the recognised awarding body.  These documents are 
accessible to approved centres only. 
 
In order to allow flexibility, the UPK test can be taken before, during or after 
the assessment day. It is in multiple choice format with questions taken at 
random from a predetermined question-bank.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 5    ATA-PARTS GUIDELINES 
ISS4.DOCX 

 
 
 

ATA PARTS ADVISOR – THE TESTS 
 

 
Candidates must pass five practical assessments and one on-line 
knowledge test. 
 
 
 

 Parts advisor - practical assessments: 
 
PA 01- 01:  Communications 
 

- skills and ability to communicate effectively 
- approachability and use of clear non-technical language 
- ability to gather preliminary information and data on the vehicle and 

parts required;  
- an understanding of the scope and detail of manufacturers parts 

warranties; 
- adopting the correct approach when dealing with customer issues; 
- appropriate responses to customers objections  
- identify the customer‟s additional requirements 

 
 
 
PA 02- 01:  Sales and Marketing  
 

- skills and ability to identify customer‟s requirements 
- recognise opportunities for selling associated components 
- knowledge of legislation to assist in selling associated components  
- basic knowledge of vehicle components and their interaction with 

one another 
 
 
 
 
PA 03- 01: Vehicle Identification/ Selecting Components  
 

- select the information required to identify the vehicle 
- ability to obtain further information when necessary to enable 

correct parts selection  
- skills in selecting components correctly from parts catalogues 
- ability to cross reference part numbers against alternative 

manufacturers parts lists  
- demonstrate awareness of possible up-selling opportunities 
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PA 04- 01: Returned Items 
 

- identify parts that have been incorrectly fitted 
- identify parts that have been subjected to normal wear and tear 
- identify parts that are subject to a manufacturing defect 
- identify packages with incorrect parts 
- identify boxes requiring resealing 
- skills and ability to calculate the amount of money owed to 

customers from the return of unwanted items  
- skills and ability to calculate the amount of money owed to 

customers from the return of items subject to a surcharge 
- calculate VAT on goods (where applicable) and know how to deduct 

this from invoices  
 
PA 05- 01: Picking parts 
 

- identify the parts to pick  
- recognise parts that have been located in the wrong place 
- recognise parts that have been boxed incorrectly 
- identify when to select multiple or single items 
- use a simple parts P.C. program to locate required parts 
- pick the parts identified 
- return unused parts to the correct location 
- aware of current working practices and legislation 

 

 Parts Advisor – underpinning knowledge test: 
 

Parts advisor –  30 questions / 45minutes  
 

Total time for UPK = 60 minutes 
 
The theory test includes the following areas to ensure that the candidates 
has the underpinning knowledge of parts operations . 

 

 House keeping 

 Health and Safety 

 Legislation 

 Maintaining positive working relationships 

 Identifying the vehicle 

 Customers 

 Vehicle identification 

 Selecting the correct component/s 

 Parts selection 

 Payment and returns 

 Warranty of parts 

 Sales and Marketing 

 ICT  
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 Stock levels 

 Organisational awareness 

ATA SENIOR PARTS ADVISOR – THE TESTS 
 

 
In order to become an accredited Senior Parts Advisor, candidates must pass 
a number of practical assessments and an on-line knowledge test.  
 
 
SPA 01- 01:  Communications 

 
-  skills and ability to communicate effectively with customers  
-  skills and ability to communicate effectively with staff 
- ability to deal with customers and their requirements 
- co-ordinate team members to meet organisational requirements 
- meet customer expectations; 
- appropriate responses to customers objections 
- negotiation skills  
- minimise the chance of losing sales 
- identify opportunities to increase sales 

 
 
 
SPA 02- 01: Sales and Marketing  
 

- awareness of sales opportunities 
- recognise opportunities for selling associated components 
- ability to produce an outline marketing campaign including:  

o product  
o pricing 
o placing 
o promotion  

 
- calculate appropriate prices using „mark up‟ and „margin‟ 
 

 
 
 
SPA 03- 01: Stock Control  
 

- knowledge on the principles of stock taking  
- co-ordinate stock control activities 
- correctly recognise parts that have been located in the wrong place 
- determine when stock levels are incorrect 
- identify items that are fast moving and require re-ordering more 

frequently 
- correctly identify when parts are slow moving/obsolete and those 

which require disposal 
- identify the correct positioning of stock 
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SPA 04- 01: Business awareness 
 

- business awareness of an organisation  
-  demonstrate clear communication  
- aware of the aims and objectives of an organisation including 

customer focus (trade and retail) 
- Structure of the organisation 
- Roles and responsibilities of those people within an organisation 
- Knowledge of Key Performance Indicators (KPI) within an 

organisation  
 
 
SPA 05- 01: In-Tray 
 

- Identify how you would deal with events within an organisation  
- Ability to sort through an „in-tray‟ and rate the items in order of 

importance, High, Medium, Low  
- What actions you would take to deal with various situations 
 

 

 Senior Parts Advisor – underpinning knowledge test: 
 

Senior Parts advisor –  30 questions / 45minutes  
 

Total time for UPK = 60 minutes 
 
The theory test includes the following areas to ensure that the candidates 
have the underpinning knowledge of parts operations. 

 

 House keeping 

 Health and Safety 

 Legislation 

 Maintaining positive working relationships 

 Identifying the vehicle 

 Customers 

 Vehicle identification 

 Selecting the correct component/s 

 Parts selection 

 Payment and returns 

 Warranty of parts 

 Sales and Marketing 

 ICT  

 Stock levels 

 Organisational awareness 
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ATA  PARTS  – CENTRE STATUS 
 

 
In order to become apply for approved centre status for ATA Parts, please 
contact : 
 

IMI Awards Ltd 
Fanshaws 
Brickendon 
Hertford   
SG13 8PQ 
 
Tel: 01992 511521 
 
Email: ianc@imiawards.org.uk 
 

 

mailto:ianc@imiawards.org.uk

