Business

Administrator
Level 3 Advanced
Apprenticeship

Qualification aims/objectives/suitability

The responsibilities of the role are to support and engage with different parts of the organisation
and interact with internal or external customers. With a focus on adding value, the role of business
administrator contributes to the efficiency of an organisation, through support of functional areas,
working across teams and resolving issues as requested. The flexibility and responsiveness required

allows the apprentice to develop a wide range of skills.

The administration role may be a gateway to further career opportunities, such as management or

senior support roles.

Functional Skills

Apprentices without English or Maths at
Level 2 must achieve this prior to taking
the end point assessment.

Course Content includes:

o |T

e Record and document production
e Decision making

e Interpersonal skills

e Communications

e Quality

e Planning and organisation

¢ Project management

Qualification
Level 3 Diploma - Business Administrator

Duration
Typically 18 months

Venue
The course will be delivered and supported

in the workplace and by the training provider.

If functional skills are required this may
be delivered in the workplace or with the
training provider.

Contact us for further information:

01273 980260

info@nextstepapprenticeships.co.uk

Fourth Floor, 132 Queens Road, Brighton, BN1 3WB

Next Step

Apprenticeships
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