Course Overview

Key responsibilities include developing, implementing, maintaining

and improving administrative services. In doing so, the apprentice

is expected to work independently and take responsibility for the outcomes
of their work, with support of the employer and the training provider.

Through working across functional areas, apprentices build team

relationships quickly and learn from others to develop specific skillsets.

Role Overview

Business administrators have the transferable knowledge, skills and behaviours
that employers need. This makes them vital to both large and small businesses
in many industry sectors, whether public, private or charitable. The role may involve

working alone or as part of a team. Responsibilities include developing, implementing,

maintaining and improving administrative services. Other responsibilities involve

supporting and engaging with different parts of the organisation. Business
administrators also work with many different parts of an organisation.
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Professional Recognition and Progression

l ll The administration role may be a gateway to further career opportunities,
0 such as management or senior support roles.

Typical Duration
12 Months
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Assessment Methods:

€ 60-minute multiple choice test
@ Project presentation

30-90 days of completion,
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Apprenticeship End Point Assessment
Apprenticeship Assessment is completed between
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Training Method
Blended

What to expect from us
@ Tailored leaming plans to support each individual,

€2 Dedicated and professional account management

& recruitment.

Highly experienced tutors and delivery support team.
Ongoing support throughout the apprentiecship.
Monthly visits from our Skills Coaches / Teams calls.
Designated safequarding officer.
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