
Introduction to the course
Successful Business Administrators enjoy a skill set that 
contributes to an organisation’s efficiency and is transferable 
across all business sectors. As an advanced apprenticeship, this 
programme has been designed to allow learners to develop their 
skill set by helping them to form in-depth knowledge of the industry 
and business environment in which they work.

Learner outcomes
Learners will develop their knowledge of the business principles, 
laws, and regulations to enable them to meet stakeholder needs 
and expectations. 

This includes: 

•	 Communicating effectively with all stakeholders in a business 
environment.

•	 Managing resources in line with an organisation’s core values 
and business principles.

•	 Understanding the logistics of managing events and projects.

This programme will enable the learner to assess the growing 
range of communication tools now available to a business and 
apply the appropriate workplace communication method to ensure 
effective and impactful communication.
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Course overview

Assessment
On-Programme and End-Point Assessment

Delivery
Blended

Qualification
Business Administrator Level 3

Duration
12 months + 3 months EPA 

Level
3

Start Date
Flexible
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Assessment
The apprenticeship includes an End-Point assessment which 
comprises of a multiple-choice online assessment which lasts 
for a maximum of 60 minutes, a portfolio-based interview, and 
a project presentation.  

A good fit for
Learners looking to enter business administration roles or 
existing staff wanting to develop in their roles.

What’s next?
Upon completing this apprenticeship, learners are eligible to
join the Institute of Customer Service. An apprentice could
further their career with a CMI Operations Manager Level 5
or Business and Professional Administration Level 4.
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Knowledge test

Portfolio based interview

Project presentation

Apprenticeship Achieved

End Point Assessment
3 Months

Blended Delivery Model

Blended Learning, Coaching, Mentoring & Peer Support
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Progress 
Reviews

ProjectWorkshop

Build a 
Foundation

Discovering different organisational structures 
and their functions. 

 
Understanding your organisation’s purpose and 

how it drives success. 

Applying your organisation’s Values and Mission 
effectively.

Navigating key legislation that impacts your role 
and workplace.

Familiarising yourself with internal policies for 
compliance and best practice.

Deeper 
Understanding

 Understanding business processes and your 
role in meeting organisational needs. 

Leverage IT tools and data analysis for 
efficiency and decision-making.

Communicating effectively across different 
levels of the organisation.

Managing stakeholder relationships with 
professionalism.

Excel

Identifying what makes a business operate 
efficiently and sustainably. 

Exploring real world events and their impact on 
business decisions.

Establishing quality finding improvements in 
yourself, team and the business.

Developing knowledge of decision making and 
project tools to run a project.

Assessments & 
 EPA Preparation

Leading your own real-world project supported 
by a skills coach.

Compilation of a portfolio of evidence to 
support end point assessment.

Revision and preparation for the professional 
discussion.

Revision and preparation for MCQ.


