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At The Apprenticeship College, we are

all about the learner! We break the mould

of apprenticeship programmes, and each
apprenticeship is designed to make a real
difference through fun and innovative learning.
We aim to build trusted partnerships with our
clients and become a key : =
part of your training delivery and
enhance the performance and
capabilities of your people.

THE APPRENTICESHIP
COLLEGE
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/// THANK YOU FOR ALL YOUR HELP AND MOTIVATION TO

PASS THE APPRENTICESHIP. AS A RESULT | HAVE JUST BEEN
OFFERED A NEW POSITION IN A SENIOR MANAGEMENT ROLE.
THE APPRENTICESHIP REALLY HELPED ME TO GET THE JOB. //
AYESHA, THE ROYAL BOROUGH OF KENSINGTON AND CHELSEA

We understand that employers have a

choice in who they pick to deliver their
apprenticeship training. That is why we
provide a training experience that is different,
memorable and impactful. We don’t use the
same trainer to deliver an entire programme,
but have different specialist trainers delivering
our workshops because we feel our learners
deserve the best. All of our trainers deliver
commercial training so our apprenticeship
delivery is all of commercial quality.

Theatre based learning forms a part of all of
our programmes, the amount depends on the
subject area. We use professional actors to
deliver scenario based training.

In a safe environment, learners are able to
observe our actors recreate their world in front
of their eyes and experience a real work situation
with the purpose of developing your workforce.

Learners are supported at every stage of their
journey - we want individuals to feel they can
ask the questions and seek the help they need

= to get the results they want. We are proud to
say that we have a 99% success rate at End
Point Assessment, with 97% of our learners
achieving a distinction or merit.
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/// TRAINERS AND COACHING STAFF

PLAN TEACHING CAREFULLY SO
THAT APPRENTICES DEVELOP THEIR
SKILLS IN A’ LOGICA

MAKE ACTIVITIES |

STIMULATING SO TH

RECALL HE
ORSTED

BUSINESS ADMINISTRATION
PROGRAMME OVERVIEW

AND SKILLS DEVELOPED
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LEARNER
JOURNEY

Every apprenticeship programme we
deliver can be facilitated via a blended
approach - face to face and/or live,
virtual delivery.

%) WORKSHOPS

Our Business Administrator programme
is delivered over a 13 month period.
The learning programme is made up
of a series of workshops led by our
commercial level, specialist trainers,

all supported by a Skills Coach. Each
workshop covers a specific topic area
designed to build knowledge, develop
key skills and behaviours needed to

be an effective and valuable team
member. Each workshop is designed
carefully to enhance the capabilities of
the learner and to be utilised as soon
as they return to work.
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All of our learners are supported

by a dedicated Skills Coach. They

will support individuals through

the learning journey, be there to

answer any questions, assess all work

produced and guide each learner to a

successful outcome.

G| FUNCTIONAL SKILLS

All government funded apprenticeship
programmes require learners to
achieve the appropriate standard of
Maths and English. Learners will be
supported by one of our Functional
Skills Tutors who will ensure individuals
are equipped to complete the English
and Maths.
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/// THEIR EXTRAORDINARY SET OF
SKILLS, GREAT KNOWLEDGE AND
GENERAL APPROACH OF MATTERS

WAS SHOWN THROUGHOUT THE WHOLE
SESSION, RESPECTING A LONG LIST OF
REQUIREMENTS AND ALSO KEEPING IN
MIND THE CURRENT SITUATION THAT IS
AFFECTING EACH INDIVIDUAL - THEIR
PROFESSIONALISM IS OUT OF THE BOX
AND SPOT ON! &****=* /// LEARNER
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The first session introduces the
programme in detail, giving an
overview of each workshop. The formal
enrolment paperwork is completed
and the online learning environment

is demonstrated. This will begin the
development journey and explore
different learning styles.

WORKSHOP 1

UNDERSTANDING YOUR ROLE AND
ORGANISATION

This workshop focuses on how to adapt
individual approaches to internal and
external customers, and look at how

to successfully manage relationships
with suppliers and partners. We will
also focus on business structure along
with roles and responsibilities and how
developing skills can help progression
within this. We also explore change
management and business finance.

WORKSHOP 2
IT SKILLS FOR BUSINESS ADMIN — PART 1

A focused session tailored to supporting
IT skills in line with the responsibilities
of an administrator’s role. In this
workshop, individuals will build their IT
skills to produce a variety of documents
using Microsoft Word / Google Docs,
work effectively with emails and
present to managers using Microsoft
PowerPoint/ Google Slides. It will also
help individuals build their confidence
to present solutions to managers using
PowerPoint and investigate handling of
data in their organisation.

@ WURKSHUP 3 THEATRE BASED LEARNING

BUILDING RELATIONSHIPS AND
IMPROVING COMMUNICATION

This theatre based learning session
focuses on the key communication

skills needed to build and maintain
positive working relationships, and
to communicate effectively using
the most appropriate methods. Our
actors will also introduce the basics
of coaching, & how to influence and
challenge appropriately.

WORKSHOP 4
IT SKILLS PART 2

In this workshop, individuals will build
their IT skills to produce spreadsheets
to manage and analyse databases
and record financial, date, time, text
and number data. This session will
enable individuals to understand how
and where data is stored within their
organisation. It will also help individuals
build their confidence to analyse data
and choose the best software solution
to present business problems.

WORKSHOP 5

This workshop focuses on understanding
and applying the principles of project
management to everyday roles. We’'ll
look at how these, along with specific
planning tools and time management
strategies can support successful
deadline achievement and effective ways
of working.
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WORKSHOP 6

MANAGING STAKEHOLDERS AND BEING
AN EFFECTIVE TEAM MEMBER

In this workshop we’ll explore the best
practice around managing stakeholders.
The focus is on how to adapt approach
to internal and external customers,

and look at how to successfully

manage relationships with suppliers
and partners. This will also focus on

the essential characteristics of an
effective team member, and encourages
individuals to look at how to take
personal responsibility for the quality

of work, manage personal performance
and encourage others. We’ll also explore
how to positively impact team cohesion
and promote inclusivity, and look at
how seeking feedback and reflecting

on personal performance can help to
improve capabilities.

WORKSHOP 7
DECISION MAKING

In this workshop, we’ll explore the
fundamentals of good decision making.
The aim is to gain an understanding of
natural decision making approaches,
explore the impact of cognitive bias, and
learn different tools and strategies to
make decision making more effective.
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/7 )0, OUR SKILLS COACH, HAS'DONE AN EXCELLENT JOB. SHE
LOOKED AFTER US VERY WELL DURING THE COURSE. SHE WAS
ALWAYS AVAILABLE TO ANSWER TO OUR QUERIES AND PROVIDE
ADDITIONAL INFORMATION/EXPLANATION WHEN NEEDED.
JO ALSO PREPARED US REALLY WELL FOR THE TEST AND
INTERVIEW. /7 VASSU, LEARNER IMPERIALGOLLEGE LONDON
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WHAT 10'00/ WHAT NOT T0 DO
COMMUNICATION SKILLS. GENERALL'PI VERY
ENGAGING AND ENTHUSIASTIC /2
NIKOEAS, LEARNER COMMS CARE
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ol ied and require has two IT focused workshops that look
tobe adaptable and at relevant IT systems, how to analyse

co unicating with stakehol . . .
at every level. Having excellent and record data, performing financial

\unications sk|IIs an adapta processes as well as writing proposals and
ach to work a rong formal communication.
|sat|onal skills I \équwed W K with , ¢ derstand
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the systems that you may use internally
ey area that i al to any d what K d platf Id
uc ssful administrator is having a and what packages and platforms wou
trong understanding on technology be most beneficial for your business.
IT skills. These sessions are delivered by our

specialist IT trainers.

IT SKILLS

/// APPRENTICES UNDERSTAND HOW TO IMPROVE THEIR
PRACTICAL AND WRITTEN WORK AND CAN USE IT CONFIDENTLY
IN THEIR WORKPLACE // OFSTED 2020

.
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YOU HAVE TO
TAKE THE JOURNEY

T0 REACH
THE DESTINATION

COACHING
PROFESSIONAL
LEVEL 5

_ OPERATIONS AND
= DEPARTMENTAL MANAGER L5

Our learning offer covers a wide
variety of knowledge, skills

and behaviours and can cater
for any level or job role in your
business. Anyone from senior
directors, mid-level managers,
operations assistants or new
employees can benefit from our
commercial sessions.

PROJECT MANAGEMENT LEVEL 4
IMPROVEMENT PRACTITIONER LEVEL 4

They are designed to
compliment our apprenticeship
programmes too and can

add value and dimension to : TEAM LEADER |.3 \ SUPPLY CHNN |.3
the apprenticeship delivery. PERSONALITY PROFILING TOOL (MYERS BRIGGS])

They can also be delivered as
stand -alone workshops and
support ongoing learning and
development for your workforce.

Business Administrator Level 3 Business Administrator Level 3



aC

the
apprenticeship
college

www.apprenticeship-college.co.uk
020 36514747



