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/// thank you for all your help and motivation to
pass the apprenticeship. As a result I 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

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. 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.

There are a number of principles that guide 

and govern how we design and deliver 

learning. We take time up front to understand 

current capability and experience, and tailor 

the experience to meet the development 

needs of each individual on the programme.

The workshop experience will be delivered in 

an effective and creative way to build learner 

engagement, whilst also doing what it needs to 

do – building skills, knowledge and behaviours. 

The experiences will aim to meet all learning 

preferences, using a range of techniques – face 

to face sessions, live–virtual sessions, coaching 

and peer learning, to suit the topic, context and 

desired outcome. Every module, conversation 

and activity will aim to make a difference, 

have ‘real-world’ context and be immediately 

actionable back in the day job.

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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Course Summary

/// Trainers and coaching staff 
plan teaching carefully so 
that apprentices develop their 
skills in a logical sequence. They 
make activities interesting and 
stimulating so that apprentices can 
recall what they have learned. /// 
Ofsted 2020

Level: 				    3

Duration: 			   13 months

Levy value:			   £5,000 

Co-funded value: 		  £225

Induction: 			   1

Workshops: 			   7

Skills coaching: 		  coaching sessions & continuous support

Supplementary learning: 	 online

BUSINESS ADMINISTRATION
Programme Overview
and Skills Developed

Business Administrators are a vital part of 

the workforce in almost every business. 

Whether that be public sector, private sector 

or a charity it is likely that there will be an 

administration team or individual that ensure 

the smooth running and support of any 

department.

Administration is far more than filing and 

answering the phone, it requires strong IT 

skills, problem solving, great communication 

and being able to adapt to work with different 

stakeholders and environments. A good 

administrator will contribute to an effective 

and efficient business.

Often administrators will be the foundation to 

a successful organisation and will develop a 

broad and highly transferable set of skills that 

are relevant to all sectors and often lead to PA 

or management roles.

Examples of Relevant job roles
HR Assistant • Personal Assistant • Finance Assistant • Office Manager  
• Business Development Executive • Secretary Receptionist

Ensuring that support staff in your business 

are developing the capabilities they need to 

become a confident and key members of the 

workforce will always contribute to the overall 

success of any organisation.

Our apprenticeships are thematic.

Our training is designed to deliver the 

capabilities required to be a successful and 

effective Business Administrator and team 

player.

This programme maximises efficiency in 

delegates through developing their knowledge 

and skill set. Our Business

Administrator programme is ideal for existing 

staff working in a support role who are looking 

to enhance their skills set or individuals new 

to their role.
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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.

Learner 
journey

WORKSHOPS

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.

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.

SKILLS Coaching

Induction 
+ 

Skills Coaching 
session 1

START
Workshop 1

Understanding Your 
Role & Organisation

Workshop 2

IT Skills – Part 1

Skills Coaching

Session 2

Skills Coaching

Session 3

Skills Coaching

Session 4

Skills Coaching

Session 6

Skills Coaching

Session 7

Skills Coaching

Session 5

Functional Skills

Session 1

Functional Skills

Session 2

Workshop 3

Theatre Based Learning

Building Relationships 
and Improving 

Communication Skills

FINISH

End Point 
Assessment

234 + 864 = 1098

I w
ant 

to m
ake c

hange

Preparation, preparation

310
 - 

54 
= 2

56

Well done!

Welcome to your apprenticeship

what to do in this situation

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

Progress review

3 months

Virtual

Digital learning

Progress review

6 months

Progress review

9 months

Functional Skills

Session 3

Workshop 4

IT Skills – Part 2

Workshop 6

Managing 
Stakeholders & Being an 
Effective Team Member

Workshop 5

Planning & Project 
Management

Workshop 7

Decision Making & 
Skills Coaching Session 9

Portfolio 
completion

Skills Coaching

Interview & 
presentation skills

Skills Coaching

Session 10 
EPA Preparation

Skills CoachingSkills Coaching

Mock EPA 
+ Exit Review
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Induction 
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.

 Workshop 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
Planning and Project Management
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.

Business Administrator Level 3 Business Administrator Level 3

/// 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! 5***** ///  LEARNER
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/// Jo, 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. /// Vasso, Learner Imperial College London

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. 

Business Administrator Level 310 Business Administrator Level 3
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IT skills /// Apprentices understand how to improve their 
practical and written work and can use it confidently 
in their workplace /// Ofsted 2020

The role of a business administrator 
is varied and requires an individual 
to be adaptable and confident in 
communicating with stakeholders 
at every level. Having excellent 
communications skills, an adaptable 
approach to work and strong 
organisational skills are all required 
qualities for an administrator.

One key area that is vital to any 
successful administrator is having a 
strong understanding on technology 
and IT skills.

Our Business Administrator programme 

has two IT focused workshops that look 

at relevant IT systems, how to analyse 

and record data, performing financial 

processes as well as writing proposals and 

formal communication. 

We work with employers to understand 

the systems that you may use internally 

and what packages and platforms would 

be most beneficial for your business. 

These sessions are delivered by our 

specialist IT trainers.

Business Administrator Level 3 Business Administrator Level 3

/// The workshop was fantastic, really 
good demonstration contrasting 
what to do/ what not to do re. 
communication skills. Generally very 
engaging and enthusiastic /// 
Nikolas, learner Comms Care
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You have to 
take the journey 
to reach 
the destination

All of our development programmes, 

whether that be an apprenticeship, a shorter 

commercial course or a one day workshop 

are all designed to work together to deliver 

a development path for your workforce and 

their career aspirations.

The Apprenticeship College will develop 

a learning journey that achieves the 

expectations of the learner and the employer.

Starting with the Business Administrator 

programme provides an excellent basis 

for any career path. The flexibility and 

responsiveness required enables individuals 

to develop a wide range of skills all 

transferable to future roles. We understand 

that a career path is not linear, the good 

news is that there an apprenticeship 

available to support individuals on whatever 

path they choose.

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.

They are designed to 

compliment our apprenticeship 

programmes too and can 

add value and dimension to 

the apprenticeship delivery. 

They can also be delivered as 

stand -alone workshops and 

support ongoing learning and 

development for your workforce.

Business Administrator L3

TEAM LEADER L3 • SUPPLY CHAIN L3
Personality Profiling Tool (Myers Briggs)

Your brand 
as a leader

Coaching 
professional 

level 5 

Project MANAGEMENT LEVEL 4
IMPROVEMENT Practitioner LEVEL 4

Operations and
departmentAL manager l5
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