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SHAPING THE FUTURE

Business @ Lakes College
Administrator Level 3

Apprenticeship Code: STOO70
Sector: Business

Length of Delivery
Typically 15-18 months.

Entry Requirements
Individual employers will set their own selection criteria for applicants.

About the Role

Business administrators have a highly transferable set of knowledge, skills and behaviours that
can be applied in all sectors. This includes small and large businesses alike; from the public
sector, private sector and charitable sector. The role may involve working independently or as
part of a team and will involve developing, implementing, maintaining and improving
administrative services. Business administrators develop key skills and behaviours to support
their own progression towards management responsibilities.
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What Apprentices need to learn

Apprentices need to complete 20% off-the-job training during the on-programme phase of
their apprenticeship. Specific rules govern this, and it must take place in the apprentice’s
contracted hours.

Apprentices will learn the following skills:

Skills:
e T ¢ Communications
e Record and document *  Quality
production « Planning and organsation
* Decision making * Project management
¢ Interpersonal skills
Knowledge:
e The organisation e Policies
e Value of their skills e Business fundamentals
e Stakeholders e Processes
e Relevant regulation e External environment factors
Behaviours:
e Professionalism e Managing performance
e Personal qualities e Adaptability

e Responbility



Please go to the Institute of Apprenticeships website for further detail on the standard and assessment
www.instituteforapprenticeships.org/apprenticeship-standards/business-administrator/

End Point Assessment (EPA): how apprentices achieve their qualification

When the apprentice reaches the end of the On-Programme Assessment stage, they pass
through “Gateway” to the End Point Assessment (EPA). The end point assessment
comprises a range of assessment methods, including a knowledge test, portfolio based
interview and project presentation.

Before you can book end point assessment, Lakes College and the employer will sign off that
the apprentice will be ready for EPA by a gateway assessment.

¢ Where a business administrator has not already achieved Level 2 English and Maths, they
must do so before taking the end point assessment.

Progression Opportunities

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

* If you are an employer please contact our Business Accounts Management lead via
team-sales@lcwc.ac.uk, whom will arrange an appointment to support your
recruitment needs.

* |f you are an applicant please either:
Go to our website www.lcwc.ac.uk and apply
or contact our admissions team 01946 839300
or email admissions@Ilcwc.ac.uk
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