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Apprenticeship Standard - L3 Business Administration 
Length in months:  

 

 

                           

     

Role Profile 
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. The responsibilities of the role are to support and engage with different 
parts of the organisation and interact with internal or external customers. With a focus on 
adding value. The business administrator is expected to deliver their responsibilities efficiently 
and with integrity – showing a positive attitude. The role involves demonstrating strong 
communication skills  and adopting a proactive approach to developing skills. 

 

 

                           

   

Typical Job roles 
Skilled in the use of multiple IT packages and systems relevant to the organisation in order to: 
write letters or emails, create proposals, perform financial processes, record and analyse data. 
Examples include MS Office or equivalent packages. Produces accurate records and 
documents including: emails, letters, files, payments, reports and proposals. Makes 
recommendations for improvements and present solutions to management. Drafts 
correspondence, writes reports and able to review others' work.  Builds and maintains positive 
relationships within their own team and across the organisation. Demonstrates ability to 
influence and challenge appropriately. Becomes a role model to others, developing coaching 
skills as they gain area knowledge. Takes responsibility for initiating and completing tasks, 
manages priorities and time in order to successfully meet deadlines. Positively work towards  
the supervision of colleagues  and sets a positive example for others in the workplace.  

 

 

                           

     

Entry Requirements 
Level 2 Business Administration Apprenticeship or equivalent, or experience in industry at a 
senior position. GCSE grade C/4 in Maths and English or Functional skills at level 2. An 
interest in the area of study. The employer may also have their own specific selection criteria in 
addition to York College entry requirements. 

 

 

                           

     

Qualifications 
Business Administrator Apprenticeship Standard ( Level 3) Functional skills in Maths and 
English at level 2 if not already gained equivalent. The employer may also have their own 
specific selection criteria in addition to York College entry requirements. Students with 
international qualifications will need to have them converted, for which there will be a cost, 
through the national agency for the recognition and comparison of international qualifications 
and skills (NARIC) website. This is required to confirm they are comparable to UK qualifications 
at the start of the programme in readiness for gateway and the end point assessment 

 

 

                           

     

Method of Delivery 
Apprentices will typically attend York College on a day release for the duration of the 
Apprenticeship and work with their employer for the remainder of their contracted hours. During 
their time in College Apprentices will work towards the knowledge,skills and behaviour, and at 
work consolidate their on programme learning with the support of their employer. An assessor 
with visit every 8-10 weeks to discuss and monitor progress on the Apprenticeship in 
conjunction with the employer. Apprentices will be expected to continue with their own portfolio 
of evidence outside of their structured learning and work time. 

 

 

                           



     

End Point Assessment 
The End Point Assessment includes the following areas, and  functional skills at level 2 must 
be achieved before an Apprentice can progress to any of these events: On line Multiple Choice 
Test: 50 multiple choice questions to be 
completed in 60 minutes under invigilation 
conditions. The apprentice must pass the 
test before they progress to the interview 
and presentation Portfolio interview: The 30-45 minute interview assesses the 
apprentice’s competence, self-reflection, 
judgement and understanding of the entire 
apprenticeship. 
 Project Presentation:The apprentice delivers a presentation on a project that they have 
completed or a process that they have improved. 
 
A Pass/Distinction/Fail grade is awarded overall by an independant assessor. 
 

 

 

                           

   

Career Progression 
This apprenticeship is an ideal stepping stone into specialist, team leading, supervisory or line 
management roles within retail and higher level training and apprenticeships.  Progression into 
a more senior role within the Business environment, or another career withinn the Business 
environment for example Accounting 

 

 

                           

      

How do Apprenticeship qualifications compare? 
 

 

 

     

Name Level Equivalent Educational Level 
Intermediate 2 Five GCSE passes at A* to C/9 to 4 

Advanced 3 Two A Level Passes 

Higher 4, 5, 6 and 7 Foundation degree and above 

Degree 6 and 7 Bachelor's or Master's degree 
 

 

                           

      

Why become an apprentice? 
1. Earn while you learn – apprentices are fully contracted employees in the workplace and earn a 

weekly wage. 
2. Strengthen your CV – apprentices develop their skills and industry knowledge throughout their 

apprenticeship programme, adding invaluable experience to their employment history 
3. Gain a qualification – upon completion of an apprenticeship, apprentices will gain a nationally, 

industry recognised qualification between Level 2 and Level 5 dependent upon their chosen 
route 

4. No debt – by studying an Apprenticeship whilst working apprentices will avoid tuition fees 
5. Networking opportunities – by working directly in your chosen sector, apprentices have the 

opportunity to create vital industry contacts that may lead to future promotional opportunities. 
 

 

                           

   

York College Apprenticeship success rates 
 

 

 

  

81% 

overall success 
rate for our 

Apprenticeship 
provision, 12% 

higher than 
national average 

 

   

 79% 

overall success rate 
for our Intermediate 

Apprenticeship 
provision, 10% 

higher than national 
average 

 

 

 81% 

overall success rate 
for our Advanced 
Apprenticeship 
provision, 12% 

higher than national 
average 
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overall success rate 
for our Higher 

Apprenticeship 
provision, 38% 

higher than national 
average 

 

 

                           



     

Typical schedule of programme of study 
 

 

 

     

Timescale Topic 

Month 1-3 Knowledge unit 9: The Organisation 
Understands organisational purpose, activities, aims, values, vision 
for the future, resources and the way that the political/economic 
environment affects the organisation. Unit 10: 
Knows organisational structure and demonstrates understanding 
of how their work benefits the organisation. Knows how they fit 
within their team and recognises how their skills can help them to 
progress their career. Unit 1: IT 
Skilled in the use of multiple IT packages and systems relevant to 
the organisation in order to: write letters or emails, create 
proposals, perform financial processes, record and analyse data. 
Examples include MS Office or equivalent packages. Able to 
choose the most appropriate IT solution to suit the business 
problem. Able to update and review databases, record information 
and produce data analysis where required. 

Skills Shows a working knowledge of the organisations purpose, aims 
and ways of working, putting it in context of the local (or sector) 
environment Provides some understanding of the political and 
economic environment. Understands the structure of the 
organisation and how their work contributes.Can  Identify their 
role within the team and value of their skills Demonstrates they 
can use IT packages, specifically to write letters or emails, and to 
record and analyse information Able to perform tasks relevant to 
their role using IT packages without supervision 

Month 4-6 Knowledge Unit 11: Stakeholders 
Has a practical knowledge of managing stakeholders and their 
differing relationships to an organisation. This includes internal 
and external customers, clients and/or suppliers Liaises with 
internal/external customers, suppliers or stakeholders from inside 
or outside the UK. Engages and fosters relationships with 
suppliers and partner organisations Unit 12: 
Relevant regulation 
Understands laws and regulations that apply to their role including 
data protection, health & safety, compliance etc. Supports the 
company in applying the regulations. Unit 2: Record and 
Document Production. 
Produces accurate records and documents including: emails, 
letters, files, payments, reports and proposals. Makes 
recommendations for improvements. Writes reports and able to 
review others' work 

Skills Understands how to manage stakeholders, e.g. clarifying and 
delivering on expectations. 
Demonstrates they have worked with stakeholders to achieve 
results.Demonstrates knowledge of relevant laws and regulation 
and consistently follows them Maintains records and files, handles 
confidential information in compliance with the organisation's 
procedures. Coaches others in the processes required to complete 
these tasks. Records are accurate, rarely require correction and 
are treated confidentially. Recommendations and solutions only 
need minor improvements. Supports others in producing 
documents and can provide examples 

Month 7-9 Knowledge Unit 8: Project Management 
Uses relevant project management principles and tools to scope, 
plan, monitor and report. Plans required resources to successfully 
deliver projects. Undertakes and leads projects as and when 
required. Unit 3 : Decision Making 
Exercises proactivity and good judgement. Makes effective 
decisions based on sound reasoning and is able to deal with 
challenges in a mature way. Seeks advice of more experienced 
team members when appropriate. Unit 4: Interpersonal Skills 
Builds and maintains positive relationships within their own team 
and across the organisation. Demonstrates ability to influence and 

 



challenge appropriately. Becomes a role model to peers and team 
members, 

Skills Effectively plans and manages small projects. Able to lead small 
projects when required. Demonstrates some understanding of 
project management tools and principles Decisions are thought 
through, using a range of information to make a sound 
judgement. 
Challenges appropriately and is polite when doing so 
Exercises sound judgement when asking for advice by choosing 
the appropriate time, manner and person Works effectively with a 
range of people. Influences and challenges peers when necessary. 
Supports others in the organisation and demonstrates coaching 
skills 

Month 10-12 Knowledge Unit 5: Communication 
Demonstrates good communication skills, whether face-to-face on 
the telephone, in writing or on digital platforms. Uses the most 
appropriate channels to communicate effectively. Demonstrates 
agility and confidence in communications. carrying authority 
appropriately. Understands and applies social media solutions 
appropriately. Answers questions from inside and outside of the 
organisation, representing the organisation or department. Unit 6 
Quality 
Completes tasks to a high standard. Demonstrates the necessary 
level of expertise required to complete tasks and applies 
themselves to continuously improve their work. Is able to review 
processes autonomously, makes suggestions for improvements. 
Shares administrative best-practice across the organisation e.g. 
coaches others to perform tasks correctly. Applies problem-solving 
skills to resolve challenging or complex complaints. 

Skills Demonstrates they can communicate clearly, in both written and 
verbal communication Shows flexibility to different situations 
 Uses appropriate communication channels dependent on the 
subject matter 
 Demonstrates ability to answer queries effectively from both 
inside and outside the organisation Checks own work before 
submission and makes improvements Work is largely accurate and 
meets expectation. Identifies areas for improvement and can 
justify why.  Promotes best practice examples of administration, 
such as accurate records Plans work and achieves deadlines. 
Shares areas to improve plans with others. Effectively manages 
resources and meetings.Takes responsibility for logistics and can 
provide examples 

Month 13-15 Knowledge Unit 7 ; Planning & Organising 
Takes responsibility for initiating and completing tasks, manages 
priorities and time in order to meet deadlines. Positively manages 
the expectations of colleagues at all levels and sets a positive 
example in the workplace. Makes suggestions for improvements 
to working practice, showing understanding of implications 
beyond the immediate environment,Manages resources e.g. 
equipment or facilities. Organises meetings and events, takes 
minutes during meetings and creates logs. Unit 13: Policies 
Understands the organisation's internal policies and key business 
policies relating to sector. Unit 14: Business Fundamentals 
Understands the applicability of business principals such as 
managing change, business finances and project management. 

Skills Plans work and achieves deadlines. Shares areas to improve plans 
with others. Effectively manages resources and meetings. Takes 
responsibility for logistics and can provide examples Understands 
and follows the organisation’s internal policies. Knows the 
fundamentals of business, including finances, managing change 
and project management. Understands and consistently follows 
the organisation’s processes. Makes suggestions for small 
improvements and supports on successful implementation. 

Month 16-18 Knowledge Unit 16 External Environment factors 
Understands relevant external factors e.g. market forces, policy & 



regulatory changes, supply chain etc. and the wider business 
impact). Where necessary understands the international/global 
market. Unit 15: Processes 
Understands the organisation's processes, e.g. making payments 
or processing customer data. Is able to review processes 
autonomously and make suggestions for improvements.  Applying 
a solutions-based approach to improve business processes and 
helping define procedures. Understands how to administer billing, 
process invoices and purchase orders. 

Skills Understand the external factors affecting the organisation and 
how they relate to their role. 

 

                           

    

For more information about apprenticeships please contact us: 
 

 

  

 

 
www.yorkcollege.ac.uk 

 

    

                     

 

 

                   

 

businessdevelopment@yorkcollege.ac.uk 
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