H ﬁ I I :) Business Administrator Apprenticeship Standard

Training & Adult Education

Sector Business Administrator
Level 3

Guided Learning Hours 18 Months

Minimum age of learner 16 years

Potential Job Roles: Business Administrator

The apprenticeship provides a highly transferable set of knowledge, skills and behaviours, which can be gained
working across an organisation and its processes. The apprenticeship is a firm grounding in organisational
operations and functional processes, as well as the wider working environment.

Key responsibilities include developing, implementing, maintaining and improving administrative services. In
doing so, the apprentice is expected to work independently and take responsibility for the outcomes of their
work, with support of the employer and the training provider. Through working across functional areas,
apprentices build team relationships quickly and learn from others to develop specific skill sets. The need to
communicate and represent their work clearly is reflected in the assessment methods of End Point Assessment
(EPA).

Mandatory requirements | Functional Skills Level

Maths 2

English 2
Qualification and Skills
Combined Knowledge and Competence Based Business Administrator
Qualification
Employer Rights and Responsibilities Employer Rights and Responsibilities
Personal Learning and Thinking Skills Creative thinking

Independent enquiry
Reflective Learning
Team Working
Self-management
Effective participation

Mandatory Requirements Units

Level Knowledge

3 The Organisation —
Understands organisational purpose, activities, aims, values, vision for the future, resources and the
way that the political/economic environment affects the organisation

3 Value Their Skills -

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.

3 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.

3 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.

3 Policies -




Understands the organisation's internal policies and key business policies relating to sector.

Business fundamentals —
Understands the applicability of business principals such as managing change, business finances
and project management

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

External Environmental 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
in which the employing organisation is placed.

Skills

LEVEL

UNIT TITLE

3

IT-

Skills 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

Record and Document Production —

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. Maintains records and files,
handles confidential information in compliance with the organisation's procedures. Coaches others
in the processes required to complete these tasks.

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.

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, developing coaching skills as they gain area knowledge

Communications —

Demonstrate 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.

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 and make 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 and is a key point of contact for
addressing issues.

Planning and Organisation -

Takes responsibility for initiating and completing tasks, manages priorities and time in order to
successfully meet deadlines. Positively manages the expectations of colleagues at all levels and
sets a positive example for others in the workplace. Makes suggestions for improvements to
working practice, showing understanding of implications beyond the immediate environment (e.g.
impact on clients, suppliers, other parts of the organisation). Manages resources e.g. equipment or
facilities. Organises meetings and events, takes minutes during meetings and creates action logs




as appropriate. Takes responsibility for logistics e.g. travel and accommodation.

3 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.

End point Assessment

Knowledge Test | 20%

The apprentice undertakes a multi-choice test to last a maximum of 60 minutes and include 50 equally weighted
multi-choice questions with four possible answers each. The assessment should typically be passed before the
apprentice progresses to the interview and presentation. The test is to be completed online and requires
invigilating.

Responsibilities: The EPAO is responsible for creating a question bank.
Core KSBs: The test predominantly focuses on non-organisation specific knowledge outlined in the Standard.

This includes relevant regulation and laws, business fundamentals and project management principles. Please
view annexed table for the minimum KSBs to be assessed.

Portfolio —based interview | 40%

The interview is for 30-45 minutes and scored out of 100 by the Independent End-point Assessment
Organisation (EPAO). The Portfolio of Learning provides a structure for this conversation. The Portfolio should
provide at least one piece of evidence for each of the minimum KSBs outlined in the Assessment Methods and
Grading annexed table. This should be submitted to the EPAO a month prior to interview. Evidence is gathered
on-programme and the employer should facilitate this through relevant tasks and support, as outlined in the
annexed table. The training provider should support where needed. The employer and training provider should
review the Portfolio with the apprentice and make a judgement on whether they should be progressed to EPA.
The interview assesses understanding and learning shown in the Portfolio; the Portfolio is not directly assessed.
The interview assesses:

¢ understanding of the portfolio to validate competence shown

o self-reflection of performance, demonstrating knowledge and how appropriate skills and behaviours have
been applied

e Judgement and understanding to explain appropriate examples.

The Portfolio of Learning contains evidence of:
¢ a minimum of 8-12 pages is expected for consistency

e atleast one of each of the minimum knowledge, skills and behaviours as outlined in the annexed
Methods and Grading table

e practical observation and/or evaluation by the employer to be included, such as acknowledgement of a
skill shown or evidencing work completed on a particular project with manager comments, which is then
discussed at interview

e Note: the portfolio is not directly assessed,; it is used to frame discussion at interview, where KSBs are to
be demonstrated.

Responsibilities: knowledge of the portfolio is to be assessed at interview by the EPAO. The training provider is
responsible for providing guidance on compiling the portfolio on-programme, which is to be reviewed by the
employer and training provider prior to triggering EPA. The employer should provide suitable work for the
apprentice to apply themselves to and discuss at interview.

Core KSBs: Application of learning in the workplace is assessed by talking through examples and specific KSBs
shown. Particular areas include the purpose of their organisation and value of their own role, quality in producing
records or documents, and professional behaviours including respect and personal qualities. Please view
annexed table for the minimum KSBs to be assessed.




Project/ Improvement Presentation 40%

The apprentice delivers a presentation to the EPAO on a project they have completed or a process they have
improved. The presentation lasts 10-15 minutes, with a further 10-15 minutes for a Q&A session. The
presentation is out of 100. The project is completed from month 9 of the apprenticeship and should be completed
prior to EPA being triggered. The project is submitted to the EPAO and they provide a question to answer in the
presentation, for example:

¢ How have you improved a process or operating practice?

¢ What were the steps you took to implement the project?
¢ What worked well and how would you improve the results in future?

The presentation should summarise the aim, outcome and responsibilities of the KSBs shown in the project. The
presentation should demonstrate how they approached a task and the skills shown in doing so, building towards
how they would improve the results going forward.
The presentation is expected to be produced using Microsoft Office PowerPoint or Prezi, demonstrating a
minimum level of IT skills.
Further requirements:
e A project or process improvement should account for 21-35 working hours, over the apprenticeship, to
adequately apply themselves
¢ Must be work-based; incorporating scoping, planning, managing, communicating to stakeholders,
monitoring and reporting results
e The apprentice chooses the project/process improvement with the guidance of the employer and training
provider

Responsibilities: The training provider and employer are responsible for supporting the apprentice on what
could be a suitable project or process improvement, in line with guidance from the EPAO.

Core KSBs: The presentation focuses on the skills required to complete a project or process improvement
include planning and organisation, project management, demonstrating quality standards and decision making in
prioritising areas of focus. Evidencing these skills in the presentation is coupled with effective communication in
delivery. Please view annexed table for the minimum KSBs to be assessed.

Qualification Progression Level 4 Business Administrator
HR Apprenticeship

Team Lead/supervisor apprenticeship

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




