
Business
Administrator

Business Administrators have a highly transferable
set of knowledge, skills and behaviours that can be
applied in all sectors. 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. 

Course Overview

End Point Assessment (EPA)
The EPA will compromise:

Knowledge Test - The apprentice will undertake a multiple-choice test to last a maximum of 60 minutes. 

Project Presentation - The project presentation will be a presentation delivered by the apprentice to the end-
point assessor.

Portfolio-Based Interview - The portfolio-based interview will last for 45 minutes and will assess the
apprentice’s competence, self-reflection, judgement and understanding of their entire apprenticeship.

Duration
18 to 21 months

Course Contents

Level 3 

This programme covers a range of concepts,
approaches and techniques that are applicable to
each module for which apprentices are required to
demonstrate their knowledge, skills and
understanding. 
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