APPRENTICESHIP
TRAINING:
Business Administration
Level 2
Develop your staff’s core
business skills to help
support the smooth
running of your organisation

Course Overview
The Business Administration Level 2 is ideal for staff working
in entry-level administrative roles within your organisation.
Business administration incorporates many roles and responsibilities and
these employees are at the heart of your success, supporting the smooth running
of your business and helping to drive efficiencies.

Upon completion of the course, learners
will have a good working knowledge of:
•

The principles of providing an administrative service

•

Effective production of a business document

•

Managing information & GDPR

•

Developing & delivering presentations

•

Equality, diversity & inclusion

•

Health & safety in the workplace

•

Employment rights & responsibilities

•

Development and implementation of an information system

97%

of employers say that
effective administration
is essential to the smooth
running of their business,
making it crucial to have
up-to-date training in place

By engaging NTG Training to deliver this apprenticeship programme, you can upskill your office staff, or recruit and
train new high-calibre apprentices by investing in their training and development.
The duration of this apprenticeship is 12 months. Training will be delivered using a blend of online, webinar and
practical sessions, and the apprentice will receive regular 1-1 sessions and support from their tutor.
Our training is tailored to suit your business needs and we will work closely with you to put together a training plan that
meets the requirements of your business and the learning needs of your staff.

Apprentix - flexible e-learning software
Apprentix is a collaborative e-learning and e-portfolio management
system for apprenticeship training. It offers a user-friendly
“Netflix-style” interface for apprentices, giving over 200 hours
of high quality online learning for each standard.
Apprentices have access to all the e-learning courses on
the system free of charge in addition to the courses
built into the apprenticeship package. These can
be accessed online anytime, from anywhere,
to meet your business needs and saving
you time and money.

What does the
Apprenticeship cover?
During this course, learners will complete
training and activities to cover
the modules below.

Communication in a
business environment
• Understand the requirements
of written and verbal business
communication

Organisation structure

Optional modules

• Understand organisational
structures

• Analysing and presenting
business data

• Understand the organisational
environment

• Developing and delivering
presentations

• Produce written communications

Managing personal
performance &
Administration services development
• How to manage personal
• Effectively communication in a
business environment

• The organisation and
administration of meetings

• How to effectively organise travel
and accommodation
• Managing diary systems
• Using office equipment
• Use of mail services in a business
context
• Customer service in a business
environment

Business document
production and
information
management
• How to prepare business
documents
• Distribution of business
documents
• Information management

performance

• Providing administrative support
for meetings
• Managing diary systems
• Collating and reporting data
• Administrating finance
• Monitoring information systems

• Effective time management

• Website software

• Identifying personal development
needs

• Data management software

• Fulfilling a personal development
plan

Effective business
relationships
• Understand the principles of
effective team working
• Resolving issues through effective
collaboration

What qualifications will you achieve?
Learners will get:
• Level 2 Diploma Business Administration (RQF)
• Level 1 Functional Skills Maths*
• Level 1 Functional Skills English*
		

* If required

End Point Assessment
After 12 months, the learner will have completed their Functional Skills qualifications and completed all modules
within the course. They will then be ready to progress to EPA (End Point Assessment). This includes:

Multiple Choice Knowledge Exam
A 30-question multiple choice exam lasting one hour. The learner is tested on the knowledge they have learnt
throughout their apprenticeship. The pass mark for this is 60% and you can either get a pass or a distinction.

Practical Skills Assessment
The learner will complete an assessment of their practical skills; consisting of a walk-and-talk, direct observation
and questioning on a one-to-one basis with an independent assessor. They will be assessed on their skills and
behaviours around the 5 stages of textile care: sorting, washing, drying, finishing and sorting/packing

Develop your
administrative staff today
We offer a complimentary consultancy service to ensure
we find the best qualification for you and your business.
Contact us to discuss this opportunity further.

info@ntgtraining.co.uk
www.ntgtraining.co.uk
01244 678100
@NTGTraining

