
Apprenticeship Standard:
Business Administrator Level 3
Overview
Business Administrators need a highly transferable set of knowledge, skills and behaviours that can be applied across all sectors. This includes small and large businesses 
alike from the public, private and charitable sectors. The role usually involves working independently and as part of a team, and includes developing, implementing, 
maintaining and improving administrative services. Business Administrators develop the skills they need to progress towards management responsibilities. 
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Key information:

Duration Typically this apprenticeship will take 12 – 18 months.

Qualifications Apprentices without level 2 English and Maths will need to 
achieve this level prior to taking the end-point assessment.

Progression On completion, the business administrator route may 
be a gateway to further career opportunities, such as 
management or senior support roles.

Delivery Our guided teaching is delivered through a mix of live 
webinars delivered by a BPP University tutor, 24/7 access 
to recorded lectures and online lecture notes. Including 
online teaching sessions with face-to-face inductions and 
masterclasses.
Students take part in live discussion with fellow learners 
during live webinars and via course forums. 

Entry requirements The entry requirement for this apprenticeship will be 
decided by each employer, but may typically be five 
GCSEs at Grade C or higher.

Key responsibilities Likely to include supporting and engaging with different 
parts of the organisation and interacting with internal or 
external customers. With a focus on adding value, the role 
of business administrator contributes to the efficiency of an 
organisation, through support of functional areas, working 
across teams and resolving issues as requested.

Confirmed Funding Cap
(as of Oct 17) TBC

Knowledge and skills:

These include: decision making, record and document production, planning and organising, project 
management and assessment preparation.

Requirements

Employer
• Provide apprentices with a contract 

of employment for the duration of the 
apprenticeship on the first day of their 
apprenticeship and be paid at least a wage 
consistent with the law for both the time 
they are in work and in off-the-job learning

• Employer must not ask the apprentice to 
contribute financially to the direct cost  
of learning 

• Provide the apprentice with paid time 
to attend off-the-job training, including 
additional support for English and 
Maths, or support accessed for learning 
difficulties and/or disabilities

• Recognise that the apprentice must 
complete the apprenticeship within their 
working hours

• Ensure apprentice spends at least 20% 
of their time in off the job training

• Enter into a contract with BPP University
• Support the apprentice to gain new skills 

Apprentice
• Be in full-time employment for at least 

30 hours a week
• Be an employee (have a contract of 

employment for the duration of the 
apprenticeship) on the first day of their 
apprenticeship and be paid at least a wage 
consistent with the law for both the time 
they are in work and in off-the-job learning

• A citizen of a country within the 
European Economic Area (EEA**) or have 
the right of abode in the UK, and have 
been ordinarily resident in the EEA for at 
least the previous three years on the first 
day of learning

• Not be enrolled on another 
apprenticeship at the same time

• Has the right to work in England
• Able to complete the apprenticeship in 

contracted working hours
• Be in a new job role (nine months or less), 

or in an existing job role, where significant 
new Knowledge and Skills are needed – 
employer statement of justification needed 
(relevant to the apprenticeship)

*Information is relevant to start from 1st May – Starts prior to May 17 have different funding rules



Understanding Business 1
• Understanding the industry and company perspective
• Management principles and business fundamentals
• Business sectors and organisational structures

Regulation, Policies and Processes
• Understanding organisational compliance
• Codes of practice that support administrative functions
• Laws, regulations and policies

Personal Development 1
• Focus on the application of personal development
• Review the tools relevant to develop within the role

Understanding Business 2
• Understanding organisational strategy 
• Operational decision making
• Objective setting

Project and Stakeholder Management
• Work based project
• Focus on project life cycle and management
• Stakeholder management

Personal Development 2 
• ICT, English and Maths reconciliation
• Mock interview
• Mock presentation 
• Mock exam
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Role Suitability
Specific job roles may include: Business 
Administrators, Project Administrators, 
Personal Assistants or Team Coordinators.

Trailblazer Group
Includes: Grant Thornton UK LLP, BT, Npower, 
Federation of Small Businesses, Peter Jones 
Foundation, MBDA Missiles, Surrey County 
Council, Peugeot, Sodexo, oneSource, London 
Borough of Islington, London Borough of 
Enfield, Total Security Services, Skills CFA, 
PRCA, ESOS Ltd, Ceridian UK & Ireland, 
Northgate Arinso, JJBA Ltd, Bradley & Co 
Ltd, Prohire Software Systems Ltd, Business 
Resource & Innovation Network International 
Ltd, Moorhouse Accounting & Consultancy 
Services Ltd, Vicki King Bookkeeping Services, 
Fresh Financials, Iwona Accountancy Services 
Ltd, Boots UK, Osborne Property Services, 
Carillion PLC, Bpi Recycled Products, Great 
Guns Marketing, Berkley Group PLC, British 
Council, Capita Group, Accelerator Solutions 
Ltd, Northern PowerGrid, Manheim, Royal 
Bank of Scotland, Institute of Customer Service, 
Serco, Homebase and Scottish Water.



Business Benefits of the Business Administrator Apprenticeship 
(created by a Trailblazer Group): 

Diversity
This apprenticeship provides 

opportunities to those who may 
previously not have had access to a 

career in Business and Management, 
increasing the diversity in your workforce 
to provide a well-rounded client solution.



Cost effective
With government funding available, 
apprenticeships offer the chance to 
develop talented individuals without 

bearing all the cost.

£

Attract talent
The Business Administrator 

Apprenticeship Standard provides an 
attractive combination of qualifications 
and work-based learning to appeal to 
new talent, including school leavers 

looking for an alternative to university. 
The apprentices earn a salary and have no 

tuition fees to pay.

★

Relevant 
New Apprenticeship Standards created 

by Trailblazer Groups have been designed 
by employers, for employers, to develop 
the practical skills and behaviours that 

meet employers’ needs.



 Improving the standard 
of apprentices

The new Standards build on the 
strengths of the old frameworks with 

Skills, Behaviours and Qualifications that 
ensure apprentices are well-rounded and 

able to perform better in their roles.
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