
 

 

 

Business Administration LEVEL 3 OVERVIEW 

 

Entry: 

Employers can recruit candidates without English and 

Maths at Level 2 or above, however the candidate 

must achieve Level 2 English and Maths prior to 

taking the End-point assessment. For those with an 

education, health and care plan or a legacy statement 

the apprenticeships English and maths minimum 

requirement is Entry Level 3 and British Sign 

Language qualification are an alternative to English 

qualifications for whom this is their primary 

language.  Some employers may set out additional 

and/or local requirements for entry. 

Duration: 

The Level 3 Business Admin apprenticeship will 

typically take between 12 and 18 months to 

complete. 

 

 

 

 

Progression: 

The administration role may be a gateway to further career 

opportunities, such as management or senior support roles. 

Level: 

This apprenticeship standard is at Level 3. 

Qualifications: 

Where a business administrator has not already achieved Level 2 

English and Maths, they must do so before taking the end-point 

assessment. 

 

 



 

 

Business Administration LEVEL 3 OVERVIEW 

About the Role: 

 

  

organisation, through support of functional areas, working across 

teams and resolving issues as requested. The flexibility and 

responsiveness required allows the apprentice to develop a wide 

range of skills. 

Level 3 Business Admin 
The business administrator is expected to deliver their responsibilities 
efficiently and with integrity – showing a positive attitude.  

The role involves demonstrating strong communication skills (both 
written and verbal) and adopting a proactive approach to developing 
skills. 

The business administrator is also expected to show initiative, 
managing priorities and own time, problem-solving skills, decision-
making, and the potential for people management responsibilities 
through mentoring or coaching others. 

 

 

 
This role extends to a range of related commercial activity such as sector analysis, trend analysis, engaging in contract law, and 

developing strategies to win business for a variety of goods and services. 

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 towards 

management responsibilities. 

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 role of business 

administrator contributes to the efficiency of an -

organisation, through support of functional areas, 

working across teams and resolving issues as 

requested. The flexibility and responsiveness required 

allows the apprentice to develop a wide range of 

skills. 
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➢ 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. 

➢ 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. 

 

Learning Outcome: 

 
On completion of the Level 3 Business Admin qualification 
learners will be able to understand 

➢ organisational purpose, activities, aims, values, vision for 
the future, resources, and the way that the 
political/economic environment affects the organisation. 

➢ 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. 

➢ 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. 

➢ laws and regulations that apply to their role including 
data protection, health & safety, compliance etc. Supports 
the company in applying the regulations. 

➢ the organisation’s internal policies and key business 
policies relating to sector. 

 



                

                

   

 

 

 

What is an apprentice? 

As an apprentice you’ll: 

learn and train for a specific job 

get paid and receive holiday leave 

get hands-on experience in a real job 

study for at least 20% of your working 

hours – usually at a college, university 

or with a training provider 

complete assessments during and at 

the end of your apprenticeship 

be on a career path with lots of future 

potential 

 

 

 

 

What is an apprenticeship? 

An apprenticeship is a real job where you 

learn, gain experience and get paid. 

You’re an employee with a contract of 

employment and holiday leave. By the 

end of an apprenticeship, you’ll have the 

right skills and knowledge needed for 

your chosen career. 

It can take between one and 6 years to 

complete an apprenticeship depending 

on which one you choose, what level it is 

and your previous experience. It’s funded 

from contributions made by the 

government and your employer. 

 

 



 

 

 

 

 

Levels of an apprenticeship 

As an apprentice you’ll: 

learn and train for a specific job 

get paid and receive holiday leave 

get hands-on experience in a real job 

study for at least 20% of your working 

hours – usually at a college, university 

or with a training provider 

complete assessments during and at 

the end of your apprenticeship 

be on a career path with lots of future 

potential 

 

 

 

 

Each apprenticeship has a level and an 

equivalent education level. You can start 

an apprenticeship at any level. Depending 

on the level, some apprenticeships may: 

require previous qualifications such as an 

English or maths GCSE 

give extra training in the English or maths 

skills needed so you’re at the right level 

At the end of your apprenticeship, you’ll 

achieve the equivalent education level. 

For example, if you complete a level 3 

apprenticeship, you’ll achieve the 

equivalent of an A level. 

 

 

 

If you need more information about the apprentice scheme or QCF, RQF & NVQ training courses 

please visit http or contact us via telephone or email using the details below 

 



 

 

 

 

 

Contact Us 

Online Contact Methods: 

Email - Info@mtsapprenticeships.co.uk 

Web - https://mtsapprenticeships.co.uk/ 

 

 

 

 

 

Address:  

MTS Apprenticeships, 

Grange House, 

Lancaster Road, 

Shrewsbury, Shropshire 

England, UK, SY1 3JF 

 

Tel – 0182 3475 707 

 

 

 

 

 

 

If you need more information about the apprentice scheme or QCF, RQF & NVQ training courses 

please visit http or contact us via telephone or email using the details above 

 


