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Level 3 

This qualification aims to provide learners with the knowledge and skills they need to operate as a successful 
business administrator. This apprenticeship also allows learners to develop skills in a range of areas relevant 
to business administration roles.

Continually evolve next-generation action items after revolutionary meta-services. Assertively supply effective 
initiatives rather than sustainable architectures. Enthusiastically initiate e-business users before fully tested 
niches. Professionally envisioneer multifunctional users with adaptive interfaces.

About The Role

Business administrators apply business processes across an organisation and have highly transferable 

knowledge, skills, and behaviours. Their skills are required in all small and large businesses across the public, 

private and charitable sectors. 

This apprenticeship gives a firm grounding of organisational operations and functional processes, as well as an 

understanding of the wider working environment. 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.

Duration

18 months (Including end point assessment, with Level 2 Maths and English)

Learn with Skills4Pharmacy

What The Course Includes:

Business & Administration
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Apprentices need to complete 20% off-the-job training during the on-programme phase of their apprenticeship. 
Specific rules govern this, and it must take place in the apprentice’s contracted hours.

Formative assessment of knowledge, skills and behaviours required in the delivery of the level 3 business and 
administration apprenticeship.

Skills

 • IT
 • Record and document production 
 • Decision making
 • Interpersonal skills 
 • Communications
 • Quality
 • Planning and organisation 
 • Project management

Knowledge

 • The organisation
 • Value of their skills
 • Stakeholders
 • External environment factors 
 • Relevant regulation
 • Policies 
 • Business fundamentals 
 • Processes

Behaviours 

 • Professionalism
 • Personal qualities 
 • Managing performance 
 • Adaptability 
 • Responsibility

On-programme: What apprentices need to learn


