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Administrator Level 3

Overview

The Business Administrator Level 3 apprenticeship provides the

opportunity for team members to grow and develop their skills towards
management capabilities.

On completion of the standard, learners will be able to demonstrate a
range of leadership skills, customer and product knowledge as well as
industry knowledge, skills and behaviours.

Key responsibilities may include:

Coaching and supporting peers *© Maintaining and improving

- : : administrative services
+  Providing outstanding service to

customers and colleagues alike ~ + Managing resources
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Benefits

@ Advancing key skills to support progression into management

Suitable for:

Team members across
all industries and sectors,

O »
‘;ﬂ;’ Developing confidence to mediate challenges appropriately where administration is

involved in the day-to-day
running of the business.

5—? Further understanding of your organisation and wider
business environment

o]
583 Understanding core principles surrounding leadership
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Programme
delivery

Programme length

14 months (on average) plus End-point Assessment (EPA).

Delivery method

Programme delivered through Lifetime’s blended learning approach.

Blended learning

Facilitated learning: Learners complete learning sessions
with their Learning Coach every 4-6 weeks.

Self-study: Learners are expected to carry out self-study using Lifetime’s
online learning platform, Aptem.

Virtual sessions: Carried out between the Learner and their Learning Coach.

Contact: Learners have access to their Lifetime Learning Coach
via email, phone and online learning platform, Aptem.
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For the manager

For the learner

For the learner

For the manager

Digital platform

For the learner

For the manager




Programme modules

The delivery model is broken down over 13 topics:
Personal Interpersonal Skills Planning Team Building and
@ Development @ and Communication @ and Organising @ Personal Skills
Organisation
and Business . Managing Process
5. Fundamentals 6. Value of Skills 7 @ Own Performance 8‘ Management
Stakeholder
9 Project 1 o Requirements and Quality
@ Management @ External Factors @ Assurance
Record and
1 Z Document 13 Regulations, Policies
@ Production @ and Procedures

lifetime



Deep dive

lifetime




Personal
development

G Mi?qlime

- Self awareness « Learning styles

« IT skills assessment - Emotional intelligence

+ Gaining feedback from others

+  Creating a personal
development plan

VAK Learning Styles v1 (FR6235)

Managing interruptions

highiy productie andiove.
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COMMUNICATION - CORPORATETHIAGE N‘ .
lifetime

Communication®

Caorporatelliage

Interpersonal skills
and communications

Building Trust

Covered: With & Across Jeams
+ Communication methods +  Coaching to support and

and organisational structure improve performance
+  Building and + Represent your organisation

maintain relationships

+  Ability to influence

* Challengeina
constructive manner

Dig deeper:

Team motivation
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Complaints Process.and Procedures

ortant to realise that handiing this

Planning
and organising

uuuuuuuuuu plaint but will

- Implementing - Key factors of task \> Dealing with Unrealistic Customers
operational plans setting and completion \> -

- Managing resources and * Monitoring operational plans .
sharing best practice NV

outcome s 3 il tha can be developed.

* Problem solving skills

- Effective meetings
and events

ILM - Video - Preparing to Lead 2 Meeting

@@@@E{ :
P
[ > |

MEETING IN PROGRESS

Manage resources — operational planning
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Decision Matrix Analy K i table, and the factors you need consider as columns. You then score each option/factor
combination, 5 each option

STEP 1 STEP 2

The Change Curve

Here's a step-by-step guide with

STEP 3 STEP 4 STEP 5
P o
val

your own,

Team building
and personal skills

tiply each of your Finally, add up these
the
t

Change ofteninvolves a shift away from the safety of our comfort zane. As humans we enjoy routine, but can be
ineis threatened and we need to change. This s true at work and in our personal

thrown when thi

LTI put together a reliable group of people to lead the

Iy, Therefore, chs

In this grapl

rly known a5 the ch: youll

through change process are highlighted along with some of the emotions peaple are likely to be exp:

+  Team building and motivation  + Develop personal skills e
and behaviours whilst ——
ijher, 2012

- Decision making techniques, )
managing change Fner

ownership and responsibility

+  Time management and
prioritising workloads

Collating and analysing data to support decision making

30 minutes

PDP
development
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Organisation
and business
fundamentals

+ Organisational purpose - External factors
+ Organisational activities +  Political and economic factors
*  Your aims, values and vision

« Available resources to
support your organisation

Your role with the business fundamentals

lifetime

Value for Money Activity

Identify a product or service that your s and then review for mon
against the criteria below. If you find it doesnit meet all of the criteria, make suggestions as to what needs 1o be
improved. Remember, value for money isn' Itis about ensuring that fert,
effective, and economical.

Product or service

GENERIC. ORCANISATIONAL COVERNANCE & COMPLIANCE Viifetime
t component of value is “utility." It means that whatever you are delivering to your customer
se the customer will give toit. If it is a car wash, the car should end up clean
Internal ‘management of independence
i | audi s L
compliance, first hi SO Lo sl

organisational governance and compiianc.

GOVERNANCE

Goal setting, policies &
standards

RISK MANAGEMENT
Risk assessment,
monitoring, analysis,
& mitigation

COMPLIANCE
Process conlrols &
effective, Reporting

FINANCIAL ND COMPL ATION

To ensure that financialreporting i accurate and ho
tomanage income, expendture, debr, crecit and cas|
that these procedures and procasses are being corr

Mind Mapping v1 (FRE864)

Processes such as il readings and balancing, stock 1
Responsibiity for these processes and checking thai
‘within and organisation. Many organisation employ ¢
the process and procedures are being carried out 2p|




Value of skills

+Understanding different
organisational structures

* How you benefit
your organisation

«  Teamroles

Facilitating cross team working

lifetime

Team dynamics
Skills comparison
Career development

Definethe term ‘Marker Segment

List the 5 Target Market Segmentation types.

Organisaticnal C ulture &S trictdre,

Johnis new to his rok g gether and P
work After speaking to some of the team, they have expressed that ts because of the way their old manager was and also
that the team dorit have the same beliefs and values. He doesrit reall whatthi hisline manager

tells him there has been a negative culture inthe team for a long fime.

His manager suggests that john spend someti inorder ultureof the
team. So, what does this mean?

Broadly,culture can be defined as ‘the way things are done around here’

Many organisations will have ‘their way of doing things which can be influenced by a wide range of factors suchas

Past & current The economic
" The environment
Policy climate
Internal and

w5 The individuals

external audit within the team

requirements

Segmentation techniques v1 (FR4718)

Theteam

Managers will pply ifferent managementa
arany given time. In Johns case, he needs to
unhappy and look at ahering some of the ‘wal
the team.




own performance

+  Code of conduct
*  Professionalism
*  Your personal qualities

«  Personal initiative
and resilience

Conflict and personal conduct

lifetime

* Theory of motivation

+ Challenge inappropriate
working cultures

The below is based on the manager looking at the average person inthe team and the style they chocse, is based on, as

said earlier, the managers beliefs

What are the characteristics a Theory X manager
would display? Continue the list.

Theory X Managers ‘

Theory Y Managers

What are the characteristics a Theory Y manager

display? Continue the st

Likely to have team brain-Storming sessions to

invite ideas

Leaves the team ta it

Intellectual Property Handout

Obaining intellectual property protection will help to prevent other companies or individuals from taking, stealing
or copying something, It might be thar i s required to protect names or products, inventions, written content or the
design of logos and products.

In essence, this means that intellectual property is something that you can physically create. You can't simply protectan
idea e.g. having an idea for a new product cannot be protected but the physical product can be!

This type of property can be owned by mare than one person or business and can also be sold or transferred.

An organisation or individual will own their intellectual property if itially created i, brought the rights o it from a
previous owner or have 2 brand that could be a trade mark.

Why do people really need or want to protec their intellectual property?

By protecting this property it makes the legal processa lot easier should you need to take action against an organisation
arindividual wha takes it. There are lots of types of protection which depend upon the product created.

Interpersonal Skills v1 (FR5370)

Automatic Protection

TOPTIPS to
achieve great
interpersonal
skills




The below is based on the manager looking at the average person inthe team and the style they chocse, is based on, as

said earlier, the managers beliefs

Theory X Managers Theory Y Managers
What are the characteristics a Theory X manager What are the characteristics a Theory Y manager
would display? Continue the list. display? Continue the st

Likely to have team brain-Storming sessions to
invite ideas.

Leaves the team ta it

Process
management

Intellectual Property Handout

Obaining intellectual property protection will help to prevent other companies or individuals from taking, stealing
or copying something, It might be thar i s required to protect names or products, inventions, written content or the
design of logos and products.

In essence, this means that intellectual property is something that you can physically create. You can' simply protectan [}

+ Business processes * Improving business processes ok ek o e

This type of property can be owned by mare than one person or business and can also be sold or transferred.

An organisation or individual will own their intellectual property if itially created i, brought the rights o it from a

* Promote adherence and *  Implement
organisatlonal processes Suggested |mprovements Why do people really need orwant to protect their inrellectual property?

By protecting this property it makes the legal processa lot easier should you need to take action against an organisation
arindividual wha takes it. There are lots of types of protection which depend upon the product created.

Interpersonal Skills v1 (FR5370)

Process inefficiencies

Automatic Protection

TOPTIPS to
achieve great
interpersonal
skills
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Project
management

Covered:
+ Project lifecycle and initiation ~ +  Project monitoring control
*  Project scheduling + Issues and risks

*  Project resources and + Evaluating projects
stakeholder communication

Dig deeper:
Project governance

lifetime

MANAGING STOCK: SUPPLY TO 54

Managing Stock: Supply to Sale Activity

Nifetime

Lewin’s €hange Mandgement Model

Changeisa that runs through ize, Ourworldis changing
fastand,as such, Kly t00. O ions that handlle change well thrive, whist those thar
donot may struggle to survive.

isa familiar one in most
Oneafth Kurt Lewin backin the
19405, and still holds true today. His model is known as Unfreeze — Change —Refreeze, refers to the three-stage process
of change he describes.

Inshortitsays:

If you have a large cube ofice, but realize thar what you want i a cone of ice, what do you do?

\Js & T N

Unfreeze

This first stage of change involves preparing the organization to accept that change
downithy stan

an build upa perating. L T STRATEGY AND OPERA

Strategic
Manage and
understand
concems Operational
N createtheneed | Tactical

forchange

THE STRATEGIC PLAN

TACTICS, PROJECTS & TASKS Monthly / weekly

s (NEtime

Irinng

iccessful future

© Longtem 3-5years

Short

ate Pan, utthe vision
for  itwilldescribe
activityin broad nd targets, g-termpl 10years,or,
accasionally, more).
THE OPERATIONAL PLAN
It
to medium
tives to deliver the strategic
for the year ahead. brought

defined actions.




Stakeholder
requirements and
external factors

* ldentify key stakeholders  External factors that impact

- Manage stakeholder stakeholder relationships

relationships +  The developing environmental
- Work with stakeholder impact on your organisation

to achieve results

The psychology contract

lifetime

Use the checKlist below when wiiting your Project Initiation Document 1o ensure you have included all elements

Section 1: What is the project all about?
Project title
Background

Purpose

fcompletion)

The purp all

ument needs to be created, which s a op level project planning document,
tions of the project. The document provides key stakeholders with necessary |

oject go ahead?




Quality assurance

Accurate production
of work products

Identify and suggest
potential improvements

Collating data

lifetime

Proactively offer to
coach others

Resolve complex or
challenging complaints

Stakeholder Salience Model

Astakeholder affects or s affect is actions.

With that in mi help but think abou
these actions, depending upon their power, interests, expectations and requiremens.

impact over

There are many different models that can be used to identify or classify a stakeholders impact. Within this resource we
the Stakeholder in 1997 by Ronald K. Mitchell, Bradley R,

Agleand Donna). Wood.

Let'sbeg is meant by m imp
instance, this model i our attention upor por toanorg
the results they want, within the time frame desired.

There are 3 key areas within this model which help us to segment our stakeholders.

juence a stakeholder has on the

LEGITIMACY
“Thes is the amount of authorty the stakeholder has.

“This focuses on the time sensitive o crtical needs of the stakeholder and
request / receive aresponse o action.

ILM - Video - Service Level Agreements

:
1. Low Level of Interest 4.1ligh
=z
3 Category A Category B
= Minimal cffort Keep informed
. Y
: ,
&
T Category C Category D
= Keep satisfied Key player

lifetime

Degree of interest X Degree af influence — Overal stakeholder score. Stakeholder ranking is the order of the scores.

fuse: player

*

Competing priorities

Stakeholder
Ranking



Yifetime

Records & Documents Produced

Vifetime

Record and
® i
docu ment prOd uctlon Procedures, Policies«<z Standards

Q) &
“PoLi0e” anpps®
+  Confidentiality during * Provide support and Zase, TRl N

step-by-stepinstructions anisste. A policy

record production coaching to others P

‘Asa supervisor, you need to think about how you follow your
licies and standard ur team and customer ights as well as
looking after your. The t

+ Polices and procedures when < Reward and recognition

producing documents - Make recommendation B

todo!So, Lt s mportant to follow them. Following the
customers. Polices

Fueryone.

- Effective correspondence to management

follow the arganisations procerdires, policies and standards are

in order he d the
licies and procedures to mainiain the discipline.

@ acommon objective o be
he company, burto make
everyone work towards one common objective, its e<sentia ool
be achieved by the employees. The performance w

ol Listen Actively to what Customers are Saying v2 (FR4904)
o The 2d

Ve e e L | a e
. . accordingly, they assist in building a healthy work &
Email aggression g@
A ~
f -

" Being observant (

-

P

Understanding their emotions
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Regulations, policies

and procedures

* Legislation and regulations +  Employee rights
and responsibilities

+ Internal and external policies
*  Promote adherence

Team training

lifetime

«  Terms and conditions

.  Consumer Rights Vifetime
Pet2015

"THE CONSUMER RIGHTS ACT 2015 REPLACED THREE BIG PIECES OF
CONSUMER LEGISLATION:

@ The Sale of Goods Act

©  Unfair Terms in Consumer Contracts Regulations

The Supply of Goods and Services Act.

THE CONSUMER RIGHTS ACT INTRODUCES:

©  Produet quality
As with the Sale of Goods Act, under the Consumer Rights Act all products must be of
satisfactory quality fitfor purpose and as described.

©  Satisfactory quality
Goods shouldn't be faulty or damaged when you receive them. You should ask what a reasonable
per=on would consider safisfactory for the goods in question? For example, bargain bucket

] — eld to as high standards as luxury goods.
L ) lifefime
i

E | R h-t | be it or the purpose they are supplied for, as well as any specific purpose you
Ployee RIgNLs retaler before you agreed to buy the goods.

& Responsibilities Activity

Nonw ity e watchert he ACAS i, esearch gopics andurie you incings helow Imust match any description given to you at the time of purchase.

Working hours er Rights Act you have a legal choice to reject goods that are unsatisfactory

‘ ‘ fpose or not as described and get a full refund - as long as you do

030 days from the date you buy your product. After 30 days you will not be
Fauality s Discrimination full refund if your item develops a fault

1d doesnt apply to purely digital products though - such as music, games
yas downloads. You can however ask for a digital product o be repaired o

jpsa fault.

—

Holiday

ﬂ P\@ /’f.‘&@ /?);?T L™ - VIAdeo ::;Leglslaxiun ‘ ‘

Benefifs. =
= e ol fuse:player
- | ﬂ References Salary Contract

skl —
% Coveer ——|
= ~ |




End-point
Assessment
(EPA)
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End-point Assessment

journey

3

On-programme
learning

Planning meeting

Planning
o meeting with
Average 14 ateway the learner,
months on- Level 2in traini
) raining
programme English rovider,
i d maths P .
learning an employer and
End-point
Assessor

lifetime

4

On-demand test

Portfolio-based

interview

On-demand test Interview based

Multiple-choice
knowledge test

on portfolio
of evidence
(30-45 minutes)

Must be completed in this order

Project

presentation

Presentation
on work-based
project:

10-15 minute
presentation/
Q&A session

Grading and ESFA
determination Certification

Fail, Pass,
Merit or
Distinction
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Thanks for
your time.

2] hello@lifetimetraining.co.uk

www.lifetimetraining.co.uk/contact-us
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