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Title

Business 
Administrator Level 3

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

•	 Providing outstanding service to 
customers and colleagues alike

•	 Maintaining and improving 
administrative services

•	 Managing resources

Overview



Benefits

Suitable for:
Team members across 
all industries and sectors, 
where administration is 
involved in the day-to-day 
running of the business.

Advancing key skills to support progression into management

Further understanding of your organisation and wider  
business environment

Understanding core principles surrounding leadership

Developing confidence to mediate challenges appropriately



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.



Blended delivery through  
Lifetime’s online learning platform 

Digital platform

‘Nudge Engine’ personalised 
notifications

For all users

Off-the-job activities tracked 
and monitored organically 

For all users

Direct messaging and video 
calls for easy communications 

with Learning Coach 

For all users

Clear learning plans, progress 
reports and deadlines

For the learner
Insightful reporting 

dashboard: progress, 
cohorts, locations 

For the manager

One system, one login: skills 
radar, BKSB, learning modules

For the learner

Live view of learners from 
pre-enrolment to achievement

For the manager

Easy-to-use digital platform 
accessible on multiple devices

For the learner

No more paperwork 
– digital signing 

For the manager



Programme modules
The delivery model is broken down over 13 topics:

Personal  
Development

Interpersonal Skills 
and Communication

Planning  
and Organising1. 2. 3. Team Building and 

Personal Skills

Organisation 
and Business 
Fundamentals

Value of Skills

4.
5. 6. Managing  

Own Performance
Process 
Management7. 8.

Project  
Management

Record and  
Document  
Production

9.
12.

Stakeholder 
Requirements and 
External Factors

Regulations, Policies 
and Procedures

10.
13.

Quality  
Assurance11.



Programme  
modules
Deep dive



Personal 
development
Covered:
•	 Self awareness

•	 IT skills assessment

•	 Gaining feedback from others

•	 Creating a personal 
development plan

•	 Learning styles

•	 Emotional intelligence 
 
 

Dig deeper:
Managing interruptions



Interpersonal skills 
and communications
Covered:
•	 Communication methods 

and organisational structure

•	 Building and  
maintain relationships

•	 Ability to influence

•	 Challenge in a 
constructive manner

•	 Coaching to support and 
improve performance

•	 Represent your organisation 
 
 

Dig deeper:
Team motivation



Planning  
and organising
Covered:
•	 Implementing 

operational plans

•	 Managing resources and 
sharing best practice

•	 Effective meetings 
and events

•	 Key factors of task 
setting and completion

•	 Monitoring operational plans

•	 Problem solving skills 

Dig deeper:
Manage resources – operational planning



Team building  
and personal skills
Covered:
•	 Team building and motivation

•	 Decision making techniques, 
ownership and responsibility

•	 Time management and 
prioritising workloads

•	 Develop personal skills  
and behaviours whilst 
managing change 

Dig deeper:
Collating and analysing data to support decision making



Organisation 
and business 
fundamentals
Covered:
•	 Organisational purpose

•	 Organisational activities

•	 Your aims, values and vision

•	 Available resources to 
support your organisation

•	 External factors

•	 Political and economic factors 
 

Dig deeper:
Your role with the business fundamentals



Value of skills
Covered:
•	 Understanding different 

organisational structures

•	 How you benefit  
your organisation

•	 Team roles

•	 Team dynamics

•	 Skills comparison

•	 Career development 

Dig deeper:
Facilitating cross team working



Managing  
own performance
Covered:
•	 Code of conduct

•	 Professionalism

•	 Your personal qualities

•	 Personal initiative 
and resilience

•	 Theory of motivation

•	 Challenge inappropriate 
working cultures 

Dig deeper:
Conflict and personal conduct



Process 
management
Covered:
•	 Business processes

•	 Promote adherence and 
organisational processes

•	 Improving business processes

•	 Implement  
suggested Improvements

Dig deeper:
Process inefficiencies



Project  
management
Covered:
•	 Project lifecycle and initiation

•	 Project scheduling

•	 Project resources and 
stakeholder communication

•	 Project monitoring control

•	 Issues and risks

•	 Evaluating projects

Dig deeper:
Project governance



Stakeholder 
requirements and 
external factors
Covered:
•	 Identify key stakeholders

•	 Manage stakeholder 
relationships

•	 Work with stakeholder 
to achieve results

•	 External factors that impact 
stakeholder relationships

•	 The developing environmental 
impact on your organisation

Dig deeper:
The psychology contract



Quality assurance
Covered:
•	 Accurate production 

of work products

•	 Identify and suggest 
potential improvements

•	 Proactively offer to 
coach others

•	 Resolve complex or 
challenging complaints

Dig deeper:
Collating data



Record and 
document production
Covered:
•	 Confidentiality during 

record production

•	 Polices and procedures when 
producing documents

•	 Effective correspondence

•	 Provide support and 
coaching to others

•	 Reward and recognition

•	 Make recommendation 
to management

Dig Deeper:
Email aggression



Regulations, policies 
and procedures
Covered:
•	 Legislation and regulations

•	 Internal and external policies

•	 Promote adherence

•	 Employee rights  
and responsibilities

•	 Terms and conditions

Dig deeper:
Team training



End-point  
Assessment
(EPA)



End-point Assessment 
journey

ESFA 
Certification

On-programme 
learning

Average 14 
months on-
programme 

learning

1
Grading and 

determination

•	Fail, Pass, 
Merit or 
Distinction 

Must be completed in this order

Gateway

2

Planning meeting

•	Planning 
meeting with 
the learner, 
training 
provider, 
employer and  
End-point 
Assessor

3

On-demand test

•	On-demand test 

•	Multiple-choice 
knowledge test

4
Portfolio-based  

interview

•	Interview based 
on portfolio  
of evidence  
(30-45 minutes)

5
Project  

presentation

•	Presentation 
on work-based 
project: 
10-15 minute 
presentation/  
Q&A session

6 7

Gateway  
Level 2 in 
English  

and maths



Thanks for  
your time.

www.lifetimetraining.co.uk/contact-us

hello@lifetimetraining.co.uk

https://www.lifetimetraining.co.uk/contact-us/
mailto:hello%40lifetimetraining.co.uk?subject=

