Business and Administration – NVQ Level 3
	Who should do this qualification?
Business and Administration level 3 is ideal for those who work in an administration environment with a supervisory or functional responsibility.  It covers all aspects of administration including health and safety, diary systems, computer skills, presentations and leadership.


	Entry Level Requirements: Must be working in an administration environment


	Duration: Delivery and completion of this qualification is according to the individual needs of the learner and employer.  However, normally the qualification will be achieved within 12 months.


	Qualification Requirements and Course Content: 
To achieve a full certificate in Business and Administration you must complete the 2 mandatory units and 4 optional units.
Mandatory units:
· Carry out your responsibilities at work
· Work within your business environment

Optional units:

· Ensure your own actions reduce risks to health and safety
· Manage diary systems

· Organise business travel and accommodation

· Use IT systems

· Use IT to exchange information

· Database software

· Presentation software

· Specialist or bespoke software

· Supervise an office facility

· Produce products and services

· Manage and evaluate customer relations

· Manage the payroll function

· Complete year end procedures

· Monitor information systems

· Run project

· Research, analyse and report information

· Plan, organise and support meetings

· Make a presentation

· Organise and coordinate events

· Word processing software

· Spreadsheet software

· Website software

· Artwork and imaging software

· Design and produce documents

· Plan and implement innovation and change

· Develop productive working relationships with colleagues and stakeholders

· Provide leadership for your team

· Prepare text from notes

· Prepare text from shorthand

· Prepare text from recorded audio instruction 



	Method of Delivery:

The Assessor will arrange to visit the learner on a fortnightly basis to produce a portfolio of evidence that will include the following assessment methods:
· Observation

· Discussion

· Questioning

· Witness Testimony

· Written statement

· Work products


	Accreditation/Awarding Body: GOAL


	Opportunities for Progression:  Management level 3, Customer Service level 3


	Cost:  Free as part of an Apprenticeship programme
Commercial cost negotiable on request you may be entitled to funding!

Please telephone Serena Lowe on 01623 656462 to arrange a visit


	Further Information: Contact us on 01623 634483 to discuss further or apply on-line.


	Apply on-line:



