
BUSINESS ADMIN
APPRENTICESHIP FRAMEWORK

Level

2

Standard Overview 
The Apprenticeship in Business 
Administration (level 2) is designed for 
those working in a business environment 
who are able to select and use relevant 
knowledge, ideas, skills and procedures 
to complete well-defined tasks and 
address straightforward problems. 

It includes taking responsibility for 
completing tasks and procedures and 
exercising independence and judgement 
subject to overall direction.  Typical 
level 2 Business and Administration 
roles include:  Administrative Assistants, 
Receptionists, Office Assistants, and 
Contact Centre operatives. 

How we deliver 
Whilst the programme overview identifies the plan for the delivery of the apprenticeship, we appreciate that learners 
and their employers have individual needs, learning requirements and business objectives. To ensure that we meet 
your requirements, we will complete an in-depth initial skills analysis to assess the support you need. We will then 
use the most relevant delivery methods to support your learners to achieve. This may include:

      One to one support from 
a dedicated, professional 
assessor/instructor allocated to 
the learner for the duration of the 
programme

      Work based assignments and 
projects 

      Webinar delivery

     Case studies & desk top 
       simulations

      Job shadowing and mentoring

     Employer led technical training 
       (Vestibule Training)

      Independent learning and 
research
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Please see below a typical overview of this programme (subject to change). 

PROGRAMME OVERVIEW

Unit No Unit Title - Mandatory Credit Value Unit Level

222 Communication in a business environment 3 2

224 Principles of providing administrative services 4 2

225 Principles of business document production and information management 3 2

226 Understand employer organisations 4 2

239 Manage personal performance and development 4 2

240 Develop working relationships with colleagues 3 2

KEY FACTS
Duration: Standard guideline: 12-15 months
Entry requirements: LEVEL 1 MATHS, ENGLISH & ICT
Apprentices without Level 1 English & Maths will need to achieve this level prior to completing the apprenticeship. In addition 
sitting Level 2 exams for Maths & English is required.

• To achieve the Level 2 Diploma in Business Administration, learners must achieve 45 credits in total; 21credits from the 
  mandatory units and a total of 24 credits from the optional units as follows: 
• A minimum of 14 credits from group A optional units. 
• A maximum of 10 credits from group B optional units. 
• A maximum of 6 credits from group C optional units.
• A minimum of 36 credits must be achieved through the completion of units at Level 2 or above.



Unit No Unit Title – Optional Group A Credit Value Unit Level

101 Health and safety in a business environment 2 1

102 Use a telephone and voicemail system 2 1

103 Meet and welcome visitors in a business environment 2 1

201 Manage diary systems 2 2

202 Produce business documents 3 2

203 Collate and report data 3 2

204 Store and retrieve information 4 2

205 Produce minutes of meetings 3 2

206 Handle mail 3 2

207 Provide reception services 3 2

208 Prepare text from notes using touch typing 4 2

209 Prepare text from shorthand 6 2

210 Prepare text from recorded audio instruction 4 2

212 Archive information 3 2

213 Maintain and issue stationery and supplies 3 2

214 Use and maintain office equipment 2 2

215 Contribute to the organisation of an event 3 2

216 Organise business travel or accommodation 4 2

217 Provide administrative support for meetings 4 2

218 Administer human resource records 3 2

219 Administer the recruitment and selection process 3 2

220 Administer parking dispensations 3 2

221 Administer finance 4 2

223 Buddy a colleague to develop their skills 3 2

227 Employee rights and responsibilities 2 2

245 Website Software 4 2
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304 Develop a presentation 3 3

305 Deliver a presentation 3 3

307 Contribute to the development and implementation of an information 
system 6 3

308 Monitor information systems 8 3

322 Analyse and present business data 6 3

Unit No Unit Title – Optional Group B Credit Value Unit Level

228 Process information about customers 3 2

229 Develop customer relationships 3 2

230 Deliver customer service 5 2

233 Bespoke Software 3 2

234 Spreadsheet Software 4 2

236 Processing customers’ financial transactions 4 2

237 Data Management Software 3 2

242 Using email 3 2

243 Presentation Software 4 2

244 Word Processing Software 4 2

247 Payroll Processing 5 2

344 Participate in a project 3 3

Unit No Unit Title – Optional Group C Credit Value Unit Level

211 Understand the use of research in business 6 2

231 Principles of marketing theory 4 2

232 Principles of digital marketing 5 2

235 Exploring Social Media 2 2

238 Principles of customer relationships 3 2

241 Principles of team leading 5 2

246 Know how to publish, integrate and share using social media 5 2

273 Principles of equality and diversity in the workplace 2 2

274 Understand the safe use of online and social media platforms 4 2
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What are the potential benefits to my organisation?
• Apprenticeships make your organisation more effective, productive, and competitive by assessing skills gaps directly, motivating 
  your workforce and by providing relevant training
• The combination of ‘on’ and ‘off’ the job training ensures employees learn the skills that enhance your business
• They are a cost effective way of expanding your workforce

How is the Apprenticeship assessed?

Taught input on Business Administration standards ensures that candidates have a sound understanding of how they can apply 
these within their role effectively and efficiently. The qualification also incorporates Employer Rights and Responsibilities to ensure 
the candidate understands what is expected from them in the workplace and what they can expect from you as their employer.

The Functional Skills element of the qualification comprises written and verbal communications together with numeracy skills 
and ICT.  They are about knowing when and how to use these knowledge and skills in real life situations.  Individuals who 
possess functional skills will have gained the attitude and aptitude that will allow them to make a positive contribution to the work 
environment. They are assessed by the completion of an external assessment. 

Progression 
On completion of this apprenticeship learners can proceed onto the L3 
Business Administrator Apprenticeship Standard.


