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What is this role / apprenticeship?

A Business Administrator supports business processes across an organisation and has highly transferable
knowledge, skills and behaviours. Their skills are required in all small and large organisations across all
sectors. The Business Administrator Apprenticeship gives you a firm grounding and practical experience of
organisational operations, as well as an understanding of the wider working environment. As part of your
training in a real work environment you will gain experience in developing, implementing, maintaining and
improving administrative services.

How long does the apprenticeship take?
The apprenticeship will take between 18-24 months to
complete.
° Contact us

What qualifications will the learner receive?

e [evel 2 Certificate in Functional Skills English

e [evel 2 Certificate in Functional Skills Mathematics

e |evel 2 Certificate in Functional Skills ICT

e [nstitute for Apprenticeships Business Administrator Level 3, achievable at Pass or Distinction.

What are the entry requirements?
There are no formal requirements to apply to do this apprenticeship.

Why choose Acorn Training?

We put our learners at the heart of everything we do. All of our apprentices receive tailored one to one
support from both a dedicated learning tutor and a learning mentor to ensure they are well-supported
throughout their apprenticeship journey with us. We are an award-winning training provider renowned for
our diversity and inclusion values and have recently been awarded a 'Good' rating in our first full Ofsted
Inspection.
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