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Background

The Level 3 Diploma in Business Administration is ideal for those

who work in administrative support roles in public or private sector

organisations. The programme focusses on improving

administrative and supervisory skills and the qualification can be

tailored to meet your or your employer’s specific needs. 

Programme Structure

The course is structured to meet the candidate’s individual need

and therefore is delivered and assessed in their own workplace.

The duration will depend on the number of units selected and the

timely submission of evidence but should not exceed 12 months.

Advice will be given on the most appropriate units to undertake in

line with the candidate’s job role and award structure.  

Assessment

Individuals undertaking the qualification will be allocated a qualified

assessor. Assessment is a planned & agreed process, formal

assessment will take place when the individual and the assessor

feel both parties are ready. Assessments will occur at intervals, the

assessor will observe the candidate carrying out normal working

practices,  discuss the assessment process and question to

confirm knowledge and understanding. Evidence will be generated

from what the individual does in their normal job role. Products

resulting from work undertaken may also be used as evidence.

Quality Assurance

Internal and external quality assurance procedures will be

implemented throughout the duration of this award. An Internal

Quality Assurer will be responsible for ensuring the quality and

consistency of all assessment decisions. An External Quality

Assurer is responsible for monitoring the performance of 

the centre.

Award Aim & Structure

The Level 3 Diploma is a hybrid qualification made up of

competence and knowledge units. It allows learners to learn,

develop and practice the skills required in employment.

Candidates are required to gain a total of 58 credits to achieve the

diploma: 27 credits from the mandatory units and 31 credits from a

range of optional units. The assessor will assist in selecting the

most appropriate optional units.

The mandatory units cover the following topics:

•  Communicate in a business environment

•  Principles of business communication and information

•  Principles of administration

•  Principles of business

•  Manage personal and professional development

On completion of this qualification candidates may progress on to

the Level 4 Diploma in Business Administration or qualifications in

other work related areas such as Customer Service or

Management.

How to book this course

This award is available immediately on demand. To find

out more and book a place please contact Further Training

on 0845 600 6690 or email enquiries@furthertraining.co.uk

Getting the funds you need for the career you want has

never been easier.

If you’re 24 or older and are thinking about a course at

level 3 or 4 you may be able to get a government backed

loan to cover the cost of your training with us. 

Call us and speak to our team about Further Training and

how getting the loan you need could get you the career

you want. 
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