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Apprenticeship Level 3

THE BEST YOUNG BUSINESS PROFESSIONALS! GET INTO CAREER MODE

The Benefits of an Apprenticeship

Apprenticeships offer great opportunities for people
of all ages; an Apprenticeship is a job with training to
industry standards, enabling you to enter a recognised
occupation. All Apprenticeships are employer led, and
as well as providing long term earnings, they also give
you the ability to progress.

* You’ll earn a wage as you’re learning and are entitled
to paid holidays

* You can earn 10% more after studying on a Level 3
Apprenticeship than if you went straight in to work

* 90% of apprentices remain in employment, either
with their current employer or another company

* 85% of employers participate in Apprenticeship
programmes and consider them a good thing

* You can train to post graduate level without incurring
any university fees

* By passing an independent End Point Assessment,
you will join thousands of people acquiring a modern
and recognised qualification.

Apprenticeship Overview

Our Business Administration Level 3 Apprenticeship will
equip you with a wide range of transferable skills which
can be applied to the smooth running of small and large
businesses across all sectors.

You may work on your own, or as part of a team, carrying
out and developing administrative services such as
supporting and engaging with internal or external
members of an organisation, supporting functional
areas and resolving issues.

You will develop a strong skill set for communicating,
managing priorities and problem solving, with potential
for progressing towards management responsibilities.

What You'll Learn

The Level 3 Business Administration qualification
consists of:

e Using multiple IT packages and systems to carry out
daily tasks

* Producing and maintaining accurate records and
documents
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e Utilising good judgement for effective decision
making

* Developing interpersonal skills

* Demonstrating good verbal and written
communication skills

* Taking responsibility for completing tasks,
managing priorities in order to meet deadlines such
as managing resources, organising meetings, taking
minutes etc.

* Using appropriate project management principles
and tools to scope, plan, monitor and report

80% of your qualification will be gained in the
workplace, although you may attend sessions in College
that will cover the remaining essential areas of your
training.

During your Apprenticeship, you will have a dedicated
Work Based Tutor who will train you to industry
standards; support your time in employment; and coach
you to pass your End Point Assessment.

Entry Requirements

You will need to hold a Level 2 qualification and/or a
thorough knowledge of your chosen sector.




How will | be Assessed?

You’ll be assessed throughout your learning
programme by a mixture of portfolio interviews, project
presentations and knowledge tests.

Supporting Your Learning and Wellbeing

We have a range of dedicated support and wellbeing
services including FREE travel, financial support,

and impartial advice and guidance. Throughout your
Apprenticeship, you’ll also receive one-to-one support
from your dedicated Work Based Tutor, helping you to
achieve your ambitions.

Future Opportunities

Alongside your studies, you’ll have a unique opportunity
to be part of the University of Bolton’s EXCEED
Programme.

This will give you a range of additional skills and
experiences, and includes masterclasses; university
visits; access to industry experts; and mentoring and
support with your university application, perfect for that
next step into Higher Education.

On successful completion of this Apprenticeship, you
could progress onto full-time employment, professional
job-specific qualifications, Higher Apprenticeships or a
degree programme.

Following further study you could work as:

e An Administrative Assistant, earning up to £30,000
peryear

* A HROfficer, earning up to £50,000 per year

* A Marketing Executive, earning up to £35,000
peryear

Why Choose Us?

We’re an elite College, and part of the University of
Bolton Group, offering you a gateway to all of Greater
Manchester’s vast range of fantastic opportunities for
specialist careers, university degree courses and higher
Apprenticeships. We have an excellent track record of
success with apprentices not only passing, but acquiring
distinction grades!

We’ll reward your achievements with trips to The
Anderton Outdoor Activity Centre and the opportunity
to apply for the prestigious Duke of Edinburgh Award.

Our £75 million campus offers a refurbished fitness
suite and sports hall; Apple Mac suites; libraries, a
theatre and dance studios; hair and beauty salon; and a
restaurant, café and canteen.

You’ll also enjoy a wide range of events, including
showcases, enterprise activities and cultural
celebrations.

Open Events

Open Events are the best way to discover what life as a
Bolton College student is like, giving you an insight into
College life.

Open Events at our Deane Road Campus are as follows:
* Thursday 20th October 2022, 5pm-8pm

* Tuesday 15th November 2022, 5pm-8pm

* Wednesday 7th December 2022, 5pm-8pm

* Wednesday 8th February 2023, 5pm-8pm

IFyou’d like to attend one of these events, register by
visiting www.boltoncollege.ac.uk/register-open-
events

How to Apply

Find this Apprenticeship on our website
www.boltoncollege.ac.uk then click the ‘Apply’
button to express your interest. You’'ll be asked to set
up a Learner Hub account, so that you can track your
application.

IFyou have any difficulties setting up your Learner Hub
account, please email learner.hub@boltoncc.ac.uk

Disclaimer: Every care has been taken to ensure that the information contained within these course information sheets was

Part of the
University of Bolton Group

Ofsted

University

Good

of Bolton Provider

Teaching Intensive, Research Informed

accurate at the time of publishing. Bolton College is constantly evaluating its services to meet the needs of learners; therefore
programmes/courses/Apprenticeships, resources and facilities may be subject to change without prior notice.



