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	Business Administration

	Business Administration NVQ
	LEVEL 3

	Business and Administration NVQs are aimed at staff working in administration across all occupations and sectors of employment. 


	Course Overview

	The level 3 qualification is intended for individuals whose role involves carrying out administrative duties with a considerable amount of responsibility and autonomy. 

According to the National Occupational Standards, a level 3 qualification recognises: 

‘…the ability to gain, and where relevant apply, a range of knowledge, skills and understanding. Learning at this level involves obtaining detailed knowledge and skills. It is appropriate for people wishing to go to university, people working independently or in some areas, supervising and training others in their field of work.’



	Course Units
	
	Assessment

	Core Units:

· Carry out your responsibilities at work

· Work within your business environment

Optional Units – Group A:

· Ensure your own actions reduce risks to health and safety

· Manage diary systems

· Organise business travel and accommodation

· Use IT systems 2

· Use IT to exchange information 2

· Database software 2

· Presentation software 2

· Specialist or bespoke software 2

· Prepare text from notes

Optional Units – Group B: 

· Supervise an office facility 

· Procure products and services

· Manage and evaluate customer relations

· Managing the payroll function

· Completing year-end procedures

· Monitor information systems

· Plan and run projects

· Research, analyse and report information

· Plan, organise and support meetings

· Make a presentation

· Organise and coordinate events

· Word processing software 3

· Spreadsheet software 3

· Website software 2

· Artwork and imaging software 2

· Design and produce documents

· Plan and implement innovation and change

· Develop productive working relationships with colleagues 

· Provide leadership for your team

· Prepare text from shorthand

· Prepare text from recorded audio instruction


	To achieve the NVQ candidates must successfully complete two mandatory units plus four optional units. 

Assessment takes place through direct observation within a work setting combined with inspection of supplementary evidence such as assignments, professional discussion, witness testimonies and work products.



	
	Timescales

	
	An NVQ can take from 3 to 18 months dependent on the individual candidates competencies and their dedication to the award.




	Costs

	Course Fee: £1030 per candidate (Excluding VAT)

These costs exclude management fees. To discuss your individual requirements please contact Mapalim.



	Additional Information

	For additional information please refer to the Mapalim NVQ general fact sheet.



	Contact Us

	Mapalim

181 – 187 Queen’s Crescent

London

NW5 4DS

Tel:  0207 284 3215

Email: info@mapalim.com
www.mapalim.com
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