LEVEL 2, 3 and 4 IN
business administration
Length of course
9 - 12 full teaching days (or 24 evening
sessions) at Level 2
12-14 full teaching days (or 28 evening
sessions) at Level 3 & 4

What is it?
Studying Business Administration with Need 2 Succeed, will
allow you to have your existing skills certified and give you the
opportunity to develop them further. Meaning you will finish with
a broadened skill-set and an industry-recognised qualification
suitable for work in NHS trusts, educational institutions,
government department, charities and the private sector.

Who is it for?
Level 2: This is for you if you are working in a business
administration role and want to improve your knowledge and
skills in a variety of work environments and sectors.
Level 3: This is the level for you if you are working in a senior
business administration role. You will develop your knowledge
and understanding across a range of administrative practices
and tasks, such as information management.
Level 4: This level is designed for those who work with no
support or supervision and is aimed at learners who ensure the
provision of information and resources to others. It provides
learners with a range of skills such as managing information
systems, resolving administrative problems and managing
events.

Each level is assessed through the
completion of a portfolio of evidence,
workbook study tasks, assessment of
learning and workplace observations.
All of these will be internally and
externally quality-assured by Need 2
Succeed and BIIAB. There is also a
further End Point Assessment which will
be carried out by an
awarding body.

How much does it cost?
If you are employed your course can
be 90-100% funded through our level
3 and 4 apprenticeship pathways. If
you are not eligible for funding, the
cost is £1100 (Level 2), £1350 (Level
3) and £1875 (Level 4). For more
information on funding, please visit
our website and the fund my course
page.

Around 3.2 million people help
to keep businesses running in
the public, private and not for
profit sectors,
Do you want to play your part?

Progression

Achieving your qualification
If you are self-funded, sponsored or taking on a payment
plan, you will only need to complete a portfolio of
evidence. Once you have passed your assessed units,
you will be awarded a Level 2 Certificate or Level 3 - 4
Diploma in Business Administration from BIIAB.
If you are studying through our funded apprenticeship
pathway, you will need to complete the following:

20% of your time spent on off-the-job training
Complete a unit workbook on subjects and topics
Complete a knowledge test (20%)
Deliver a project presentation (40%)
Complete an interview relating to your portfolio of
evidence (40%)
Your final grade will be given at the end of your
course and will be awarded as follows:

Grade

Total Mark

Distinction
Pass
Fail

80% and over
60%-79%
Less than 60%

These qualifications can be taken
separately or as part of a larger
programme of study. They form
the knowledge and competency
requirements for the Level 2, 3
and 4 Apprenticeship Framework
or Standards in Business
Administration.
Candidates achieving Level 2
may progress to Level 3/4, and if
you want to go further, you can
join a Management and
Leadership course with Need 2
Succeed. There are also various
diploma and degree qualifications
available nationally.

Topics you will cover
Skills, Knowledge and Behaviours you will
cover at Level 2 & 3
- The organisation
- Business fundamentals
- Professionalism
- Policies
- Project management
- Managing performance
- Stakeholders
- Decision making
- Adaptability
- Relevant regulation
- Planning and organisation
- Responsibility
- Processes
- IT
- Personal quotes
Mandatory units (level 4)
- Understand how to manage work activities to
improve business performance
- Business risk management
- Communicating in a business
- Business administration systems
- Managing people and performance in a
business environment
- Managing self development

“ The best way to
predict your future is
to create it ”
Peter F. Drucker

Eligibility
There are no formal entry requirements but
you must be aged over 16 and either
employed, or have access to a regular
business administration role.
We recommend that you have a basic level
of literacy and numeracy before enrolling on
this course. We can provide support for this
through a programme of online study for
English, Maths and ICT.

For information
call 020 7871 9941

contact us
The Vestry Hall, 336-338 London Road, Mitcham, CR4 3UD
T: 020 7871 9941 E: info@need2succeed.co.uk
www.need2succeed.co.uk

@Need2SucceedUK

@N2STraining

