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Business & Administration - non-statutory (Wales)

Information on the Publishing Authority for this framework:
Council for Administration

The Apprenticeship sector for occupations in business and administration, customer service,
enterprise and business support, human resources and recruitment, industrial relations,
leadership and management, marketing and sales (also includes contact centres and third
sector).

Issue number: 5 This framework includes:
Level 2

Framework ID: Level 3

FRO1147 Level 4

Date this framework is to be reviewed

oy SU2ZIAN This framework is for use in: Wales

Short description

This framework is designed to meet the skills needs of employers of all sizes across the public,
private and not-for-profit sectors in Wales. It will attract new talent into a career in Business &
Administration and will help to up skill the workforce to replace those who leave or retire.
Foundation apprentices will work in roles such as administrators, office juniors, receptionists,
medical receptionists, junior legal secretaries or junior medical secretaries. Apprentices will
work in roles such as administration executives/officers, administration team leaders, personal
assistants or secretaries, including legal or medical secretaries. Higher apprentices will work in
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roles such as office managers, administration team leaders, personal assistants or business
development executives.
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Contact information

Proposer of this framework

This framework is published by the CfA on a non-statutory basis prior to the designation of

issuing Authorities for Wales.

Developer of this framework

Name:
Organisation:
Organisation type:
Job title:

Phone:

Email:

Postal address:

Website:

Anthea Hollist

CfA Business Skills @ Work
Standard Setting Body
Research & Projects Officer
020 7091 9620
apprenticeships@cfa.uk.com

6 Graphite Square
Vauxhall Walk
London

SE11 5EE

www.cfa.uk.com

Issuing Authority's contact details

Issued by:

Issuer contact name:
Issuer phone:

Issuer email:
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Revising a framework

Contact details

Who is making this revision: Lucy Williams
Your organisation: CfA Business Skills @ Work
Your email address: apprenticeships@cfa.uk.com

Why this framework is being revised

¢ Amendments to add qualifications
e Change to training hours and minimum credit value of Level 4 Business & Professional
Administration framework, due to recent additional of new knowledge-based qualification.
Summary of changes made to this framework

Qualifications added.

Training hours and minimum credit value of Level 4 Business & Professional Administration
framework changed.

Qualifications removed

None.

Qualifications added

Apprenticeship:

e iCQ Level 3 Certificate in Principles of Business and Administration (QCF) (600/4165/1)
e iCQ Level 3 NVQ Diploma in Business & Administration (QCF) (600/4166/3)

Qualifications that have been extended

None.
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Purpose of this framework

Summary of the purpose of the framework

There are 140,200 administrators in Wales that help to keep businesses running in the public,
private and not-for-profit sectors (Statistics for Wales, June 2010).

Businesses face a number of challenges to replace those who leave or retire and to upskill the
existing workforce. Amongst these challenges are:

e Technological change — in particular the continuing growth of sophisticated IT solutions
which are now considered to be essential to effective administration

e Globalisation - in particular the growth of world-wide communications, trade and
competition (which places a higher premium on language and cross-cultural skills) and
the influx of immigrant workers from the EU and elsewhere

¢ An increasing net demand for skilled Business & Administration staff — although the overall
size of the Business & Administration workforce is shrinking, probably due to the impact
of technology, there is a high replacement demand. Evidence suggests that between
2007 and 2017 there will be a net demand for up to 54,000 administrators in Wales

e Skills Shortages - many current Business & Administration vacancies are hard to fill, often
because of skills shortages.

Administrators need a broad range of skills to work efficiently and to help increase business
productivity. Skills shortages identified by organisations include a lack of office and
administration skills, customer-handling skills, technical and practical skills, oral
communication skills and IT skills, all of which are covered within the Business &
Administration Apprenticeship framework.

Business and Administration Apprenticeships have been in the top ten Welsh Apprenticeship
frameworks for a number of years, with around 2,800 apprentices starting the Apprenticeship
every year in Wales. This Apprenticeship builds on the success of its predecessor, by using
employer led, up to date, flexible qualifications which meet the changing skills needs of
employers. It builds in softer-skills such as communication, team working, interpersonal skills
and the ability to reflect on their learning.
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Foundation apprentices may work in roles such as administrators, office juniors,
receptionists/medical receptionists, junior legal secretaries or junior medical secretaries.

Apprentices may work in roles such as administration executives/officers, administration team
leaders, personal assistants and secretaries, including legal or medical secretaries.

Higher apprentices may work in roles such as office manager, administration team leader,
personal assistant or business development executive.

Tasks undertaken by apprentices will vary depending on the level and sector in which they are
employed. Tasks may include producing documents, preparing notes, organising and
co-ordinating events and meetings, developing and delivering presentations, providing
reception services, using office equipment, setting up and maintaining filing systems, using a
variety of software packages, updating information and managing projects. At higher levels,
tasks may include overseeing operational activities, implementing change within organisations,
managing teams, monitoring risk and agreeing budgets.

The framework will also contribute to meeting the skills priorities in Wales by:

e providing flexible access to a high quality Level 2, 3 and 4 skills programme, for those
who prefer this style of learning and achievement;

e incorporating skills to improve the levels of general literacy, numeracy and ICT in Wales;

e using technical and competence qualifications, valued by employers, to help their
businesses grow;

e developing apprentices' employability skills, making them more attractive to all
employers whichever career they choose;

e providing a career pathway into jobs and training to provide the skills which the economy
needs to grow;

e building on the existing quality learning provision for the Business and Administration
sector in Wales.
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Aims and objectives of this framework (Wales)

The aim of this Apprenticeship framework is to provide employers in the public, private and
not-for-profit sectors in Wales with a Business & Administration workforce who have the skills,
knowledge and competencies to support business systems, processes and services and who
can contribute to making businesses more efficient and productive.

The main objectives are to:

1. Build a competent Business & Administration workforce, providing organisations of all
sizes across all sectors in Wales with the staff needed to increase productivity and
efficiency

2. Tap into the skills and talents of a diverse population by providing flexible entry routes
into a career in Business & Administration

3. Equip individuals with the skills, knowledge and experience needed to undertake Business
& Administration roles in a range of business settings

4. Provide apprentices with an opportunity to develop the skills, knowledge and experience
they will need to progress to roles with additional responsibilities and onto further and
higher education, if they wish to do so.

Entry conditions for this framework

There are no mandatory entry requirements for this Apprenticeship framework. However
employers are looking to attract applicants who have a keen interest in business and/or a
particular interest in legal or medical administration careers. They expect applicants to
demonstrate a "can do" attitude and have basic numeracy and literacy skills on which the
Apprenticeship will build.

Entrants will come from a diverse range of backgrounds and will come with a range of
experience, age, personal achievements and, in some cases, prior qualifications and awards
which may count towards the achievement of an Apprenticeship programme. Examples include
learners who have:

e held a position of responsibility at school or college

e undertaken work experience or a work placement

e completed the Duke of Edinburgh Award or similar award

e achieved GCSEs or A levels

e achieved QCF Awards, Certificates or Diplomas

e completed a level 2 Foundation Apprenticeship from another sector (for Level 3
Apprenticeship applicants)

e completed a level 3 Apprenticeship from another sector (for Higher Apprenticeship
applicants)
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e achieved a Business Administration and Finance Principal Learning Qualification as part of
the Welsh Baccalaureate.

Apprentices who are undertaking the Business & Administration Level 3 Apprenticeship are
likely to have some prior experience in a business or administration role, although this is not a
formal requirement. Apprentices who are undertaking the Business & Professional
Administration Higher Apprenticeship are expected to have significant experience of working in
a business role to ensure they have the suitable foundations on which to further build their
knowledge and skills.

RULES TO AVOID REPEATING QUALIFICATIONS

Refer to the on and off the job training section for guidance about prior attainment and
achievement. In the meantime, this is a short summary:

Processes exist to make sure that applicants with prior knowledge, qualifications and
experience are not disadvantaged by having to repeat learning. Training providers and
awarding organisations will be able to advise on the current rules for accrediting prior learning
and recognising prior experience.

1. Essential Skills Wales.

o If applicants already have GCSEs in English, Maths and/or Information and
Communications Technology (ICT) they still have to do the Essential Skills Wales at the
relevant level as these are new qualifications and proxies do not exist.

e Up to the 31 August 2011, if applicants already have achieved Key Skills at the relevant
level, they will not have to do the relevant Essential Skills Wales as these count as
proxies for Essential Skills Wales.

2. Knowledge qualifications.

o If applicants already have one of the Level 2 knowledge qualifications before they started
their Apprenticeship, (see knowledge qualifications page in this framework) they can
count this and do not have to redo the qualification, providing that they have achieved
this qualification within 5 years of applying for the Apprenticeship certificate. For
example, they may have already achieved the knowledge element as part of the Welsh
Baccalaureate. The hours they spent gaining this qualification will also count towards the
minimum hours required for this framework.

3. Competence qualifications.

e If applicants already have the Level 2 competence qualification for the Apprenticeship
they do not have to repeat this qualification, however, this qualification must have been

apprenticeship
ONLINE



achieved within 5 years of the start of the Apprenticeship and they will still have to
demonstrate competence in the workplace.

4. Prior experience.

e Applicants already working in the sector will be able to have their prior experience
recognised by the Awarding Organisation and this will count towards the competence and
the knowledge qualifications in this framework.

Initial Assessment

Training providers and employers will use initial assessment to ensure that applicants have a
fair opportunity to demonstrate their ability and to tailor programmes to meet individual
needs, recognising prior qualifications and experience.
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... Business & Administration - non-statutory (Wales)
...... level 2

Title for this framework at level 2

Foundation Apprenticeship in Business &
Administration

Pathways for this framework at level 2

Pathway 1: Business & Administration

Pathway 2: Legal Administration

Pathway 3: Medical Administration
apprenticeship
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...... level 2
......... Pathway 1

Level 2, Pathway 1: Business & Administration

Description of this pathway

Business & Administration - Minimum of 52 credits

Entry requirements for this pathway in addition to the framework entry
requirements

There are no entry requirements for this pathway in addition to the general framework entry
requirements.
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Job title(s) Job role(s)

Administrator / Making and receiving telephone calls, helping with the organisation of
Business Support Officer meetings and events, dealing with travel requests, handling mail, record
PP keeping and using electronic message systems and office equipment.

. . Taking notes, arranging travel and meetings, welcoming visitors, handling
Office Junior . . . ; .
mail and using electronic message systems and office equipment.

. Welcoming visitors, handling mail, making and receving telephone calls,
Receptionist . . ; .
using electronic message systems and office equipment.
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Qualifications

Competence qualifications available to this pathway

C1 - Level 2 NVQ Certificate in Business & Administration

No.

Cla
C1b
Ci1c
c1d
Cle
Cc1f
C1g

C1h

C1j
C1k

C1l

C1n

Clo
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Ref no.

500/9677/1

501/1199/1

500/9636/9

500/9300/9

501/0150/X

500/9645/X

500/9303/4

600/0244/X

600/1729/6

600/3162/1

600/3189/X

600/2740/X

600/3616/3

600/3452/X

600/3538/9

Awarding organisation

City & Guilds
EAL
Edexcel
EDI

NCFE
OCR
Skillsfirst
IMIAL
LAO

FAQ

KPA
ProQual
FDQ

iCQ

1Q

Credit
value

21

21

21

21

21

21

21

21

21

21

21

21

21

21

21

Guided
learning
hours

86-154
93-146
86-154
93-146
93-146
93-146
86-154
93-146
86-154
93-146
86-154
93-146
93-146
86-154
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Knowledge qualifications available to this pathway(cont.)

Knowledge qualifications available to this pathway

K1 - Level 2 Certificate in Principles of Business & Administration

No. Ref no. Awarding organisation 5::3:: lS:::?:g
hours
Kia 501/0159/6  City & Guilds 13 104-144
Kib 500/9632/1 Edexcel 13 104-108
Kic 500/9342/3 EDI 13 104
Kid 501/1224/7  NCFE 13 104
Kie 500/9750/7  OCR 13 104
K1f 500/9245/5  Skillsfirst 13 104
Kig 600/0206/2 IMIAL 13 104-108
Kih 600/0435/6 IAM 13 104-144
K1i  600/1904/9 LAO 13 104-144
K1j 600/3132/3 FAQ 13 104
K1k 600/3207/8 KPA 13 104
K1l  600/2305/3 ProQual 13 104-108
Kim 600/3451/8 iCQ 13 104-108
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Combined qualifications available to this pathway

N/A

Notes on competence and knowledge qualifications (if any)

Apprentices must complete one competence qualification and one knowledge qualification from
those listed within this pathway.

Kla - K1m provide the underpinning knowledge and understanding for qualifications Cla - Clo.

Learners are free to undertake the competence qualification with one awarding organisation
and the knowledge qualification with another awarding organisation if they wish to do so.
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Transferable skills (Wales)

Essential skills (Wales)

Minimum level Credit value
Communication Level 1 6
Application of numbers Level 1 6
IT Level 1 6

Progression routes into and from this
pathway

Progression into the Business & Administration Foundation Apprenticeship

Progression into this Foundation Apprenticeship may be from a wide number of routes due to
the varying backgrounds and past academic and work related experiences of apprentices. Such
routes will include having:

e achieved QCF Awards, Certificates or Diplomas

e achieved a Principal Learning Qualification as part of the Welsh Baccalaureate in Business
Administration and Finance, Retail Business, ICT or Public Services

e achieved GCSEs or A levels

Learners may also progress into the Foundation Apprenticeship without prior qualifications.
Progression from the Business & Administration Foundation Apprenticeship
Foundation apprentices, with support and opportunities in the workplace, can progress onto:

o the Level 3 Apprenticeship in Business & Administration - general administrative, legal or
medical pathways

e other level 3 Apprenticeships such as Customer Service or Management

o the Welsh Baccalaureate, including one of the Principal Learning Qualifications in a range
of related sectors, such as Business, Administration and Finance, Information Technology,
Public Services and Retail Business

e further education to undertake management, business related or other qualifications

With additional training, Foundation apprentices may be able to progress in their careers to
roles including administration executive, administration team leader, office supervisor,
personal assistant, secretary or a wide range of other Business & Administration roles.



