
Business and Administration Modern Apprenticeship

diploma

Administration skills are crucial to the effectiveness 
and efficiency of organisations across all sectors.
The Modern Apprenticeship in Business 
Administration is for individuals working 
in a wide range of administration roles in offices.

The Level 2 Modern Apprenticeship is for people early 
in their career without much or any previous working 
experience in office environments.
  
The Level 3 Modern Apprenticeship is more suitable 
for individuals who already have some work 
experience in office administration.

• Funding support for skills Development Scotland.
• Improved productivity and efficiency.
• Improved motivation and commitment.
• Improved customer service, communication 
 and IT skills.
• Gain a Formal Qualification and skills which 
 are useful through working life.

From the employer’s point of view,  good administrators can 
make a significant contribution to day to day productivity. 

From the apprentice’s point of view you are learning transferable 
skills which will be useful to you through your working life. 
You are earning while you are learning and if you successfully 
complete the Modern Apprenticeship, you will not only gain a well 
recognised qualification, you will have shown that you have the 
ability, the work skills, and the determination to succeed. 

Business and Administration 
Modern Apprenticeship

WHO IS IT FOR?

THE BENEFITSWHY ACHIEVE THIS MODERN APPRENTICESHIP?

YouTrain Ltd | Unit 127 Stirling Enterprise Park | Stirling FK7 7RP 
Tel: +44 (0) 1786 478 478 | Fax: +44 (0) 1786 460 529 
With additional offices in Motherwell, Inverness and Halifax enquiries@youtrain.com | www.youtrain.com

Below IS A SAMPLE OF SOME KEY SKILLS INCLUDED IN THE BUSINESS AND ADMINISTRATION MODERN APPRENTICESHIP

INTERESTED?
For further information and assistance 
with costs call us at 01786 478 478

WORK RESPONSIBILITIES
Solve business problems.
Support other people to work in a business environment.

Document production
Design and produce documents in a business environment.

MANAGE INFORMATION AND DATA
Store and retrieve data.

COMMUNICATIONS
Use a diary system.

CUSTOMER SERVICE
Provide reception services.

events and meetings
Support the organisation of meetings and events.


