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COURSE DESIGN

One of the main features of the programme is to provide each learner with

independent feedback relating to their work-place performance, measured against a
comprehensive set of criteria in line with nationally recognised knowledge, skills and
behaviours. This valuable feedback will support each learner’s understanding of their
individual strengths and opportunities for development, which will help facilitate their
future career progression.

Upon successful completion of the BPIF Advanced Business Administrator
Programme, learners will be given the opportunity to progress to the BPIF Level 3 or
Level 5 Management Programme.




BENEFITS

BENEFITS FOR EMPLOYERS
Benefits for employers include:

+ Delivered digitally by an experienced team
of trainers using government funding.

+ Develop improved communication and

interpersonal skills

Develop greater strategic thinking

Improved internal customer focus

Increased motivation for delegates

Visible commitment and investment for

delegates

Helps with career progression planning

.
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THE COURSE

BENEFITS FOR LEARNERS
Benefits for learners include:

.

.

*
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Improved knowledge, skills and
behaviours to improve performance
Help with career progression
Increased job satisfaction

Increased confidence

Raised profile within your organisation
Platform for further Learning and
progression

Recorded workshops that fit in around
your working pattern

Contected learning tracked digitally by
an online portfolio

COURSE SUPPORT
The course consists of the following support:

+ Planned online workshops and regular
formal reviews

+ Bespoke programme to cater for slower
and faster achieving learners

+ One-to-one sessions to meet the needs

of individual learners

Specialist support for learners with

special educational needs and/or

disabilities

.

+ Helps with career progression planning

.

.

Telephone, email and video support
- 5 days a week

Access to the Virtual Learning
Environment (VLE) - 7 days a week
Access to the E-Portfolio System

- 7 days a week

Access to the Maths and English
E-Learning System - 7 days a week
An assigned personal tutor




BPIF ADVANCED (LEVEL 3) BUSINESS ADMINSTRATOR COURSE TARGETS
All learners on the course are expected to achieve the following:

1) Business Administrator Level 3 4) City & Guilds English Functional
End-Point Assessment (ST0070) Skills Level 2

2) City & Guilds Business Administrator 5) The opportunity to progress to the
Level 3 Qualification BPIF’s Level 3 or Level 5 Management

3) City & Guilds Maths Functional Skills Level 2 Programmes

COURSE CONTENT & KEY THEMES
The course has been designed to cover 48 key areas of knowledge, skills and behaviours
required to be an effective business administration specialist.

KEY THEMES INCLUDE:

+ Record and document production + Finance

+ Decision making « Behaviours

+ Building relationships « Interpersonal skills
+ Communication « Digital skills

« Project Management + Legislation

+ Planning and organisation
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reported
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above the
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of apprentices agreed their
chances of earning a higher
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Arun Madar

Arun has been part of the apprenticeship industry
for over I3 years in a wide range of positions, from
managing and mentoring apprentices to service

" delivery, account management, and more recently
business development to promote IT, Customer

. Service, Business and Childcare apprenticeships. Arun
~ is proud of the numerous times she has successfully
helped apprentices through their training to achieve their dreams.

Arun has always had a keen interest in print, having spent years ogling
fabrics and designs in the local Asian shops where Arun grew up. Looking
at sarees and material ignited a desire towards print. Now as the
Business Engagement Manager at BPIF, she is one step closer to her goal.

In her spare time, Arun is developing her own training needs by studying
part time as well as enjoying spending time with her daughters.

For further information on this or any of the courses we offer please
contact Arun:

Arun Madar
Business Engagement Manager

Arun.Madar@bpif.org.uk
07850771027

www.britishprint. com/training-development



