COURSE CONTENT

APPRENTICESHIP FRAMEWORK

BUSINESS AND ADMINISTRATION

	COMPONENT
	

	OCR NVQ Level 2

Administration
	A minimum of 

5 Units :

comprising  2 Mandatory Units and

                  3 Optional Units



	COMPONENT
	

	EDI Award in Administration

(Technical Certificate)


	2 Multiple choice On-line assessments


	COMPONENT
	

	Key Skills*

Application of Number

Level 1 

Communication

Level 2

*proxies may be available    according to current qualifications held.
	Key Skills project to build portfolio of evidence.

Key Skills tests (if applicable).


TRAINING SCHEDULE

APPRENTICESHIP PROGRAMME

Technical Certificate in Administration – 10 week course

	Commencing

Tuesday

L2


	Weeks 

1- 10


	· Group sessions in appropriate Brunel and Gordano Training Centre

· Revision/mock test

· On line test




Key Skills Communication and Application of Number – 8 week course

	Commencing

Tuesday


	Over

8 Weeks

11 – 18 
	· Introduction to the Key Skills project

· Portfolio building

· Preparation for presentations

· Group presentations

· Group discussions

· AON and Comm Test*

· Submission of portfolio




National Vocational Qualification – 12 months to be achieved in the workplace 

	Commencing

workplace start date
	Weeks 1 – 2

Weeks 3 – 52 (L2)
	· H and S checklist completion in workplace

· Evidence collection and assessment for:

· Optional Unit 1

· Optional Unit 2

· Optional Unit 3

· Mandatory Unit 1

· Mandatory Unit 2




* You may not be required to sit the key skills tests if you have the appropriate GCSE grades

