Course Information Sheet (Level 2 Business Administration) 
 
This is a cross sector qualification aimed at learners aiming to become employed in the business administration sector. This qualification covers the skills and knowledge needed to be a successful administrator, covering competencies applicable to a wide range of contexts.

Upon successful completion of this course you will receive a certificate from the college confirming your achievement. 

[bookmark: _GoBack]There are no prerequisites for this course, however it is always recommended that a reasonable standard of Maths and English are an advantage. 

Learning Outcomes/Areas covered 
· Principles of business communication
· Health and safety in a business environment
· Store and retrieve information
· Principles of business administration
· Produce business documents
· Principle of personal performance and development
· Manage time and workload
· Principles of working in a business environment
· Work with others in a business environment
· Principles of providing administrative services
· Principles of business document production and information management
· Understand communication in a business environment
· Understand employer organisations
· Understand how to carry out business administration tasks
· Understand how to develop working relationships with Colleagues
· Understand how to provide administrative support for meetings
Assessment 
It mostly a knowledge-based course, with evidence being collected through written assignments on MS Teams using MS Forms. But, some assignments require product evidence and witness statements which will be obtained during class activities.

Time 
· It is estimated that it will take approximately 8-10 weeks to complete this course.  
· The course is delivered in centre but we can offer hybrid learning with opportunities for learners learn remotely. 
· Taught sessions are on Mondays and Tuesdays from 10AM-3PM
 
Keeping in touch 
If you need to contact us about any aspect of the course then you can e-mail us at, 
outreach@furness.ac.uk

