ADMINISTRATION
ASSISTANT

OPERATIONS & IMPROVEMENT
PATHWAY

LEVEL 2 APPRENTICESHIP STANDARD

For 16-25 Years. Build confident, organised
professionals who keep businesses running efficiently

through exceptional administrative support.

As this apprenticeship is available exclusively to learners
aged 16-25, employers may be eligible for additional
government support when recruiting an apprentice.

v 100% government-funded apprenticeship training
for eligible apprentices.

v A £2,000 Apprenticeship Hiring Grant for eligible
SMEs recruiting a new apprentice aged 16-24.

v' Up to £3,000 through the Youth Jobs Grant when
recruiting an eligible 18-24-year-old who has been
claiming Universal Credit for six months or more.

FOR INDIVIDUALS

Develop the skills to begin
a successful careerin a
professional pathway
through business
administration, supporting
teams, customers and
business operations.

FOR EMPLOYERS

Develop capable
administration professionals
who strengthen business
operations through

effective organisation,
communication, and reliable
business support.

INCLUDED
CERTIFICATIONS

Administration Assistant Level
2 apprenticeship standard

HOW THIS PROGRAMME IS FORMED

Administration Assistant Level 2 apprenticeship standard

ﬁfj) FUNDING

@ COST

£0 to £200 £4,000

Maximum cost for Maximum cost/funding
non-levy employers and for levy employers
micro-businesses

<7 LEVEL DURATION

2 9+ months
Approximate on-
programme training
(does not include EPA
period)

Age: 16-25 Years




YOUR LEARNING JOURNEY

Month 1 Onboarding & Induction

Drive Business Success Through Exceptional Administration
Develop the planning and prioritisation skills needed to keep

businesses running smoothly.

Master the Digital Skills of the Modern Workplace
Build confidence using workplace software, digital tools and
business systems.

Become a Trusted Expert in Information Management
Manage business information accurately while maintaining
confidentiality and GDPR compliance.

Influence, Connect and Communicate Professionally
Develop effective communication skills to represent your
organisation with confidence.

Deliver Outstanding Support That Makes a Difference
Provide professional support to customers, colleagues and
stakeholders.

Champion Secure, Responsible and Compliant Working
Understand workplace policies, risk awareness and safe working
practices.

Discover How Great Businesses Work and Grow
Understand business structures, objectives and how
administration supports success.

Turn Challenges into Solutions and Opportunities

Develop problem-solving skills to improve efficiency and quality.

Develop the Confidence to Thrive at Work
Build professionalism, resilience and behaviours for continued
career development.

Monthg @ Assessment

Preparation

——

GATEWAY

<
E
5
5
il
1

Apprenticeship - Professional discussion
Assessment - Portfolio

Month 12
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AWARDING BODY:

A RECOGNISED QUALIFICATION. REAL SKILLS.
BUILD YOUR CAREER WITH CONFIDENCE IN BUSINESS ADMINISTRATION.

BUILDING FUTURES | CRAFTING CAREERS

CAREER
PROGRESSION

m Administration Assistant
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Operations Team
Leader Level 3

CERTIFICATIONS
INCLUDED

Administration Assistant Level 2
apprenticeship standard

HELPFUL LINKS

www.glptraining.co.uk Apprenticeship FAQs

Certified

Corporation





