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Summary

Enrol online

UK employers have recently reported a shortage in the amount of skilled
business and administration staff, despite more than four and a half million
people already working in this sector. This figure is expected to rise in the
coming years as the shortage of skills needs to be filled.
Have you got what it takes to provide the critical everyday support that
organisations need to run their business, meet their targets and be
successful? This qualification provides you with a understanding of all the aspects of a business
administration role, which could enable you to progress within a business environment.
The course is split into seven manageable units:
Principles of providing administrative services
Principles of business document production and information management
Principles of communication in a business environment
Understand employer organisations
Principles of how to develop working relationships with colleagues
Principles of business administrative tasks
Understand how to prepare text

This qualification is ideal for anyone with an interest in the responsibilities and tasks involved in a
business administration role. By exploring the principles of supporting events, project management
and changes within a business environment you will develop a competitive and impressive
knowledge about this sector which can help you start a new career or progress within a current role.
Gain a nationally recognised qualification while enhancing both personal skills and professional
development. The programme is delivered via distance learning, allowing learners to choose where
and when to study. A personal tutor is assigned to each learner to ensure they have the necessary
support needed to be successful.

How will I learn?
Studying via distance learning means you can choose when and where you study. Giving you the
freedom to choose your learning schedule yourself whilst still gaining certification from your chosen
subject.
We recommend spending a minimum of 2-4 hours per week on this course, with the length
depending on the amount of study time you allocate however, we recommend completing within 12
weeks.
We appreciate this may be a new way of learning for many of you or there may be some further
support required. If you find yourself feeling less than confident and look for additional support, we
want to make sure we are there to offer that little bit extra and tailor it to your needs. This may
include a phone calls or emails with one of our dedicated tutors and support staff to help guide you
through your course.
The choosen platform for this course is The Skills Network. Skills Network is one of the most
successful providers of online courses and qualifications in the UK. Allowing learners to study at
their own pace, in their own home or workplace learning centre at a time that fits around people's
busy lives.
On successful enrolment onto this course you will be provided with all the details required to login to
your learning platform.
Online courses enable you to set your own learning pace with the added flexibility of working to
your own schedule. No classroom attendance is required, giving you full control of your learning
whilst still having access to our experienced teaching and learning staff as required.

Entry Requirements
To study this course you must meet the following criteria:
You must be aged 19 years or over as of 31/08/2021
You must have lived in the EU for the last three years
You must currently reside in England
You understand that this is a Level 2 qualification and a level of English and Math's is
beneficial to completing
You understand the typical duration of this course is 12 weeks and self-commitment should be
made to allow yourself to provide detailed responses to the assignments

Additional Information

With you every step of the way!
Get more from your online courses, let us help you succeed with bespoke packages led by our
dedicated online support team:
Occupational specialists and tutors just a click away to support you
Expert digital team on hand to resolve IT issues
Access to free online community for those suffering with adveres mental health, 24 hours a
day
Enjoy incredible discounts while you study with your NUS/Totum student card
New to online learning? Require additional support? Let us help you with each step you take.
DEPARTMENT CONTACT
For more information about this course please email employability@sgscol.ac.uk.
COURSE FEES
Please be aware that some courses have fees that are payable on enrolment. More information on
if this course has a fee can be found in the Availability section below.
If you require financial support including payment plans, bursaries and advanced learner loans
please visit the Money Management Service section of the website.
For more information on fees please view our Fees, Charges and Refunds Policy and our
Applications, Admissions and Enrolment Policy and Procedures.
ONLINE ENROLMENT
This course offers simpler and safer online enrolment requests, which means in a matter of minutes
you can submit an enrolment request to us. However please be aware that upon submitting your
enrolment form you are not guaranteed to be accepted. A number of our courses require
assessments, qualification checks or simply a conversation with you before we can confirm your
enrolment.
Within 24 hours of enrolment submission you will receive an automated email notification with
information on what happens next. Please add onlineservices@sgscol.ac.uk to your safe sender
list. Most email providers allow you to do this withing settings/options. For full instructions simply
use your chosen search engine to find instructions on how to make emails as safe.
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