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Contribute  to  running  a  project  

Deliver,  monitor  and  evaluate  customer  service  to  internal  customers  

Deliver,  monitor  and  evaluate  customer  service  to  external  customers  

Agree  a  budget  

Use  customer  service  as  a  competitive  tool  

Monitor  and  solve  customer  service  problems  

Administer  legal  files  

Build  case  files  

Manage  case  files  

Provide  administrative  support  in  schools  

Administer  parking  and  traffic  challenges,  representations  and  civil  parking  appeals  

Administer  statutory  parking  and  traffic  appeals  

Administer  parking  and  traffic  debt  recovery  

Design  and  develop  an  information  system  

Manage  and  evaluate  an  information  system  

Contribute  to  innovation  in  a  business  environment     Level  4  

Plan  change  for  a  team  

Manage  budgets  
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Optional  Group  C    
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Use  occupational  and  safety  guidelines  when  using  keyboards  

Bespoke  software     Level  2  

Data  management  software     Level  2  

Database  software     Level  2  

Improving  productivity  using  IT     Level  2  

IT  security  for  users     Level  2  

Presentation  software     Level  2  

Set  up  an  IT  system     Level  2  

Spreadsheet  software     Level  2  

Using  collaborative  technologies     Level  2  

Website  software     Level  2  

Word  processing  software     Level  2  

Bespoke  software     Level  3  

Data  management  software     Level  3  

Database  software     Level  3  

Improving  productivity  using  IT     Level  3  

IT  security  for  users     Level  3  

Presentation  software     Level  3  

Set  up  an  IT  system     Level  3  

Spreadsheet  software     Level  3  

Using  collaborative  technologies     Level  3  

Website  software     Level  3  

Word  processing  software     Level  3  

Manage  physical  resources  

Manage  the  environmental  impact  of  work  activities  

Provide  leadership  and  direction  for  own  area  of  responsibility  

Support  learning  and  development  within  own  area  of  responsibility  

Develop  working  relationships  with  colleagues  and  stakeholders  
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Entry  Requirements  
There  are  no  formal  educational  requirements  for  the  NVQ  Business  Administration  Level  3  qualification,  but  all  staff  undertaking  the  

qualification  should  have  the  opportunity  and  experience  of  working  in  an  administration  environment.    A  Level  2  qualification  within  the  

area  or  similar  is  advisable.      
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