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Higher Apprenticeship in Business & Professional Administration
What’s it all about? 
The Higher Apprenticeship in Business & Professional Administration is a nationally  
recognised Higher National Diploma (HND) level qualification designed for those 
looking to acquire personal management capabilities and develop professional 
management skills, including leadership, decision-making, project management, 
marketing, client and partner dynamics and the ability to delegate.

What does it include?  
The qualification is broken into two components that on one hand take a more 
extensive look at the requirements needed to be an effective manager in an 
organisation and on the other hand provide a suite of optional units for you to 
tailor around individual job roles. Typical modules include Project Management, 
Customer Service Management, Leadership, Management Report Writing, 
Operational Planning, Quality Management,  
Principles of Marketing, Stakeholder Engagement and Management.

Who is it for?  
The Higher Apprenticeship provides career progression for those involved or 
moving into a Business Management role. It is expected that higher apprentices will 
have significant experience of working in a business role to ensure they have the 
suitable foundations on which to further build their knowledge and skills.

How is it delivered?  
The Apprenticeship training will be achieved through a blended learning approach, 
incorporating workplace learning, workshops, distance and online learning. 
One to one support, study days, tuition and advice is available from our team of 
experienced and qualified Tutors, Assessors and Advisors ensuring that the needs 
of employers and employees are met. 
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Qualification structure and progression routes

The qualification is made up Duration:  Example of 
of the following components:  applicable job roles: 
NVQ Diploma in Business & Administration 12-18 mths Business Development 
Level 4 Diploma in Business Administration  Executive   
Employee Rights   Office Manager, HR Manager 
and Responsibilities (ERR)   Senior Administrator, PA

How much does it cost?  
 The cost of the programme is £4000.  If your organisation is subject to the  
Apprenticeship Levy you will pay for the training directly through your digital vouchers.  
The government will fund 90% of the training costs for employers who do not pay the 
Apprenticeship Levy, as well as provide other financial incentives.


