
This Level 3 Diploma in Business Administra�on is a prac�cal course that provides you with transferable skills that will 
increase your skill set across various sectors. You would be working in an administra�ve capacity with a high degree of 
autonomy to obtain this cer�fica�on. The level 3 diploma provides you with the ability to gain knowledge and exper�se 
in various administra�ve tasks such as informa�on processing, event coordina�on, and the implementa�on of 
procedures and programs. You will illustrate the important business values of making strategic decisions, managing 
resources, project management, equality and diversity, management and leadership, HR, and marke�ng at the same 
�me. The course is accredited by UK OFQUAL and is delivered 100% online with 24×7 tutor support. For more informa-
�on or clarifica�on, please contact our team for free and comprehensive advice.

Learners must be 18+
Learners must have sufficient management experience, literacy, and numeracy skills to complete this course

This Level 3 Diploma in Business Administra�on (RQF) is designed to be completed online at the pace that suits you the 
best. This fast track Level 3 Diploma in Business Administra�on course can take as li�le as 3 months of full-�me study or 
1 year of part-�me study to become a cer�fied business professional. The qualifica�on is delivered through our Virtual 
Learning Environment (VLE), which refines your business administra�on skills. Our 24×7 online tutor support is there to 
facilitate you to achieve your success rate accordingly.

All units within this Level 3 Business Administra�on qualifica�on are internally assessed by our qualified assessors and 
externally verified by the awarding organisa�on. The assessment takes the form of wri�en assignments, witness tes�mo-
ny and direct observa�on, detailed guidance for which will be provided by the tutor. You will receive 24×7 tutor support 
once you are enrolled on our online portal to assist you in reaching your goals.

Successful comple�on of this Level 3 Business Administra�on course enables learners to proceed to courses at Level 4, 
such as the OTHM Level 4 Diploma in Business Management, OTHM Level 4 Diploma in Accoun�ng and Business, Level 4 
NVQ Diploma in Business Administra�on (RQF), and the Level 4 NVQ Diploma in Customer Service (RQF). This business 
course will also help you enhance your career profile and can count towards your con�nuous professional development.
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