
The Level 3 Cer�ficate in Principles of Business (RQF) Administra�on is intended to provide learners with in-depth knowl-
edge of administra�ve ac�vi�es such as mee�ng planning, informa�on management, and administra�ve service mainte-
nance. Learners can understand communica�on processes and how to contribute to departmental and organisa�onal 
change. It is a valuable course for those working or who want to work in business administra�on and develop their 
business communica�on and management skills and experience. The Level 3 Cer�ficate in Business Principles (RQF) 
Administra�on will provide learners with a solid understanding of administra�ve best prac�ces within a business organi-
sa�on. The business administra�on level 3 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 16+

This Level 3 Cer�ficate in the Principles of Business and Administra�on (RQF) is designed to be completed online at the 
pace that suits you the best. This fast track Cer�ficate in the Principles of Business Administra�on course can take as li�le 
as 2 months of full-�me study or 6 months 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, 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 count towards your con�nuous professional development.

Level 3 Cer�ficate in the Principles
of Business and Administra�on

136 Guided Learning hours

170 Total Qualifica�on �me

5 Units

26 Learning Outcomes

5 Assignments

17 Credits

Principles of Personal 
Responsibili�es and How to 
Develop and Evaluate Own 
Performance at Work

Principles of Working with and 
Supervising Others in a Business 
Environment

Principles of Managing 
Informa�on and Producing 
Documents in a Business 
Environment

Principles of Providing and 
Maintaining Administra�ve 
Services

Principles of Project Management

Course Includes

Unit Structure


