
Course duration 12 Months + EPA*

Month 1-2 Month 3 Month 4-5

Month 6-7Month 8-9Month 10-11

Month 12 Month 13 Month 14-15

1
Application Form
5 days to complete

2
Eligibility Check
Approximately 3-5 days from
submission

3
Eligibility Confirmation &
Initial Assessment
5 days to complete

4
Trainer Contact
Within 1 week of eligibility
confirmation

5
Meet the Trainer
To be booked in line with availability
of all parties – with consideration of
cohort dates if appropriate

6
Final Approval
Internal process to enrol your
details onto internal systems

ONBOARDING PROCESS:

Fareport takes your prior learning into account, so you
won’t need to repeat training you’ve already completed.

Recognised Prior Learning

Expert advice and guidance throughout your programme
from industry expert trainers.

One-to-ones With Your Trainer

Additional Learning Support (ALS) is tailored to your
needs so you can make the most of your Apprenticeship.

Additional Learning Support

P LU S :

Learners under 19 who do not have exemptions will still be
required to achieve Level 2 Functional Skills. If over 19 will
have the option to opt in or out of Functional Skills training.

Functional Skills Training

ADMINISTRATION ASSISTANT LEVEL 2 LEARNING ROADMAP

Professional Behaviours & The
Organisation

Communication & Customer
Service

Information Management
& Digital Administration

Administrative Processes &
Business Support

Data Handling, Quality &
Compliance

Planning, Productivity &
Continuous Improvement

Synoptic Practice & Portfolio
Development

Gateway Preparation &
Portfolio Consolidation

End-Point Assessment

Understanding the business,
the role of an administration
assistant and professional
workplace behaviours.

Build confidence communicating
with internal and external
stakeholders using a range of
methods.

How to manage information
securely whilst using digital
systems effectively.

Understand secure processes
and develop practical skills to
support day to day business
operations.

Managing different types of
personal and secure information
accurately whilst maintaining
compliance.

Consolidate learning through
workplace activities that
demonstrate competence.

Strengthen organisational skills
and develop confidence working
independently.

Portfolio sign-off, employer
confirmation, readiness checks

Professional discussion
underpinned by a portfolio
of evidence.
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