BUSINESS SUPPORT PATHWAYS

Level 3

Level 3 Award in
Professional PA Skills.
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OR

Level 3 Get Ahead
As An Executive PA™

Choose any 5 units:*

- Role of the Executive
Assistant (2 days).

- Managing workload
(2 days).
- Finance for EAs (2 days).
- Mastering minute taking
(1 day).
- Better business writing

(1 day).

- Human resources (2 days).

- Project management
(1 day).

- Executive presence and
partnering (2 days).

Level 4

Level 4 Certificate
in Office and Admin
Management.
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OR

Level 4 The
Strategic Executive

Choose any 3 units:*

- Commercial and business
awareness (2 days).

- Management skills (2 days).

- Effective office management
(2 days).
- Role of the strategic EA.

Level 5: Business Support Manager
Level 4: Executive Assistant

Level 3: Personal Assistant

Level 5

Level 5 Diploma in
Business & Admin
Management.
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OR

Level 5 Business
Support Manager

Study the following units:*

- Operations management
(4 days).

- Management accounting

(4 days).

- Leadership and management
(4 days).

- Learning and development
(4 days).

- Business ethics and corporate
social responsibility (4 days).

- Project management (4 days).

- Innovation and
entrprencurship (4 days).

- Marketing communications
strategy (4 days).

(2 days). Assistant™ (2 days). (2 days).
v
Certificate Level 3 qualification Certificate Level 4 qualification Certificate Level 5 qualification
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*Units can be studied as separate programmes allowing
students to mix and match learning outcomes to suit
their own and their business’ needs.
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