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[Christine] My name is Christine Maguire, I am the Tutor/Assessor in Greenbank College. 
The qualification I teach is Business and Administration Level one and Level two.


We work closely with the department next door which is Customer Service. So, Customer 
Service take all the job requests for the whole of the college, that’s staff and students. 
They will visit Customer Service and give in their requests. Customer Service will pass the 
request to the Business Administration department where we will complete all the job 
requests. 


So, we have things like photocopying, laminating, franking of the post, producing 
documents, so we supply  all of the stock to the whole of the College. So, you’ll get lots 
of skills, so you might one day be producing a document and the following day you will 
deal with stock. And then the following week you might be doing photocopying and 
laminating.


By the time you have finished this qualification, you will have a good all-round knowledge 
of working in an office.


To get on a Level one qualification you need to have a good standard of English, so you 
can only be one level below. So you will be an Entry three English to get onto a Level one 
qualification. To get onto a Level two qualification, you must have a Level one English.


Within the department, as I said, when you’re doing all these jobs you will complete 
evidence sheets, so it’s not an exam at the end of the qualification, it’s just gathering 
evidence throughout the weeks of the qualification and that makes a portfolio which is 
submitted to be marked as your evidence and it’s a pass or a fail.


In Level one, there are six units that you have to complete. And they’re things like working 
in an office environment, dealing with filing in hard copies and data on computers. There’s 
things like assisting and handling the mail. So you will have lots of support for a Level 
one.


For a Level two you are working more independently. So, on Level two it’s producing 
documents in a business environment, dealing with stock, ordering stock, stock take and 
there’s eight units on a Level two.




We also do placements within Business and Administration. So we have internal 
placements, which obviously is inside the college, so, you might be on main reception, 
you might be on the hairdressing reception or you’ll be in the Business Admin on our 
reception desk.


We also have external placements. We deal with quite a few organisations, the most 
popular one is Alder Hey Children’s Hospital where we have lots of students that go there 
and once they go, you are expected to do thirty hours a year, but once our students go to 
Alder Hey it’s hard to get them to withdraw from it now, so they stay on. So, we’ve had 
some that stay on for over two years in Alder Hey and we tend to work around what you 
feel like you would like. So if you felt like you’d like to work in retail, we will try to find you 
a job in maybe Sports Direct, maybe a card shop. So we try and accommodate you. 


Once you’ve completed your qualification, it’s possible that you can go onto another 
level, so, if you’ve completed a Level one you can go onto a Level two. Likewise, if you 
complete a Level two you can go onto a Level three.


In the college, we also give you support if you wanted to apply for a Supported 
Internship, an Apprenticeship or paid employment. We have staff here who can help you 
build a CV and give you interview techniques.


If you complete a Business Admin qualification there is a possibility a related course 
would be Customer Service or a related course could be ICT. And likewise, if you’ve done 
Customer Service, it’s possible for you to join the Business Admin course.


So that was a little overview of the Business Administration course and hopefully I might 
see some of you in September.


