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Unit 27: Job Opportunities in 
Business 
Administration 

Unit reference number: R/501/7243 

QCF level: 1 

Credit value: 4 

Guided learning hours: 30 

 

Unit aim 
The principal aim of this unit is for learners to develop a plan for starting work in 
business administration by being given the opportunity to explore job opportunities 
across different areas of business. The learner will explore conditions of 
employment, and the qualifications and skills required for different jobs. The 
learner will have the opportunity to set realistic short-term and medium-term goals 
for their career pathway in business administration. 

Unit introduction 
There are a wide range of job opportunities within business administration including 
work in small private businesses or large corporate companies. This unit gives the 
learner the opportunity to identify jobs in different sectors of business 
administration including supervisors, project officers, administrative support, for 
example mail room workers, and management. Learners will carry out research to 
identify different job roles using a range of methods including internet searches, 
reviewing information from media sources, inviting speakers to share their 
experiences, visiting organisations etc.  

Learning outcome 2 focuses on the terms and conditions of employment within 
business administration. Learners will gain a general overview of working in this 
sector. Information will include working patterns, salaries and benefits.  

Learners will then go on to find out the necessary skills and qualifications required 
for different jobs within the sector. Using this information the learner can then 
identify their own skills gaps and develop a plan to allow them to seek employment 
within business administration. 

 

 



 

S
p
ec

if
ic

at
io

n
 –

 P
ea

rs
o
n
 B

T
E
C
 E

n
tr

y 
A
w

ar
d
/L

ev
el

 1
 A

w
ar

d
/C

er
ti
fi
ca

te
/D

ip
lo

m
a 

q
u
al

if
ic

at
io

n
s 

in
  

B
u
si

n
es

s 
A
d
m

in
is

tr
at

io
n
 –

 I
ss

u
e 

5
 –

 A
u
g
u
st

 2
0
1
3
  
©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
3
 

1
4

4
 

L
e
a
rn

in
g

 o
u

tc
o
m

e
s,

 a
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 a

n
d

 u
n

it
 a

m
p

li
fi

ca
ti

o
n

 
In

 o
rd

er
 t

o
 p

as
s 

th
is

 u
n
it
, 

th
e 

ev
id

en
ce

 t
h
at

 t
h
e 

le
ar

n
er

 p
re

se
n
ts

 f
o
r 

as
se

ss
m

en
t 

n
ee

d
s 

to
 d

em
o
n
st

ra
te

 t
h
at

 t
h
ey

 c
an

 m
ee

t 
al

l 
th

e 
le

ar
n
in

g
 

o
u
tc

o
m

es
 f
o
r 

th
e 

u
n
it
. 

T
h
e 

as
se

ss
m

en
t 

cr
it
er

ia
 d

et
er

m
in

e 
th

e 
st

an
d
ar

d
 r

eq
u
ir
ed

 t
o
 a

ch
ie

ve
 t

h
e 

u
n
it
. 

O
n

 c
o

m
p

le
ti

o
n

 o
f 

th
is

 u
n

it
 a

 l
e
a
rn

e
r 

sh
o

u
ld

: 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

  

1
.1

 
Id

en
ti
fy

 j
o
b
s 

in
 d

if
fe

re
n
t 

se
ct

o
rs

 o
f 
b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

□
 

Jo
b
 o

p
p
o
rt

u
n
it
ie

s:
 j
o
b
 o

p
p
o
rt

u
n
it
ie

s 
in

 b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
, 

e.
g
.,

 w
o
rd

 
p
ro

ce
ss

o
r 

o
p
er

at
o
r,

 d
at

a 
in

 p
u
tt

er
, 

m
ai

l 
ro

o
m

 a
ss

is
ta

n
t,

 r
ec

ep
ti
o
n
is

t,
 t

ea
m

 
ad

m
in

is
tr

at
o
r,

 d
ep

ar
tm

en
ta

l 
ad

m
in

is
tr

at
o
r,

 p
er

so
n
al

 a
ss

is
ta

n
t,

 t
ea

m
 

le
ad

er
, 

su
p
er

vi
so

r,
 m

an
ag

er
, 

p
ro

je
ct

 c
o
o
rd

in
at

o
r,

 m
ee

ti
n
g
 r

o
o
m

 
co

o
rd

in
at

o
r,

 e
ve

n
ts

 c
o
or

d
in

at
o
r 

1
 

K
n
ow

 a
b
o
u
t 

jo
b
 

o
p
p
o
rt

u
n
it
ie

s 
in

 b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

1
.2

 
D

es
cr

ib
e 

th
e 

jo
b
 r

o
le

s 
in

 
o
n
e 

fu
n
ct

io
n
al

 a
re

a 
o
f 

b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

□
 

Fu
n
ct

io
n
al

 a
re

as
 w

it
h
in

 b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
: 

fu
n
ct

io
n
al

 a
re

as
, 

e.
g
. 

fi
n
an

ce
, 

IT
 s

u
p
p
o
rt

, 
o
p
er

at
io

n
s,

 m
ar

ke
ti
n
g
 a

n
d
 s

al
es

, 
cu

st
o
m

er
 s

er
vi

ce
, 

re
se

ar
ch

 a
n
d
 d

ev
el

o
p
m

en
t,

 p
ro

d
u
ct

io
n
, 

fa
ci

lit
ie

s 

2
 

K
n
ow

 a
b
o
u
t 

te
rm

s 
an

d
 

co
n
d
it
io

n
s 

o
f 

em
p
lo

ym
en

t 
w

it
h
in

 
b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

2
.1

 
D

es
cr

ib
e 

th
e 

te
rm

s 
an

d
 

co
n
d
it
io

n
s 

o
f 

em
p
lo

ym
en

t 
w

it
h
in

 
b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

□
 

W
o
rk

 p
at

te
rn

s:
 h

o
u
rs

 o
f 

w
o
rk

, 
w

o
rk

 p
at

te
rn

s,
 s

h
if
t 

w
o
rk

, 
e.

g
. 

ea
rl
y 

st
ar

ts
, 

la
te

 f
in

is
h
es

, 
n
ig

h
t 

w
or

k,
 w

ee
ke

n
d
 w

o
rk

, 
b
an

k 
h
o
lid

ay
 w

o
rk

, 
ir
re

g
u
la

r 
w

o
rk

 p
at

te
rn

; 
fl
ex

it
im

e,
 d

ay
s 

of
f 

d
u
ri
n
g
 w

ee
k;

 a
n
n
u
al

 l
ea

ve
  

□
 

Pa
y:

 e
.g

. 
h
ou

rl
y,

 w
ee

kl
y,

 m
o
n
th

ly
, 

sa
la

ry
 s

ca
le

s,
 i
n
cr

em
en

ts
 

□
 

B
en

ef
it
s:

 t
yp

es
 o

f 
b
en

ef
it
, 

e.
g
. 

p
en

si
o
n
, 

se
as

o
n
 t

ic
ke

t 
lo

an
s,

 b
o
n
u
s 

fo
r 

o
ve

rt
im

e,
 u

n
if
o
rm

/c
lo

th
in

g
 a

llo
w

an
ce

, 
su

b
si

d
is

ed
/f

re
e 

m
ea

ls
, 

tr
ai

n
in

g
/p

ro
fe

ss
io

n
al

 d
ev

el
o
p
m

en
t 



 S
p
ec

if
ic

at
io

n
 –

 P
ea

rs
o
n
 B

T
E
C
 E

n
tr

y 
A
w

ar
d
/L

ev
el

 1
 A

w
ar

d
/C

er
ti
fi
ca

te
/D

ip
lo

m
a 

q
u
al

if
ic

at
io

n
s 

in
  

B
u
si

n
es

s 
A
d
m

in
is

tr
at

io
n
 –

 I
ss

u
e 

5
 –

 A
u
g
u
st

 2
0
1
3
  
©

 P
ea

rs
o
n
 E

d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
3
 

1
4

5
 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

  

3
 

K
n
ow

 a
b
o
u
t 

th
e 

q
u
al

if
ic

at
io

n
s 

an
d
 s

ki
lls

 
n
ee

d
ed

 f
o
r 

jo
b
s 

in
 

b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

3
.1

 
Pr

es
en

t 
in

fo
rm

at
io

n
 

ab
o
u
t 

th
e 

q
u
al

if
ic

at
io

n
s 

an
d
 s

ki
lls

 r
eq

u
ir
ed

 f
o
r 

se
le

ct
ed

 j
o
b
s 

in
 b

u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

□
 

Q
u
al

if
ic

at
io

n
s:

 e
ss

en
ti
al

; 
d
es

ir
ab

le
; 

g
en

er
al

 q
u
al

if
ic

at
io

n
s,

 e
.g

. 
G

C
S
E
s,

 
G

C
E
s;

 w
o
rk

-b
as

ed
 q

u
al

if
ic

at
io

n
s,

 e
.g

. 
N

V
Q

s 
in

 B
u
si

n
es

s 
an

d
 

A
d
m

in
is

tr
at

io
n
, 

C
u
st

o
m

er
 S

er
vi

ce
, 

M
an

ag
em

en
t;

 v
o
ca

ti
o
n
al

 q
u
al

if
ic

at
io

n
s,

 
e.

g
. 

B
T
E
C
 F

ir
st

s/
N

at
io

n
al

s 
in

 B
u
si

n
es

s;
 a

p
p
re

n
ti
ce

sh
ip

s;
 s

ki
lls

 
q
u
al

if
ic

at
io

n
s,

 e
.g

. 
w

o
rd

 p
ro

ce
ss

in
g
/k

ey
b
o
ar

d
in

g
, 

au
d
io

 t
ra

n
sc

ri
p
ti
o
n
, 

sh
o
rt

h
an

d
; 

p
ra

ct
ic

al
 q

u
al

if
ic

at
io

n
s,

 e
.g

. 
m

o
vi

n
g
 a

n
d
 l
if
ti
n
g
, 

fi
rs

t 
ai

d
 

□
 

S
ki

lls
 a

n
d
 q

u
al

it
ie

s:
 p

er
so

n
al

 q
u
al

it
ie

s,
 e

.g
. 

o
rg

an
is

in
g
 s

el
f,

 a
b
ili

ty
 t

o
 

in
te

rr
el

at
e 

w
it
h
 o

th
er

s;
 w

o
rk

–
re

la
te

d
 s

ki
lls

, 
e.

g
. 

co
m

m
u
n
ic

at
io

n
, 

te
am

w
o
rk

, 
p
ro

b
le

m
 s

o
lv

in
g
, 

se
lf
-m

an
ag

em
en

t;
 l
ev

el
 o

f 
fi
tn

es
s 

4
 

B
e 

ab
le

 t
o
 p

la
n
 h

o
w

 t
o
 

st
ar

t 
w

o
rk

 w
it
h
in

 
b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

4
.1

 
Pr

o
d
u
ce

 a
 p

la
n
 t

o
 s

ta
rt

 
w

o
rk

 w
it
h
in

 b
u
si

n
es

s 
ad

m
in

is
tr

at
io

n
 

□
 

P
la

n
n
in

g
: 

p
er

so
n
al

 s
ki

lls
 a

u
d
it
, 

o
w

n
 a

b
ili

ti
es

; 
in

te
re

st
s;

 v
al

u
es

; 
p
er

so
n
al

 
q
u
al

it
ie

s;
 l
if
es

ty
le

 c
o
n
st

ra
in

ts
 

□
 

Fi
n
d
in

g
 o

u
t 

ab
o
u
t 

jo
b
s:

 c
ar

ee
r 

p
at

h
w

ay
s;

 e
xp

er
ie

n
ce

 r
eq

u
ir
em

en
ts

; 
m

et
h
o
d
s,

 e
.g

. 
w

eb
si

te
s,

 C
ar

ee
rs

 F
ai

rs
, 

jo
u
rn

al
s,

 p
eo

p
le

, 
e.

g
. 

fa
m

ily
, 

fr
ie

n
d
s,

 t
u
to

r 

□
 

M
ak

in
g
 p

la
n
s:

 c
o
n
si

d
er

in
g
 o

p
ti
o
n
s;

 r
ea

lis
ti
c 

sh
o
rt

-t
er

m
 g

o
al

s,
 m

ed
iu

m
-

te
rm

 g
o
al

s 

 



 

Specification – Pearson BTEC Entry Award/Level 1 Award/Certificate/Diploma qualifications in  
Business Administration – Issue 5 – August 2013  © Pearson Education Limited 2013 

146

Information for tutors 
 

Delivery 

Tutors delivering this unit have the opportunity to use a wide range of techniques 
including presentations, seminars, practical workshops, external trips and guest 
speakers. Additional learning resources can include journals, videos, DVDs, case 
studies, learner presentations and group work. 

The tutor could start delivery of this unit by inviting guest speakers working in 
different jobs across the business administration sector. Learners could prepare 
questions to ask speakers about their job roles and conditions of employment. 

Learners may be able to visit different business administration settings and 
interview or work shadow an employee. On return learners could create a leaflet to 
include information about the job role and conditions of employment which other 
learners could use as a factsheet. 

Videos and case studies may be used to help learners understand the range of job 
roles in the sector. 

In groups learners could complete web-based research into job roles in different 
settings and departments within business administration and then report back to 
the rest of the group. 

For learning outcome 2, learners could work in groups and use the local and 
national press and the internet to find a variety of job adverts and list the terms 
and conditions associated such as work patterns, pay and benefits. 

The opportunity to analyse real job descriptions, covering a wide range of jobs in 
business administration, would help learners to understand the similarities and 
differences between the work patterns, pay and benefits of different jobs in the 
sector. 

Learners could be grouped with those who are interested in similar jobs to complete 
web-based research into the qualifications, skills and qualities required for their 
preferred jobs in the sector and then report back to the rest of the group. Learners 
may use PowerPoint or flipcharts to present this information.  

The learners could access careers advice from Learndirect (www.learndirect-
advice.co.uk) to help them begin their career plan. The need for goal setting and 
the difference between long-term and short-term goals could be explored through a 
question and answer session. 

Learners at this level may need support in completing a personal skills audit and 
identifying and setting long-term and short-term goals for themselves for learning 
outcome 4. This may be achieved through one-to-one discussions or tutorials.  
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Outline learning plan 

The outline learning plan has been included in this unit as guidance. 

Topic and suggested assignments/activities 

Introduction to unit and structure of the programme of learning. 

Tutor-led discussion on job opportunities in business and administration. 

Small group research – learners select one of the above and gather information 
about the following: 

 range of jobs  

 working patterns 

 pay 

 benefits 

 qualifications 

 skills and qualities. 

Research could involve the internet, visits to settings, professional journals. 

Activity – group presentation of information to include a factsheet for other learners. 

Activity – learners invite an employee from the chosen sector to share information 
about their job. Alternatively, learners may visit an appropriate work setting or talk 
to an employee to gather information. 

Activity – using the information gathered from the group work on skills, qualities and 
qualifications, the individual learner carries out a personal skills audit, eg using a 
template or online assessment. 

One-to-one tutorial to discuss opportunities in line with skills audit.  

Assessment – using the information gathered from the activities outlined above, 
individual learners provide evidence for each of the assessment criteria within the unit 
(learning outcome 1, learning outcome 2, learning outcome 3, learning outcome 4). 

Assessment feedback, review and evaluation of unit. 

Assessment 

The criteria for this unit may be combined in one assignment task as a plan for 
starting work. This may take the form of a loose-leaf folder.  

To meet 1.1, learners will need to identify different jobs within the business 
administration sector.  

To meet 1.2, learners will need to select one business administration organisation 
and explain the different types of job role within it, for example receptionist, mail 
room assistant, customer service adviser. 

To meet 2.1, learners could select at least two jobs within different organisations, 
and compare the work patterns and pay benefits. This could be presented in chart 
form. 

For 3.1, learners will need to give details about the skills, qualities and 
qualifications required for three jobs within business administration. These could be 
the jobs selected for 2.1. 

To produce the career plan for 4.1 the learner needs to undertake a personal skills 
audit and identify their interests. This could be recorded using a pro forma.  
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Learners will need to provide evidence of their research into possible jobs in 
business administration, this may be evidenced with leaflets, downloads from 
websites, documentation from tutorials/discussions with tutors or careers advisers. 

The career plan should identify one long-term goal and two short-term goals.  

Suggested resources 

Books 

Tetley C – BTEC Entry 3/Level 1 Business Administration Student Book (Pearson, 
2010) ISBN 9781846909214 

Websites 

www.bized.co.uk Business education resources  

www.businessbritainuk.co.uk Information about businesses in Britain and links 
to other businesses and business news sites 

www.fsb.org.uk The Federation of Small Business – information, 
support and guidance about small businesses in 
the UK 

  

 

http://www.bized.co.uk/
http://www.businessbritainuk.co.uk/
http://www.fsb.org.uk/



