. Working with employers

Employers are becoming more attuned to
the importance of the ‘administrator” and
the significant impact that this role plays in
running a successful and growing business.

To thrive in competitive markets,
organisations in both the private and
public sector must operate with ever
increasing efficiency and be highly
customer focused. This is where the role
of the administrator, or the administrative
function, is so vitally important.

By setting performance standards for the
administrative function, the CfA aims to
ensure that training and qualifications

in this area are relevant to today’s
business environment and are of a world
class standard. This strategy results in

an increased number of well qualified
entrants and a better trained, more
competent workforce.

To achieve this objective effectively we
need continued input from employers. It is
essential that employers are active in the
CfA’s work and have the opportunity to
shape future initiatives and policies within
Business & Administration.

The CfA is committed to supporting
employers by providing up-to-date
information on skills and training issues

within Business & Administration and by
providing guidance on how to prepare for
and manage such issues.

Careers

Breakinto.biz is a website that offers
information, advice and guidance to
people who are considering a career in
Business & Administration. It provides a
wide range of information including job
profiles which explain what the role is
really like; the good bits and the bad,
advice on which learning route to take and
there is also an interactive Career Planner
tool that explains which qualifications to
take to reach that vital next step on the
career ladder.

Breakinto.biz is for anyone who wants to
know more about careers in the Business
& Administration sector. Whether an
individual looking for work, an adviser
keen for the hard facts or an employer
wanting to boost employee’s skills, you
will find everything you need.

www.breakinto.biz

www.cfa.uk.com
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Influencing the Future = Building Knowledge

Creating Opportunity = Promoting Excellence




Our Vision

Creating Opportunity
Helping learners enter employment and advance

their careers with competitive skills

J Promoting excellence
Developing and promoting training and qualifications that
enable employers and learners to make a difference

. Building knowledge
Building our knowledge to remain the acknowledged
expert in Business & Administration skills

j Influencing the future

Helping employers and government understand the
critical importance of Business & Administration skills
to the UK economy

Key facts

There are 4.5 million administrators employed in the UK.
0f this group, 2.7 million are pure administrators and
1.8 million are specialist administrators.

Administrators make up 15% of the UK workforce.

In the last decade, over 800,000 learners have achieved
CfA certifications.

The Business & Administration Apprenticeship remains
firmly in the top 5 of the most popular Apprenticeships
in England and in the top 10 for Wales, Northern Ireland
and Scotland.

Business & Administration is one of the largest areas
of learning in the UK.

.Iiﬁcations

The CfA develops and approves a range of qualifications,
frameworks and learning programmes for the Business
& Administration sector. Each offering is developed in
consultation with our partners, sector specialists and
employers and is in line with the National Occupational
Standards.

Our aim is to produce qualifications, frameworks and
training programmes that equip business administrators
with the essential skills, knowledge and understanding
needed, to work effectively within their occupation.

'ational Qualifications

Vocational Qualifications are occupation based qualifications

which are developed using the National Occupational
Standards (NOS). They are work-related, competency
based qualifications which are designed to define specific
occupations. Vocational Qualifications are better known
as NVQs (National Vocational Qualifications) in England,
Wales and Northern Ireland and SVQs (Scottish Vocational
Qualifications) in Scotland.

Widely recognised by employers, S/NVQs are often used
as the main focus of training. S/NVQs demonstrate that
an employee has the skills and knowledge necessary to
perform competently and successfully. The courses are

taught partly in the workplace and partly in college or

in an approved training centre. Assessed entirely in the
workplace, employees are required to develop a portfolio
of evidence that shows them performing work activities to
an S/NVQ standard.

The Business & Administration S/NVQ is one of the most
popular qualifications and is opted for by individuals
working in administration based roles who would like
to develop their work related skills, knowledge and
understanding.

.enticeships

Apprenticeships are government backed training schemes
which allow people to earn as they learn. The schemes are
ideal for those who do not want to pursue an academic
study route but who are still keen to learn. They are a great
way of getting hands-on experience whilst also achieving
nationally recognised qualifications.

The CfA is responsible for the design and development of
the Business & Administration Apprenticeship framework
upon which, all Apprenticeship programmes across the UK,
are based. Programmes are available in England, Wales,
Scotland and Northern Ireland.




