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STEP INTO...

BUSINESS &
ADMINISTRATION




How to use

this resource?

This guide is here to help you explore different job
opportunities, understand how your skills can be
applied in Business and Administration, and discover
the pathways that can lead you to a fulfilling career.

Basic LMI: Learn about Business and
Administration jobs, how many people are
employed and the companies you could work for.
This will give you a broad understanding of the job

Explore Jobs: Discover descriptions of different
jobs to find ones that interest you.
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Apply Your Skills: See how the Skills Builder
Universal Framework can be used in jobs to
develop skills like teamwork and problem-solving.
Your tutor or adviser will help you to review your
skills and rate your current ability. There is also an
opportunity to provide your own examples.
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Discover Pathways: Find out about education,
training programs, and other resources to guide
you on your career journey.
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Are you'good at
keeping track of
important details?

Do you enjoy
learning how
businesses work
and make money?

Are you curious
about how people
manage teams
and projects?

If the answer is YES then a

job in Business &

Administration could be'for

you.



DID YOU
KNOW...

The business world includes
managing and running all kinds of
businesses, big and small, with
support teams helping everything
run smoothly every day.

318,000

people across West London: are
employed in administrative roles.

19,900

employees needed by 2030:
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-@- Could you,be one of them?
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A
|3 non

Cg?ﬁF::ae';y Councils Call Centres

[ /o\_
[
A Financial Educational
NP Eifns Organisations Institutes

LOCAL INCLUSIVE
EMPLOYERS INCLUDE...

m Epsom.and St Helier

West London University Hospitals
NHS Trust HILLINGDON NHS Trust
LONDON
NORLEY ¥, London Borough
CONBON -~ ~ %o of Hounslow

MARRIOTT

e
WO
Newham London "6Q—° &%};ﬁgﬂnmary



BUSINESS & ADMINISTRATION

WHAT JOBS
CANYOU DO?

Roles can involve managing customer relationships,
maintaining records, supervising, guiding teams on
projects, or greeting and directing visitors and callers.

TALENTINO

The CEC has adopted Talentino’s #SameAndDifferent model, a national SEND school career framework
designed to deliver effective career activities for young people with SEND. Developed from Talentino's work in
schools, this concept enhances early career development and encourages employers to support the progression
of individuals with SEND.




JOB GROUP 1

don’t require Level 2 Qualifications / GCSEs but can lead to supported
employment, Supported Internships, Inclusive Apprenticeships, supported
Enterprise, T-Levels, Traineeships and FE College.
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Data Ent
Clerk Y

They type
information
into databases
and systems
and create
letters, reports
and other
documents.

Annual Salary
£15,000 - £25,000

Cleaning
Assistant

They wash, dry
and fold linens
and residents,
clothing, as
well as
keeping the
laundry area.

Annual Salary
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Post Room
Assistant

They help
businesses by

ensuring all post

is organised,
logged and
distributed to
each relevant
team.
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Office
Assistant

They support
bus%ess?eps by
organising
meetings, typing
documents and
updating
computer
records.
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JOB GROUP2

do require at least Level 2 qualifications / GCSEs and can lead onto
a Apprenticeships, University, College, Employment or Enterprise

Receptionist

Assembly parts
or products
according to
engineering
specifications
and quality
standards.

Annual Salary

=W

£

Call Centre
Operator

They help
answer
enquiries from
customers by
telephone,
email, webchat,
text and post.
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“20 Annual Salary

Customer
Service
Assistant
They provide
assistance and
troubleshooting
support on
engineering
products and
systems.
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¢28 Annual Salary

Lab

Technician

They help the
scientist and
engineers set
up tests,
record data
and complete
experiments.




«*% Skills Builder
®e¢® UNIVERSAL FRAMEWORK

HOW DO ESSENTIAL
SKILLS HELP?

Understanding the needs and feedback of clients,
colleagues, and stakeholders.

Clearly and professionally communicating ideas
and information.

Identifying and resolving administrative and
operational issues.

Innovating and improving business processes and
strategies.

Maintaining a positive attitude and resilience in a
dynamic work environment.

Setting and achieving high standards for personal
and organisational goals.

Leading teams and managing projects effectively.

Collaborating with colleagues to achieve business
objectives.


https://launchpad.skillsbuilder.org/course/listening-sb/
https://launchpad.skillsbuilder.org/course/speaking-sb/
https://launchpad.skillsbuilder.org/course/creativity-sb/
https://launchpad.skillsbuilder.org/course/problem-solving-sb/
https://launchpad.skillsbuilder.org/course/staying-positive-sb/
https://launchpad.skillsbuilder.org/course/aiming-high-sb/
https://launchpad.skillsbuilder.org/course/leadership-sb/
https://launchpad.skillsbuilder.org/course/teamwork-sb/

Rate your ability in each skill on a scale of 1® to 5@.
Can you provide any examples of when you have used each skill?

Rating (1-5) Examples of when you have used this skill.
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ROUTES & @&
PATHWAYS ™~

Discover local options by
clicking or scanning the
QR codes on the

following pages.

SUCCESS

EMPLOYMENT

Supported Emg)loyment Inclusive
Employment, Self Employment / Freelance

Supported Volunteering / Work Placement (short or
long term / during school after school)

APPRENTICESHIPS

Inclusive Apprenticeships (1-2 yrs),
Apprenticeships (r Syrs)

FURTHER EDUCATION

A Levels (2yrs), T Levels (2yrs), FE College (1-5yrs), Specialist
College (SEND - 1-6yrs),

SUPPORTED INTERNSHIPS

Supported Internships (6months - 1yr)


https://resources.careersandenterprise.co.uk/sites/default/files/2024-01/Pathways%20%26%20Options%20Poster.pdf

1. EMPLOYMENT
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Learn what Gain  Different levels
you love  practical skills  for everyone

Learnonthe  Get extra Prepare for
job help future jobs



1. EMPLOYMENT

West : WLA West .
Haringey Shaw Hammersmith
London Mencap Work London
Base UK Alliarica London Trust Finder NHS & Fulham

Hands West NHS Hammersmith Adi"f The Felix  Action for
on Youth West & Fulham West Project Children
Zone London

Barnardo’s
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3. APPRENTICESHIPS

West
Brent London
Works College
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West College of City of
London HRUC North West Westminster
loT London College

Dynamic

West London
NHS Training
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4) FURTHER EDUCATION

Richmond College of A City of Barnett & West West
upon Thames North West Uxbridge \estminster ~ Harrow Stanmore Southgate Thames London
College London College College College College College College Colleges
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5) SUPPORTED INTERNSHIPS

Shaw "I\'cflr;clsp Project West London Transport DFN Project Whittington Work  Hammersmith
Trust Ac;den?y Search Alliance for London SEARCH Hospital Start & Fulham
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BUILD YOUR VOCATIONAL PROFILE

Helping you to explore “o [of
future pathways Vocational Profile P

Education choices and future planning
tools for young people with SEND



https://pathways.startprofile.com/page/home-page
https://www.westlondoniot.ac.uk/apprenticeships/
https://www.wlc.ac.uk/apprenticeships/
https://apprenticeships.hcuc.ac.uk/apprenticeships/subjects/
https://www.wlc.ac.uk/apprenticeships/
https://www.cnwl.ac.uk/employers/apprenticeships
https://www.wlc.ac.uk/apprenticeships/
https://www.cwc.ac.uk/courses/section/apprenticeships
https://www.wlc.ac.uk/apprenticeships/
https://www.dynamictraining.org.uk/apprenticeships-explained/accessible-apprenticeships/
https://www.wlc.ac.uk/apprenticeships/
https://www.brent.gov.uk/jobs-training-and-skills/employment-and-enterprise-directory/brent-works
https://www.wlc.ac.uk/apprenticeships/
https://www.wlc.ac.uk/apprenticeships/
https://www.westlondon.nhs.uk/careers/education-training-and-development
https://www.wlc.ac.uk/apprenticeships/
https://wla.london/wp-content/uploads/2024/03/The-2024-Supported-Internship-Guide.pdf
https://www.wlc.ac.uk/apprenticeships/
https://www.lbhf.gov.uk/children-and-young-people/family-hub/youth-hub/employment-young-people/supported-internships-programme
https://www.wlc.ac.uk/apprenticeships/
https://tfl.gov.uk/corporate/careers/steps-into-work#:~:text=Steps%20into%20Work%20(SiW)%20is,to%20achieve%20their%20full%20potential
https://www.wlc.ac.uk/apprenticeships/
https://www.dfnprojectsearch.org/dfn-project-search-launch-new-campaign-to-boost-employment-rates-of-young-adults-with-learning-disabilities-or-autism-in-uk/
https://www.wlc.ac.uk/apprenticeships/
https://www.ambitiousaboutautism.org.uk/sites/default/files/supported-internships/supported-internships-intern-fact-sheet-nov-2021.pdf
https://www.wlc.ac.uk/apprenticeships/
https://workstart.me.uk/courses/supported-internships/project-search-supported-internship-epsom-and-st-helier-university-hospitals/
https://www.wlc.ac.uk/apprenticeships/
https://shawtrust.org.uk/supported-internships/
https://www.wlc.ac.uk/apprenticeships/
https://www.mencap.org.uk/advice-and-support/education-skills-and-work/mencap-training-academy
https://www.wlc.ac.uk/apprenticeships/
https://www.chelwest.nhs.uk/your-visit/advice-and-support/learning-disabilities/project-search
https://www.wlc.ac.uk/apprenticeships/
https://actionwestlondon.org.uk
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://thefelixproject.org/help-us/volunteer-london
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.actionforchildren.org.uk/support-us/volunteer-with-us/
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.barnardos.org.uk/get-involved/volunteer
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.handsonlondon.org.uk/volunteer
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://westyouthzone.org/get-involved/volunteer/
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.westlondon.nhs.uk/volunteering
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.lbhf.gov.uk/community/volunteering-community
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://shawtrust.org.uk/west-london-works/
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.westlondon.nhs.uk/our-services/adult/mental-health-services/employment-support-services
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.lbhf.gov.uk/children-and-young-people/family-hub/youth-hub/employment-young-people/how-get-job-if-youre-young-person-send/supported-employment-people-disabilities
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.base-uk.org/home
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.base-uk.org/sites/default/files/news/2022%20West%20London%20Guide%20to%20SIs%20v1%20February%202022.pdf
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.mencap.org.uk/advice-and-support/education-skills-and-work/employ-me
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.haringey.gov.uk/children-and-families/local-offer/preparing-adulthood/getting-job
https://wla.london/a-new-free-service-to-support-young-people-with-send-improve-their-well-being-and-move-into-employment/
https://www.rutc.ac.uk
https://www.uxbridgecollege.ac.uk
https://www.cnwl.ac.uk
https://www.cwc.ac.uk
https://stanmore.ac.uk
https://www.harrow.ac.uk
https://www.barnetsouthgate.ac.uk
https://www.wlc.ac.uk
https://www.west-thames.ac.uk

