OJuice

Talent Development

Business Administrator
Development Programme

‘5

E \ s FranklmCov PARTNER

entlceshlp
Training

AT A2A Qualifications &‘-’:)3 ‘h GOV.UK
Education & Skills " —

=SS Good
Provider




(\Juice

Talent Development

About Us

Juice Talent Development Limited

As a Government approved independent training provider, Juice Talent Development
offers apprenticeship qualifications to employers of various sizes and across multiple
sectors. Our highly experienced team has successfully provided apprenticeships and
qualifications to a wide array of employers in diverse industries, and strongly believe in
contributing to business growth. Our focus is on assisting employers in creating bespoke
apprenticeship programmes, that align effectively with their organisation's needs and
values, ensuring an optimised return on investment.

Juice at a glance

¢ Rated “Good” by Ofsted in August 2022

e Rated as ‘Excellent’ by employers on the Government’s Find Apprenticeship Training
website, based on 107 independent reviews (February 2024)

e Currently have 3,000+ learners who are enjoying Juice’s development resources

* Provide national coverage

Did you know?

* Government funded training is available to almost every type of brusiness

* The programmes are available to new AND existing staff =
0O QO, H -



https://juicetalentdevelopment.com/contact
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What is involved?

The Juice Business Administrator programme is built on a tried and tested training platform and aims
at challenging the learner to maximise their potential by improving ability, and skillset, to drive
business success. Specifically, we focus on the development of skills, knowledge and behaviours
across a broad range of responsibilities typical of a business administrator.

The programme will be delivered through:
* An online learning platform
* |nteractive online masterclasses
e Reading and research
e Personalised one-to-one coaching sessions

We are looking for delegates who can demonstrate a passion and commitment to participating in the
programme and to achieving the right standards.

Learner requirements throughout the programme:

e To attend an online meeting with a dedicated business administrator development mentor on a
one-to-one basis every four weeks.

e Use a variety of learning methods including self-study, e-learning, coaching and on-the-job
training to develop your skills.

» Build a portfolio of evidence to demonstrate knowledge, skills, and behaviours that have been
learnt.

e Commit to developing business administration skills throughout the programme.

e Prepare for, and attend an End Point Assessment.

What should | know:

e The programme is funded by the Education and Skills Funding Agency using money collected
from your employer under the Apprenticeship Levy scheme.
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Course Content

The Juice Business Administrator Development Programme

During our 12-month programme, we will guide the learner through a well-planned curriculum
that will progressively build knowledge, skills and behaviours and encourage development in the
following subjects:

Build Skills in: Gain Knowledge of: Understand Key Behaviours in:
¢ Record & document production ¢ Value of personal skills ¢ Professionalism

¢ Decision making o Stakeholders ¢ Personal qualities

¢ Interpersonal skills e Relevant legislation e Managing performance

e Communications e Policies e Adaptability

e Quality e Business fundamentals e Responsibility

¢ Planning & organisation * Processes

¢ Project management e External environment factors

Franklin Covey

In addition to our standard programme, we have partnered with global talent development
providers Franklin Covey to offer each learner a more comprehensive learning experience,
encompassing both personal and professional development. As part of this partnership, each
learner will gain access to Franklin Covey's online learning portal along with the following
resources:

[ Franklin Covey’s 360 Diagnostic \
A powerful tool to help learners understand the value they bring to their
colleagues and areas where they may decide they want to improve. Your learners
get to choose what to do with this information and, with support of their mentor,
they will have the opportunity to navigate the process to uncover their most
impactful opportunities.

Franklin Covey’s The 7 Habits of Highly Effective People
Renowned as the world’s premier personal development solution, this three-part
certificated webinar aligns timeless principles of effectiveness with modern
he cc  learners sustain lasting success by
: 'ngaging & collaborating with others,
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Interactive Online Masterclasses

Mandatory one-hour webinars:

Cultivating Success: Navigating Organisational Structure and Culture
[ Navigate the complexities of organisational structure and culture to cultivate success
and drive positive change within your company.

Report and Reveal: Uncovering Stories Through Data Analysis

o)

) Unlock the stories hidden within data through analytical techniques that reveal insights,
= supporting evidence-based decision making.

5 Project Management Unveiled: A Business Administrator's Toolkit

) Dive into the essential project management tools and methodologies that every business
administrator needs to master, ensuring successful project outcomes from conception to
completion.

Receive Exclusive Access to our optional online webinars, covering a wide range of
learning opportunities

( ) ) Shine in the Workplace: Navigating Pressures at Work: \
Professionalism o the pillars of professionalism Stress-less  piscover techniques to manage
Unpacked that can help performance in any Success workplace stress, maintain well-being,

T workplace environment, focusing on T and foster a healthy work-life balance

behaviours & mindsets that lead to for sustained success.

success.
. Elevate Your Communication Game: Celebrating Diversity and Inclusivity:

Effective Master the art of communication with One Tea.m, Understand the value of diversity and

Exchange strategies designed to improve clarity, Many Voices Lo to cultivate an inclusive
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What happens now?

It is time for you to express your interest in our programmes.
We are happy to clarify any points and answer any questions you may have.

(We run regular information webinars for potential learners and their \
managers, where we provide additional information to help them decide
if the programme is suitable. If you would like to arrange attendance,
please let us know.

If you decide to enrol any learners, we will commence an onboarding
process that will take you through a range of steps required by the
funding agency. These include collecting some personal data from
learners, asking for proof of their ID, asking them to take some brief
initial assessments in English and maths, and providing copies of existing
English and maths qualific

oo

New programmes start at the
beginning of each month

CONTACT US



https://juicetalentdevelopment.com/contact
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