
1 - Business Administration 

2 - Customer Service 

3 - Leadership and           

Management 

A - Apprenticeship 

P - Performance Points 

U - UCAS Points 

H  - Higher Education 

W - Workforce Options 

A - Learning and Skills Offer 

Business Administration / 
Customer Service /           

Leadership and                
Management 

 

Progression Map 
 

This progression map details many of the qualifications          
available within this sector but is just a taster of what 

we have to offer. 

Workforce options include: 
- Customer Service Advisor 
- Business Support Officer 
- Receptionist 
- Telesales Operator 
- Junior Sales Executive 
- Team Leader 
- Floor Manager 

Level 2 Diploma in Business             

Administration 

Level 2 Certificate in Principles of 

Business Administration 

Level 3 Business Administrator  
standard 

Level 4 NVQ Diploma in Business                  

Administration 

Level 1 Certificate in           
Customer Service 

Level 2 Customer Service Practitioner 
standard 

Level 3 Customer Service Specialist 
standard 

Level 2 Certificate in Principles             

of Sales 

Level 2 NVQ Certificate in Sales 

Level 3 Certificate in Principles             

of Sales 

Level 3 NVQ Diploma in Sales 

Level 2 Certificate in Principles of 

Team Leading 

Level 2 Diploma in Team Leading 

Level 3 Certificate in Principles of  

Management 

Level 3 Diploma in Management 

Level 4 NVQ diploma in                  

Management 

Level 4 Certificate in Leadership      

and Management 

Level 5 NVQ diploma in             

Management and Leadership 

Level 5 Diploma in Principles   

of Management and Leadership 

Level 2 Diploma in Skills for Business 

(various pathways including           

Enterprise, Finance, HR, ICT, Retail, 

Sales and Marketing ) 

Level 3 Diploma in Skills for Business 

(various pathways including           

Customer Service, Enterprise,         

Finance, HR, ICT, Retail, Sales and  

Marketing ) 

Level 3 Award and Extended Award 

in Higher Level Studies 

Level 3 Applied General Certificate in 

Business and Enterprise 

Level 1 Certificate in Business         
Administration 

Workforce options include: 
• Customer Relationship Manager 
• Personal Assistant 
• Team Leader 
• Secretary 
• Sales Person 
• Telesales Professional 
• Assistant Manager 
• Senior Supervisor 

Workforce options include: 
• Manager 
• Area Manager 
• Business Development Executive 

Workforce options include: 
• Senior Manager 
• Head of Department 
• Director 

Occupational Studies Suite 

from Entry Level - Level 2 

Enterprise Skills Suite   

from Entry Level - Level 2 

V Certs in Business and  

Enterprise 
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Level 6 NVQ diploma in             

Management and Leadership 
A 


