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Role: 
L3 Business Administrator Apprentice 
Date:
2026
Elevating Education, Everywhere

[bookmark: _Toc164676538][bookmark: _Toc164844641]Job Description: 
Title: L3 Business Administrator Apprentice
Department: Central team. 
Location: Remote UK or Bristol area with occasional UK travel required. 
Job title: L3 Business Administrator Apprentice
Duration: two years. 
Business Unit: UK Projects 
Salary: £20,300

About Etio
Etio is a global education company, operating predominantly in the UK, US, and Middle East. We work with governments to deliver major education transformation at scale. In the UK, Etio is a strategic delivery partner to the Department, running several major projects. 

Role Overview
Etio is recruiting Level 3 Business Administrator Apprentice, to provide effective administrative and operational support across the organisation, helping teams to work efficiently and deliver high-quality services. The apprentice will develop a broad range of business, communication and organisational skills while gaining practical experience in areas such as administration, customer service, project support, data management, and stakeholder engagement.
Working alongside colleagues across different teams, the apprentice will support day-to-day business activities, maintain accurate records, coordinate meetings and events, and contribute to continuous improvement initiatives. With particular focus on two of Etio’s new projects on Anti-bulling and Behaviour Toolkit, and Subject Matter Experts for Early Years Leads.

Key Responsibilities

Administrative Support
•Provide general administrative support to teams and managers.
•Manage diaries, schedule meetings, and coordinate appointments.
•Prepare agendas, take meeting notes, and distribute actions.
•Maintain digital data repositories and systems. 
•Process correspondence, emails, reports, and other business documents.

Communication and Stakeholder Management
•Respond professionally to internal and external enquiries.
•Build positive relationships with colleagues, customers, and partners.
•Support communications through digital platforms.
•Draft and proofread documents, presentations, and reports.

Data and Information Management
•Maintain accurate records and databases.
•Collate, analyse, and present information using spreadsheets and reporting tools.
•Ensure data is handled in accordance with GDPR and organisational policies.
•Monitor and update management information systems.

Project and Event Support
•Assist with planning and coordinating projects and events.
•Track actions, deadlines, and progress against agreed objectives.
•Support the preparation of project documentation and reports.

Continuous Improvement
•Identify opportunities to improve administrative processes.
•Support the implementation of new systems and ways of working.
•Contribute ideas to improve efficiency, service quality, and customer experience.
•Take ownership of personal learning and apprenticeship development activities.

Compliance and Professional Standards
•Follow organisational policies and procedures.
•Maintain confidentiality and handle sensitive information appropriately.
•Demonstrate professionalism and a positive attitude at all times.
•Work in line with health and safety and equality, diversity, and inclusion requirements.

Knowledge, Skills and Behaviours

Essential Skills
•Good written and verbal communication skills.
•Good organisational and time-management abilities.
•Attention to detail and accuracy.
•Ability to prioritise workload and meet deadlines.
•Competent IT skills, including Microsoft Office applications (Word, Excel, Outlook, PowerPoint and Teams).
•Ability to work independently and as part of a team.
•Problem-solving and analytical thinking skills.
•Customer service and stakeholder engagement skills.

Personal Attributes
•Professional and reliable.
•Eager to learn and develop new skills.
•Positive and proactive approach to work.
•Adaptable and willing to support different teams.
•Strong work ethic and commitment to delivering high-quality work.
•Confident communicator with excellent interpersonal skills.

Desirable Skills and Experience
•Experience using Microsoft 365 applications.

Essential qualifications
•GCSE English and Maths.

Typical Outcomes of the Apprenticeship
By the end of the apprenticeship, the individual will be able to:
•Manage administrative processes efficiently.
•Communicate effectively with a range of stakeholders.
•Produce accurate business documents and reports.
•Support projects and operational activities.
•Use digital technologies to improve productivity.
•Demonstrate the professional behaviours expected of a Business Administrator.

This role provides an excellent foundation for future careers in administration, operations, project support, executive assistance, business support, and management.

Compensation Structure
•Remote working. 
•CPD certifications. 
•Potential pathways to full-time employment. 

Etio are committed to creating an inclusive environment for all employees. We welcome applications from all groups, particularly those underrepresented in the workforce. Note to all applicants - Etio reserve the right to close an advertisement to applications ahead of the advertised closure date. For this reason, shortlisting may take place prior to the closing date on some occasions. Therefore, please do not hesitate to apply early
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