Level 1 Workplace Skills & Business Essentials (C&G 4418-01 Level 1 Certificate in Business and Administration – 500/7665/6)
"Build confidence, develop workplace skills and prepare for your next step into employment, further study or apprenticeships."
This programme is designed to help learners develop the essential skills, behaviours and confidence required for success in education, employment and everyday life. Learners will gain an understanding of how businesses operate whilst developing communication, organisation, teamwork and personal effectiveness skills that employers value.
The programme places a strong emphasis on workplace readiness, helping learners develop professional behaviours, organisational skills and personal responsibility whilst building confidence in their own abilities and future career aspirations.
Throughout the course, learners will study:
· Professional behaviour and expectations in a business environment.
· The role of administration and support functions within organisations.
· Creating and presenting professional business documents.
· Handling workplace communications and business correspondence.
· Personal development, confidence building and self-reflection.
· Setting goals and planning for future progression.
· Understanding individual rights and responsibilities.
· Developing organisation, communication and employability skills.
The qualification supports learners to become more independent, resilient and prepared for progression into further learning, apprenticeships or employment.
Assessment
Assessment is completed through a portfolio of evidence rather than formal examinations.
Learners will complete a range of practical activities, projects, assignments, discussions and workplace-based tasks that demonstrate their understanding and application of business and employability skills. Evidence may include written work, presentations, observations, professional discussions and reflective accounts.
All assessment is internally assessed and quality assured in line with City & Guilds requirements.


Progression Opportunities
Successful completion of this qualification can lead to:
· Level 2 Digital Business & Customer Experience
· Customer Service qualifications
· Business Administration qualifications
· Apprenticeships
· Retail and Customer Service roles
· Reception and Front-of-House positions
· Administrative Support roles
· Supported Internships
· Further education and training opportunities
This course is ideal for learners who want to build confidence, develop workplace skills and prepare for a successful transition into further learning or employment.

Proposed Unit Structure – Workplace Skills & Business Essentials (Level 1)
	Unit No.
	Unit Title
	Credits
	GLH
	Category

	003
	Professional Behaviour in an Office Environment
	2
	20
	Workplace Skills

	101
	Working in Business and Administration
	3
	30
	Business Skills

	102
	Creating Business Documents
	3
	30
	Digital & Communication Skills

	105
	Handling Mail
	2
	20
	Business Communication

	106
	Developing Self
	2
	20
	Personal Development

	107
	Individual Rights and Responsibilities
	1
	10
	Personal Development

	109
	Working Towards Goals
	2
	20
	Personal Development

	Total
	
	15 Credits
	150 GLH
	





ROC Alignment
	ROC Requirement
	Requirement
	Selected Units
	Achieved

	Level 1 Business & Administration Units
	Minimum 7 credits from Units 101-105
	101 (3), 102 (3), 105 (2)
	8 Credits ✓

	Additional Credits
	Remaining credits from approved units
	003 (2), 106 (2), 107 (1), 109 (2)
	7 Credits ✓

	Overall Credits
	Minimum 13 credits
	Total 15 credits
	✓



Curriculum Rationale
This pathway has been deliberately designed to move away from a traditional "Business Administration" programme and instead focus on Workplace Readiness, Personal Development and Essential Business Skills.
Approximately:
· 47% of credits are focused on core Business and Administration skills.
· 33% of credits are focused on Personal Development and Preparation for Adulthood.
· 20% of credits are focused on Professional Behaviour and Workplace Expectations.
The curriculum reflects the needs of many Barnardo's ETS learners who require additional support to develop confidence, employability skills, resilience and workplace behaviours before progressing to higher-level qualifications, apprenticeships or employment.
The programme provides an engaging foundation year that develops both vocational and personal skills whilst creating a natural progression route into the Level 2 Digital Business & Customer Experience programme. By combining business knowledge with personal development and employability skills, the qualification offers a broader and more accessible pathway into employment and further learning than a traditional administration-only programme
