
Medical  
Administration

Apprenticeship Programme (framework)

Advanced (Level 3)

The apprenticeship comprises of:
• Level 3 Diploma in medical administration 

• Functional skills maths (Level 2) * exempt subject 
to GCSE A-C previously achieved

• Functional skills English (Level 2) * exempt subject 
to GCSE A-C previously achieved

• Functional skills ICT (Level 2) * exempt subject to 
GCSE A-C previously achieved

• Employer rights and responsibilitiesJob Roles
Medical Secretary.

The apprenticeship in medical administration is for 
people who want to work in administrative support 
roles in public or private sector organisations, or 
people who want to improve their administrative 
and supervisory skills. This programme will 
prepare the learner to work in the field of medical 
administration, learning skills in medical terminology 
and data protection. 
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Initial assessment
Initial assessment must be used to ensure that 
applicants have a fair opportunity to demonstrate their 
ability. Learning programmes can then be tailored 
to meet a range of abilities and to recognise prior 
knowledge and experience.

Completion times
Completion times range from generally 12 months for an Intermediate level to 18 months for an Advanced level. 
However, these times can vary depending on the skills, experience and the progress of the apprentice.

Progression
Level 3 apprentices, with support and opportunities in the workplace, can progress onto: the Level 4 higher 
apprenticeship in business & professional administration, further or higher education to undertake business related or 
other qualifications, or with additional training.

Advanced apprentices may be able to progress in their careers to roles including medical practice manager, senior 
medical secretary, office manager or a wide range of managerial roles within business administration.

Assessment
Apprenticeships are a mixture of skills assessment 
and the delivery of new skills and knowledge. 
Assessment is done at the workplace whilst the 
apprentice performs their job using a range of 
methods which include portfolio building, professional 
discussion and direct observations by an assessor.
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