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Why carry on learning 	
after leaving school?
Well, you will have more choice about what job you want to do, 
so you’re more likely to enjoy it – AND better qualifications give 
you a chance to earn more money! 

Some people don’t continue with qualifications after 16 because 
they want a job and to earn money quickly. But although they 
do earn a wage, they can get stuck in a rut doing unskilled jobs 
with little hope of earning more as they get older.

Gaining good qualifications will help you to: 

Move on to your next stage of learning•	

Broaden your career choices•	

Get a better-paid and more interesting job in the long term•	

Be more in control of your life•	

Become interested in learning new things throughout 		•	
your life

How to afford it
You might think you can’t afford to continue with your education. 
Take a look at the Education Maintenance Allowance, which 
could see you getting money to help you continue. Visit this 
weblink http://ema.direct.gov.uk

Or you could ‘earn and learn’ with an Apprenticeship or NVQ!
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Routes into business 
administration and finance...
Level 1 
(same level as GCSE Grades D-G)

Level 1 qualifications give you basic knowledge and skills 	
and the ability to apply learning with guidance or supervision. 	
The new Diploma is available at level 1 – and is called a 
Foundation Diploma. It is equivalent to five GCSEs at 	 	
grades D-G.  

Level 2 
(same level as GCSE Grades A*-C)

In schools, the most popular qualification is the GCSE (General 
Certificate of Secondary Education). A GCSE pass is graded 
A*-C and is a Level 2 qualification. Every career is different, so 
look at the ‘Career Examples’ page and find out what you will 
need to start yours.

There are many ways to get into business administration 
or finance, depending upon what you want to do, and your 
qualifications. You will need at least four GCSEs at grades 
A*-C including Maths and English OR a First Diploma at Level 
2 in a related subject. Soon some schools and colleges will be 
offering a new qualification called a Higher Diploma (a different 
qualification to a First Diploma) which is equivalent to seven 
GCSEs at grades A*-C. 

There are also Young Apprenticeships – the Young 
Apprenticeship programme allows 14 to 16-year-olds to take 
work-related qualifications in a range of industry sectors. 
Under the scheme you can spend up to two days a week gaining 
experience in the workplace or in college. And it can help you 
move on into a full Apprenticeship after 16. 

For further information on Young Apprenticeships, ask at 	
your school.
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Apprenticeships
Once you have the qualifications you need to specialise in the 
career of your choice, you can either go to college full-time, 
or get an Apprenticeship or an NVQ at Level 2 in a related 
subject and train part-time at college or with a training provider. 
Apprentices work and learn on the job, building up knowledge 
and skills, gaining qualifications and earning money all at the 
same time.

For more information on Apprenticeships:
Check out Business Administration, Finance or Accountancy 
Apprenticeships at www.apprenticeships.org.uk
>	Click on ‘Apprenticeships on Offer’
>	Click on ‘List of Apprenticeships’
>	Click on ‘Administration and Professional’ or ‘Finance, 
Insurance or Real Estate’

>	Check other Apprenticeships listed – you might be surprised 
at the choice available.
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Other sources of information
www.breakinto.bi•	 z Business Administration 

www.fssc.org.u•	 k Financial Services

www.lgcareers.co•	 m Local Government

www.nsafs.co.u•	 k National Skills Academy for 	 	
Financial Services
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Good luck 
with your career!
We do our best to check that this information is up to date. 
It was last checked in Autumn 2008. To be certain, make sure 
you ask questions before making any decisions on your future.
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