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Foreword
Welcome to the IoS Training Prospectus for 
Technical Certificates and Apprenticeships.

IoS Training are at the cutting edge of aquatic education, 
from running industry leading teaching and coaching 
courses, to providing opportunities for leading 
leisure providers to expand their workforce through 
apprenticeship programmes. Whether you’re looking to 
further your own career prospects, or a way to provide 
your employees with a development opportunity, IoS 
Training have the solution for you. Over the last five years 
we have developed a training portfolio to meet the needs 
of the leisure industry which we will continue to expand 
and adapt to meet the needs of our customers.  

Please take time to read through the prospectus, if you 
have any questions or would like to discuss training 
opportunities available to you, please don’t hesitate to 
contact one of our many dedicated members of staff who 
will be able to offer support and advice in order for you 
to make the right decision.

Spencer Moore 
Head of Innovation and Development
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Introduction
Learners

IoS Training are committed to providing 
individuals with the knowledge and skills 
to equip them for a career in the leisure 
industry. Any one of these certificates or 
apprenticeship programmes will provide you 
with unique opportunities for an exciting, 
fun and rewarding career.  

Working alongside dedicated professionals, you will 
experience all that working in the sport and active leisure 
industry has to offer - and more.

With hard work and dedication, you will find that your 
qualification or apprenticeship is a gateway to achieving 
your greatest dreams and ambitions. Our students and 
apprentices enjoy their success as much as the work it 
takes to achieve it.  

If you’ve got an interest in sport and a desire to work in 
the sport and leisure industry, be it swimming teaching, 
fitness instructor or maybe even a leisure centre manager 
some day, this is the perfect way to gain new qualifications 
and achieve your career aspirations. 

Employers

The face of sport and active leisure is 
changing – these days leisure employers 
don’t just want ‘a swimming teacher’ or 
‘a gym instructor’. What the industry now 
demands is a workforce that has the capacity 
to be multi-skilled and fulfil more than  
one role.

As	well	as	understanding	this,	we	at	IoS	Training	know	
what matters and makes a difference in this business, 
whether that’s financial efficiency, standing out from 
competitors, innovation or community focus.  

Quite often your business success simply boils down  
to getting the best use out of your biggest asset  
– your workforce.

Our range of qualifications and apprenticeship 
programmes are designed to ensure that you have a high 
performing workforce capable of improving the quality, 
availability and diversity of activities on offer to existing 
and potential new participants.  

In particular we work with employer partners like you 
to develop and deliver highly effective apprenticeship 
programmes that provide return on investment and 
business impact for employers and a career pathway  
for apprentices.
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Teaching
The qualifications below aim to provide you with the 
knowledge, skills and understanding of the safe and 
ethical principles for effective teaching practices in 
aquatics.

ASA Level 1 Award in Teaching  
Aquatics (QCF)

As	an	aspiring	teacher,	this	qualification	will	equip	you	
with the knowledge and tools to actively support a more 
senior qualified, experienced teacher of aquatics, at any 
level, in the delivery of pre-prepared sessions.

Comprises	of	seven	units:	

•	 Units	101	–	104	are	common	units,	generic	across	all	
Level	1	Aquatic	Awards.

•	 Units	105	–	107	are	focused	on	the	technical	aspects	 
of the discipline and the delivery of teaching aquatics.

ASA Level 2 Certificate  
in Teaching Aquatics (QCF)

This qualification aims to provide and equip you with  
the skills, knowledge, tools and techniques to effectively 
plan, prepare, deliver, monitor and evaluate aquatic 
teaching sessions.

Comprises	of	eight	units:

•	 Units	201	–	204	are	common	units,	generic	across	all	
Level	2	Aquatic	Awards

•	 Units	205	–	208	are	focused	on	the	technical	aspects	of	
the discipline and its delivery of teaching aquatics

This course leads to a vocational qualification for you to 
learn how to effectively apply your skills, knowledge and 
understanding of teaching aquatics.

Technical Certificates 
Teaching

•	 ASA	Level	1	Award	in	Teaching	Aquatics	(QCF)

•	 ASA	Level	2	Certificate	in	Teaching	Aquatics	(QCF)

Coaching

•	 ASA	Level	1	Award	in	Coaching	Swimming	(QCF)

•	 ASA	Level	2	Certificate	in	Coaching	Swimming	(QCF)

•	 ASA	Level	3	Coaching	Swimming

•	 ASA	Level	1	Award	in	Coaching	Diving	(QCF)

•	 ASA	Level	2	Certificate	in	Coaching	Diving	(QCF)

•	 ASA	Level	3	Coaching	Diving

•	 ASA	Level	1	Award	in	Coaching	Synchronised	 
Swimming	(QCF)

•	 ASA	Level	2	Certificate	in	Coaching	Synchronised	
Swimming	(QCF)

•	 ASA	Level	3	Coaching	Synchronised	Swimming

•	 ASA	Level	1	Award	in	Coaching	Water	Polo	(QCF)

•	 ASA	Level	2	Certificate	in	Coaching	Water	Polo	(QCF)

•	 ASA	Level	3	Coaching	Water	Polo

School based

•	 National	Curriculum	Training	Programme	(NCTP)	
Module	1	&	2

Aqua Fitness

•	 Level	2	Certificate	in	Fitness	Instructing	Aqua	

 •	 Aqua	Jogging	(CPD)

 •	 Aqua	Circuits	(CPD)

Gym Instructor

•	 Level	2	Certificate	in	Fitness	Instructing	(Gym)

The following courses lead to vocational qualifications 
designed to provide you with an introduction to the 
knowledge, skills and understanding of the safe and 
ethical principles for effective teaching and coaching  
of aquatic disciplines.
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Coaching
The qualifications below aim to provide and equip you 
with the skills, knowledge, tools and techniques to 
effectively plan, prepare, deliver, monitor and evaluate 
swimming coaching, diving, synchronised swimming and 
water polo sessions.

ASA Level 1 Award in Coaching 
Swimming (QCF)

Comprises	of	seven	units:

•	 Units	101	–	104	are	common	units,	generic	across	all	
Level	1	Aquatic	Awards.

•	 Units	105	–	107	are	more	focused	on	the	technical	
aspects of the discipline and its delivery, therefore 
Units	105	–	107	for	this	qualification	are	focused	on	the	
technical application of coaching swimming.

ASA Level 2 Certificate in Coaching 
Swimming (QCF)

Comprises	of	eight	units:	

•	 Units	201	–	204	are	common	units	which	are	generic	
across	all	Level	2	Aquatic	Awards.

•	 Units	205	–	208	are	more	focused	on	the	technical	
aspects of the discipline and its delivery, therefore  
Units	205	–	208	for	this	qualification	are	focused	on	 
the technical application of coaching swimming.

ASA Level 3 Coaching Swimming

The	Level	3	Certificate	is	an	all-inclusive	qualification	and	
sits as the third formally assessed qualification on the 
coaching qualifications pathway. 

Units	1	–	6	are	common	units	to	all	of	the	aquatic	coaching	
strands	(aquatic	teaching,	diving,	swimming	coaching,	
synchronised	swimming	and	water	polo)	and	have	a	focus	
on core coaching skills and knowledge. 

It	is	envisaged	that	Units	1	–	6	can	be	delivered	to	all	
coaches who wish to work in the aquatic coaching 
environment.	Units	7	–	11	have	their	focus	on	swimming	
coaching technical knowledge and practical skills. 

ASA Level 1 Award in Coaching Diving 
(QCF)

Comprises	of	seven	units:

•	 Units	101	–	104	are	common	units	which	are	generic	
across	all	Level	1	Aquatic	Awards.

•	 Units	105	–	107	are	more	focused	on	the	technical	
aspects of the discipline and its delivery, therefore 
Units	105	–	107	for	this	qualification	are	focused	on	the	
technical application of coaching diving.

ASA Level 2 Certificate in Coaching 
Diving (QCF)

Comprises	of	eight	units:

•	 Units	201	–	204	are	common	units	which	are	generic	
across	all	Level	2	Aquatic	Awards.

•	 Units	205	–	208	are	more	focused	on	the	technical	
aspects of the discipline and its delivery, therefore 
Units	205	–	208	for	this	qualification	are	focused	on	the	
technical application of coaching diving. 

ASA Level 3 Coaching Diving

The	Level	3	Certificate	is	an	all-inclusive	qualification	and	
sits as the third formally assessed qualification on the 
coaching qualifications pathway. 

Units	1	–	6	are	common	units	to	all	of	the	aquatic	coaching	
strands	(aquatic	teaching,	diving,	swimming	coaching,	
synchronised	swimming	and	water	polo)	and	have	a	focus	
on core coaching skills and knowledge. 

It	is	envisaged	that	Units	1	–	6	can	be	delivered	to	all	
coaches who wish to work in the aquatic coaching 
environment.	Units	7	–	11	have	their	focus	on	diving	
coaching technical knowledge and practical skills.

ASA Level 1 Award in Coaching 
Synchronised Swimming (QCF)

Comprises	of	seven	units:

•	 Units	101	–	104	are	common	units	which	are	generic	
across	all	Level	1	Aquatic	Awards.

•	 Units	105	–	107	are	more	focused	on	the	technical	
aspects of the discipline and its delivery, therefore  
Units	105	–	107	for	this	qualification	are	focused	 
on the technical application of coaching  
synchronised swimming.
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ASA Level 2 Certificate in 
Coaching Synchronised 
Swimming (QCF)

Comprises	of	eight	units:

•	 Units	201	–	204	are	common	units	
which	are	generic	across	all	Level	2	
Aquatic	Awards.

•	 Units	205	–	208	are	more	focused	on	
the technical aspects of the discipline and 
its	delivery,	therefore	Units	205	–	208	for	
this qualification are focused on the technical 
application of coaching synchronised swimming.

ASA Level 3 Coaching Synchronised 
Swimming

The	Level	3	Certificate	is	an	all-inclusive	qualification	and	
sits as the third formally assessed qualification on the 
coaching qualifications pathway. 

Units	1	–	6	are	common	units	to	all	of	the	aquatic	
coaching	strands	(aquatic	teaching,	diving,	swimming	
coaching,	synchronised	swimming	and	water	polo)	and	
have a focus on core coaching skills and knowledge. 

It	is	envisaged	that	Units	1	–	6	can	be	delivered	to	all	
coaches who wish to work in the aquatic coaching 
environment.	Units	7	–	11	have	their	focus	on	
synchronised swimming coaching technical knowledge 
and practical skills.

ASA Level 1 Award in Coaching Water 
Polo (QCF)

Comprises	of	seven	units:

•	 Units	101	–	104	are	common	units	which	are	generic	
across	all	Level	1	Aquatic	Awards.

•	 Units	105	–	107	are	more	focused	on	the	technical	
aspects of the discipline and its delivery, therefore 
Units	105	–	107	for	this	qualification	are	focused	on	the	
technical application of coaching water polo.

ASA Level 2 Certificate in Coaching 
Water Polo (QCF)

Comprises	of	eight	units:

•	 Units	201	–	204	are	common	units	which	are	generic	
across	all	Level	2	Aquatic	Awards.

•	 Units	205	–	208	are	more	focused	on	the	technical	
aspects of the discipline and its delivery, therefore 
Units	205	–	208	for	this	qualification	are	focused	on	the	
technical application of coaching water polo.

ASA Level 3 Coaching Water Polo

The	Level	3	Certificate	is	an	all-inclusive	qualification	and	
sits as the third formally assessed qualification on the 
coaching qualifications pathway. 

Units	1	–	6	are	common	units	to	all	of	the	aquatic	
coaching	strands	(aquatic	teaching,	diving,	swimming	
coaching,	synchronised	swimming	and	water	polo)	and	
have a focus on core coaching skills and knowledge. 

It	is	envisaged	that	Units	1	–	6	can	be	delivered	to	all	
coaches who wish to work in the aquatic coaching 
environment.	Units	7	–	11	have	their	focus	on	water	polo	
coaching technical knowledge.
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School based
National Curriculum Training Programme 
(NCTP) Module 1 & 2

Ideally suited to those involved in delivering swimming 
teaching	for	schools.	The	NCTP	has	been	developed	to	
provide academic teachers with training to ensure school 
children receive the best quality aquatics education.

This qualification is open to anyone working within a 
primary school swimming programme and is recognised by 
the	Department	for	Children,	Schools	and	Families	(DCSF)	
and by the Professional Development Board for Physical 
Education.

Who can attend?

The	Certificate	for	Teaching	School	Swimming	(Key	
stages	1	and	2)	is	open	to	any	person	working	within	a	
primary school swimming programme e.g. school teacher, 
classroom assistant, learning support staff, nursery nurse, 
qualified swimming teacher, parent, other helpers, etc. In 
addition, students involved in initial teacher training may 
also attend.
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Aqua  
Fitness
Level 2 Certificate in Fitness  
Instructing Aqua 

This course provides individuals with 
the skills to deliver safe, effective, 
quality balanced, enjoyable aqua fitness 
programmes. The course is open to 
individuals who are looking to gain this 
new qualification or those gym and exercise 
to music instructors looking to expand their 
knowledge base.  

Continuing	Professional	Development	 
seminars	specific	to	the	Level	2	Certificate	 
in	Fitness	Instructing	Aqua	include:

Aqua	Jogging

For	those	who	enjoy	jogging	but	are	unable	to	undertake	
high-impact	activity,	Aqua	Jogging	includes	many	of	the	
benefits of jogging on dry land, while eliminating the 
impact that can affect joints. Water provides support for 
the body, whilst its resistance and hydrostatic pressure 
increases blood flow throughout, reducing exercise heart 
rates and leading to a highly effective workout.

Aqua	Circuits

For	those	who	prefer	a	more	targeted	workout	without	
the	dance	element,	Aqua	Circuits	are	the	aquatic	
equivalent to circuits in the gym. Based on a range of 
activities and movements, participants

Gym Instructor
Level 2 Certificate in Fitness Instructing 
(Gym)

This	qualification	is	comprised	of	the	following	six	units:	

•	 Unit	1	–	Anatomy	and	physiology	for	exercise	

•	 Unit	2	–	Know	how	to	support	clients	who	take	part	in	
exercise and physical activity 

•	 Unit	3	–	Health,	safety	and	welfare	in	a	fitness	
environment 

•	 Unit	4	–	Principles	of	exercise,	fitness	and	health

•	 Unit	5	–	Planning	gym	based	exercise

•	 Unit	6	–	Instructing	gym	based	exercise

use equipment such as weights and specialised floats and 
move between stations to tone specific muscle groups. 
Workouts often include an element aimed at improving 
aerobic fitness.
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Update your skills
As a professional membership organisation, 
we strongly uphold the principle that all 
teachers and coaches should be qualified 
and embrace the concept of continuing 
professional development (CPD). It’s an 
essential part of the life of a swimming 
teacher or coach.  

It is so important to keep up to date with changes and 
developments and continue to enhance your knowledge 
and skills by attending further training, and of course 
you	can’t	be	ASA	licensed	without	attending	regular	CPD	
seminars.	IoS	Training	offer	a	wide	range	of	CPD	courses.	
To	find	more	information	visit:	www.theiosonline.com, 
within	Teaching	and	Coaching	(CPD	Training	Directory).

IoS Training is expanding – we are developing a wider 
range of courses including Pool Plant Operators and a 
National	Pool	Lifeguard	Qualification.

Technical Certificates and CPD 
Seminars – Next Steps
Step 1

Log	on	to	www.theiosonline.com and follow the online 
instructions to register as an individual.

Click	on	the	‘My	IoS’	button	on	the	home	page	to	start	
creating an account.  Please note the email address you 
provide will be used for communications, some of which 
are automated.  Please ensure you use an email address 
that is accessed on a regular basis.

Step 2

Once registered you will receive an automated email 
with	your	login	details.	Log	in	to	the	site	and	browse	
through the available training courses and seminars.  
You	will	be	provided	with	options	in	the	‘Find	a	course’	
section to suit your requirements for the type of 
course, it’s location and the dates and times it will 
be running.

You will be able to book all the training run by 
the	IoS	including:

•	 Qualifications	leading	to	an	ASA	certificate	in	teaching	
and coaching

•	 Seminars	accredited	by	the	ASA	as	professional	
development

•	 Aquatic	fitness	qualifications	and	development	seminars

Step 3

Once you have made your course selection simply follow 
the online instructions to pay using a debit/credit card.

If you have any questions or queries in relation to courses, 
technical certificates or IoS online please contact  
the IoS Training Team on 01509 640640 or  
iosadmin@swimming.org.
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Apprenticeships are government funded 
work based training programmes designed 
to meet both the needs of employers 
and apprentices alike. They are a proven 
way to train your workforce and make an 
organisation more effective whilst providing 
new employment opportunities and 
development pathways for existing  
staff members.

There are benefits to both the employer and the 
apprentice for taking part in an apprenticeship 
programme.

An	apprenticeship	with	IoS	Training	can	be	a	fast	track	to	
become a swimming teacher, fitness instructor, recreation 
assistant or even a leisure centre manager. 

•	 Earn a salary

•	 Gain	professional,	industry	recognised	qualifications

•	 Learn	job-specific	skills

•	 Gain	valuable	work	experience

Employers find that apprenticeships are the proven 
way to train their workforce and make their 
organisation more effective, productive and 
competitive by addressing skills  
gaps directly. 

Over	130,000	companies	offer	apprentice	places	because	
they	understand	the	benefits:	

•	 A	cost	effective	way	to	recruit	and	train	new	 
staff, leading to lower overall training and  
recruitment costs

•	 Deliver real returns to your bottom line, with 
apprenticeships helping the organisation to improve 
productivity and be more competitive

•	 Apprentices	receive	relevant	and	up	to	date	training	
therefore can have immediate effect and contribution 
to your organisation 

•	 Fill	skills	gaps	within	your	workforce	with	training	
designed around your business needs and provide the 
specialist skills you need to keep pace in your sector 

•	 Eager, motivated, flexible individuals who are loyal, 
committed and competent

IoS Training  
Apprenticeships

  11
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Intermediate Apprenticeship  
in Coaching Learn to Swim
This apprenticeship programme is designed 
for those individuals wishing to pursue 
a career in the leisure industry through a 
teaching route. It represents a significant 
culture shift by delivering much more than 
just coach education and creating teachers 
and coaches who can promote learning 
through ownership, awareness  
and responsibility.

This apprenticeship programme is entirely work based 
and work related and is designed to develop the coach or 
teacher and offers the opportunity to support learners to 
develop into qualified swimming teachers. 

The swimming programme gives you a wide range of 
knowledge and experience and most importantly the 
qualifications to help you develop a career within the 
leisure industry.

Qualifications gained during this apprenticeship include:

Intermediate	NVQ	qualification:

Level	2	NVQ	Diploma	in	Coaching	Learn	to	Swim	(QCF)

Technical	Certificates:

ASA	Level	1	Teaching	Aquatics	(QCF)

ASA	Level	2	Teaching	Aquatics	(QCF)

Functional	Skills:

•	 Level	1	–	Literacy	

•	 Level	1	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are:

•	 Assistant	Swimming	Teacher

•	 Swimming Teacher

•	 Swimming	Coordinator

•	 Recreation	Assistant
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Intermediate 
Instructing 
Exercise and 
Fitness
This apprenticeship is designed for 
individuals who are already employed 
in the fitness industry and who want to 
further develop their knowledge and skills, 
for those who want a change in career, 
or for those who want to pursue a career 
within the leisure and fitness industry.  It 
is suitable for those who wish to train as a 
Gym Instructor, Exercise to Music Instructor 
or Aqua Instructor, with the apprenticeship 
being entirely work related and work based.

This qualification provides the knowledge and skills to 
enable learners to plan, deliver and evaluate safe and 
effective sessions. This qualification will provide entry 
onto	the	Register	of	Exercise	Professionals	at	Level	2	and	
can be achieved in the context of gym, exercise to music 
and water based exercise.

Qualifications gained during this apprenticeship include:

Intermediate	NVQ	qualification:

Level	2	NVQ	Diploma	in	Instructing	Exercise	and	Fitness	
(QCF)	is	delivered	and	assessed	in	one	of	the	pathways	
outlined	below:

•	 Gym	Instructor:	being	responsible	for	the	maintenance	
of the gym, developing session plans and delivering 
sessions for members. It may also include reception 
duties and increasing membership sales.

•	 Exercise	Instructor:	working	with	children	and	adults,	
preparing, delivering and evaluating exercise sessions, 
such as aerobics, step aerobics, circuit training and  
aqua aerobics.

•	 Aqua	Instructor:	provides	gym	and	exercise	 
instructors with the skills to deliver safe, effective, 
quality balanced, enjoyable aqua programmes and  
to evaluate the effectiveness of an aqua exercise  
to music group session.

Technical	Certificate:	

Level	2	Certificate	in	Fitness	Instructing	(QCF)

Optional	pathways:

•	 Gym	Instructor	–	some	experience	of	gym	based	
exercises, including free weights, is recommended.

•	 Exercise	to	Music	Instructor	–	exercise	to	music	
pathway – experience of studio based exercise classes is 
recommended.

•	 Aqua	Instructor	–	experience	of	water	based	exercise	
classes is highly recommended.

Functional	Skills:

•	 Level	1	–	Literacy	

•	 Level	1	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are:

•	 Gym	Instructor

•	 Exercise	to	Music	Instructor

•	 Aqua	Instructor

•	 Fitness	Coordinator

Progression opportunities after completing  
this apprenticeship:

•	 Advanced	Apprenticeship	in	Advanced	Fitness



14

Intermediate Apprenticeship  
in Activity Leadership
This apprenticeship is designed for 
individuals wishing to gain a broad but solid 
foundation allowing them to follow a career 
in the active leisure sector as fitness leaders, 
coaches and activity leaders.

This apprenticeship programme offers the opportunity 
for learners to be able to lead fun and enjoyable group 
activity sessions in a safe and effective manner. This is a 
popular choice for learners looking to establish a solid 
foundation in the leisure industry.

If you want excellent job prospects in coaching and the 
leisure industry this programme is a great starting place.

Qualifications gained during this apprenticeship include:

Intermediate	NVQ	qualification:

Level	2	NVQ	Certificate	in	Activity	Leadership	(QCF)	 
is delivered and assessed in one of the pathways  
outlined	below:

Pathway 1:	Leadership	–	this	apprenticeship	prepares	the	
learner	for	roles	such	as	Community	Sports	Coach	and	
Activity	Leader.		The	learner	will	be	able	to	plan,	prepare,	
deliver and evaluate the coaching programme to develop 
the participants of the given sport.

Pathway 2:	Coaching	–	this	apprenticeship	prepares	the	
learner	for	the	role	of	a	Community	Sports	Coach	across	a	
range of various sporting and aquatic disciplines. 

Pathway 3: Outdoors – this apprenticeship prepares the 
learner	for	roles	such	as	Activity	Leader	and	Outdoor	
Instructor. The learner will be able to prepare, lead, 
conclude and review appropriate outdoor activity sessions 
in a safe and engaging manner for a range of participants.

Technical	Certificates:	

Level	2	Certificate	in	Outdoor	Activity	Leadership

UKCC	Level	2	Certificate	in	Coaching	(Sport)

Level	2	Certificate	in	Fitness	Instructing

Functional	Skills:

•	 Level	1	–	Literacy	

•	 Level	1	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme include:

•	 Sports	Instructor/Coach

•	 Activity	Leader

Progression opportunities after completing this 
apprenticeship:

•	 Advanced	Apprenticeship

•	 Full	time	employment
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Intermediate Apprenticeship  
in Active Leisure, Learning and  
Well-being Operational Services  
(L2OPS)

This is a competence based qualification that 
provides learners with an opportunity to be 
assessed over a period of time, on both the 
practical and theoretical aspects of working 
in a sport and active leisure environment. 
The qualification is ideal for those new 
to working in a sport and active leisure 
facility, or looking to gain qualifications and 
recognition for work experience.

Qualifications gained during this apprenticeship include:

Intermediate	NVQ	qualification:

Level	2	NVQ	in	Active	Leisure,	Learning,	Wellbeing	
Operational	Services	(QCF)

Technical	Certificate:	

Level	2	Certificate	in	Leisure	Operations	(QCF)

Functional	Skills:

•	 Level	1	–	Literacy	

•	 Level	1	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are:

•	 Recreation	Assistant

•	 Outdoor	Activity	Assistant

Progression opportunities after completing  
this apprenticeship:

•	 Level	3	NVQ	Certificate	in	Leisure	Management		

•	 Leisure	Management

Intermediate Apprenticeship  
in Business Administration
This apprenticeship is designed to develop 
your business and administration skills 
within the workplace. This is an ideal 
programme for administration staff that are 
looking to gain a better understanding of 
the industry in which they are working.

The apprenticeship administrators handle the day-to-day 
tasks in an office and make sure things run smoothly, 
by	organising	people	and	resources.	As	a	business	and	
administration apprentice, your exact duties will depend 
on your employer. 

It’s likely that you’ll be working with a team or member 
of staff to handle various tasks, such as typing up board 
meeting documents, putting financial information 
together in spreadsheets, sending the daily post, or faxing 
and photocopying confidential documents.

Qualifications gained during this apprenticeship include:

Intermediate	NVQ	qualification:

Level	2	NVQ	Certificate	in	Business	and	 
Administration	(QCF)

Technical	Certificate:	

Level	2	Certificate	in	Principles	of	Business	 
Administration	(QCF)

Functional	Skills:

•	 Level	1	–	Literacy		

•	 Level	1	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are:

•	 Administrator	in	a	Leisure	Centre

•	 Business Support Officer 

•	 Receptionist 

Progression opportunities after completing  
this apprenticeship:

•	 Advanced	Apprenticeship	NVQ	Business	Administration

•	 Administration	Officer

•	 Administrator	Team	Leader	
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Intermediate Apprenticeship  
in Customer Services
This apprenticeship teaches you the skills 
to provide exemplary customer service on 
a daily basis. These skills can be transferred 
to many job roles across the sport and 
recreation sector. 

It’s one of those useful skills that’s found all over the 
place and covers all the extras that make a customer’s 
experience better. 

As	a	customer	service	apprentice,	you’ll	probably	work	
at the front end of an employer’s business activities 
and regularly assist customers. Duties will vary between 
sectors, but in most cases you’ll be making sure that 
customers are dealt with in a positive, reliable and 
pleasant way – whether that’s by offering advice, 
answering	questions	or	handling	complaints.	Completing	
this apprenticeship is a way of providing evidence of 
skills that will serve you well in virtually any industry – so 
it’s a very good way to move forward, even if you’re still 
undecided about your future career.

Qualifications gained during this apprenticeship include:

Intermediate	NVQ	qualification:

Level	2	NVQ	Certificate	in	Customer	Services	(QCF)

Technical	Certificate:	

Level	2	Certificate	in	Customer	Service	(QCF)

Functional	Skills:

•	 Level	1	–	Literacy

•	 Level	1	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are:

•	 Customer	Service	Assistant

•	 Customer	Service	Administrator	

Progression opportunities after completing  
this apprenticeship:

•	 Advanced	Apprenticeship	NVQ	Business	Administration	

•	 Leisure	Recreation	Assistant

Advanced Apprenticeship  
in Business Administration
This advanced apprenticeship is a 
progression from the Intermediate 
Apprenticeship in Business Administration. 
This apprenticeship will enhance your 
knowledge and understanding of business 
administration in the workplace which will 
help develop your career in the industry.

As	with	the	intermediate	apprenticeship,	your	exact	
duties during this apprenticeship will depend upon 
your employer. Similar duties to the intermediate 
apprenticeship can be expected, but with the aim of 
progressing along your chosen career pathway.

It’s likely that you’ll be working with a team or member 
of staff to handle various tasks. You may be typing up 
board meeting documents, putting financial information 
together in spreadsheets and photocopying confidential 
documents. This sort of work requires a strong sense of 
responsibility, accuracy and attention to detail. 

One of the great things about business administration is 
that you can work almost anywhere.

Qualifications gained during this apprenticeship include:

Intermediate	NVQ	qualification:

Level	2	NVQ	Diploma	in	Business	and	Administration	(QCF)

Technical	Certificate:	

Level	3	Certificate	in	Principles	of	Business	 
Administration	(QCF)

Functional	Skills:

•	 Level	2	–	Literacy	

•	 Level	2	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are:

•	 Administration	Officer	

•	 Administration	Team	Leader	

•	Office Supervisor 

•	 Personal	Assistant	

Progression opportunities after completing  
this apprenticeship:

•	 Office	Manager

•	 Team	Leader

•	 Centre	Manager
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Advanced Apprenticeship  
in Advanced Fitness
This advanced apprenticeship is suitable for 
those who already work in the health and 
fitness industry and wish to continue their 
development. 

The apprenticeship effectively underpins the role of a 
qualified personal trainer and enables the learner to 
prove competence in the workplace. The qualification will 
enable you to work as a personal trainer whilst gaining 
valuable work experience, allowing you to prepare, 
deliver and evaluate training programmes for a wide 
variety of clients ranging from adults on an individual 
basis, catering for a range of older adults to athletes 
wanting to train for a specific sporting activity.

You will learn more detail around different training 
techniques	and	anatomy	to	a	level	3	standard,	along	with	
the skills and techniques to give your clients support and 
motivation when it is needed.

Qualifications gained during this apprenticeship include:

Advanced	NVQ	qualification:

Level	3	NVQ	Diploma	in	Personal	Training	(QCF)

Technical	Certificate:	

Level	3	Certificate	in	Personal	Training	(QCF)

Functional	Skills:

•	 Level	2	–	Literacy	

•	 Level	2	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are:

•	 Fitness	Instructor	

•	 Personal Trainer 

•	 Senior Instructor

•	 Fitness	Supervisor

Progression opportunities after completing  
this apprenticeship: 

•	 Advanced	Fitness	Instructor

•	 Personal Trainer
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Advanced Apprenticeship in 
Leisure Management
This advanced apprenticeship is designed 
to provide learners with the underpinning 
knowledge and skills required to work as a 
duty, general or centre manager in the sport 
and recreation industry.

The leisure management qualification will give you the 
skills, knowledge and competencies required to manage 
and maintain the area that you are responsible for. 
This qualification will provide you with the knowledge 
not only to manage the health and safety of staff 
and customers but also managing the allocation and 
supervision of staff to provide the highest standard  
of service. 

Qualifications gained during this apprenticeship include:

Advanced	NVQ	qualification:

Level	3	NVQ	in	Leisure	Management	(QCF)

Technical	Certificate:	

Level	3	Certificate	in	Leisure	Management	(QCF)

Functional	Skills:

•	 Level	2	–	Literacy	

•	 Level	2	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are:

•	 Duty	Manager

•	 General	Manager	

•	 Supervisor

•	 Sports	Centre	Manager	

Progression opportunities after completing  
this apprenticeship: 

•	 Centre	Manager

•	 Regional	Manager

Advanced Apprenticeship  
in Sports Development
This advanced apprenticeship is designed 
to provide learners with a pathway into 
professional sports development. This 
programme will provide you with the 
knowledge to successfully organise projects, 
programmes and training for a range  
of people.

As	mentioned	above,	the	work	involved	within	a	sports	
development apprenticeship is both challenging and 
varied.	General	duties	of	this	role	will	include	the	
development of community and performance sport 
alongside increasing the provision of physical activity to 
particular target groups.

Qualifications gained during this apprenticeship include:

Advanced	NVQ	qualification:

Level	3	NVQ	Diploma	in	Sports	Development	(QCF)

Technical	Certificate:	

Level	3	Certificate	in	Managing	Sports	Volunteers	(QCF)

Functional	Skills:

•	 Level	2	–	Literacy	

•	 Level	2	–	Numeracy	

The types of jobs associated with this apprenticeship 
programme are working in a range of sports development 
roles within organisations such as:

•	 Local	authorities

•	 Leisure	centres

•	 Private gyms

•	 Sports clubs

Progression opportunities after completing  
this apprenticeship: 

•	 Sports Development Officer

•	 Community	Leader/Coach
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Apprenticeships – Next Steps
If you’re looking into offering apprenticeships to your 
employees or considering applying for an apprenticeship 
opportunity, there are a few things that you’ll need to 
check. To be eligible for any apprenticeship programme 
learners	must:

•	 Be	aged	16	years	or	over

•	 NOT	be	in	full	time	education

•	 NOT	hold	a	degree	qualification

•	 NOT	hold	a	HND	qualification

Mandatory units for all apprenticeships

It is mandatory for all apprenticeships that apprentices 
undertake the relevant level award in Employment 
Awareness	in	the	Active	Leisure	and	Learning	sector.	

This is a qualification which provides apprentices 
with knowledge and understanding of rights and 
responsibilities, as well as how to read a contract of 
employment and work out their own tax and national 
insurance contributions. Depending upon the level of 
apprenticeship,	apprentices	will	undertake	either	a	Level	2	
or	3	in	this	award.

How long will it take to complete  
an apprenticeship?

Depending upon the level of the apprenticeship 
programme being undertaken, the timeframes will differ.  
An	Intermediate	Apprenticeship	will	take	12	months	to	
complete	whilst	an	Advanced	Apprenticeship	programme	
will	take	between	18	and	24	months.

Scan here and view our vacancies 
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