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Financial Services Administrator 
Sector: Financial Services • Level: 3 • Duration: 12-18 Months  
Funding Band: 10 • Maximum Funding: £12,000  
Introduction 
The Financial Advice market consists of about 19,000 SME businesses split approximately 75% financial advice, 
25% mortgage advice. These SME businesses are supported by ‘umbrella’ network organisations which provide a 
range of support services, including in technology, compliance, technical and consultancy. Due to recent changes, 
more administrative support is required by firms in order to provide an efficient, high quality and compliant 
service to their clients. The Financial Administrator standard responds to this demand whilst also providing an 
ideal entry point for a career in the sector, with progression routes leading to a number of roles with full 
professional qualifications. 

Entry requirements 
Individual employers set selection criteria for their Apprentices. Most candidates will have Level 2 English and  
maths, ideally as part of five GCSE A-C grades. Other relevant or prior experience may also be considered as an 
alternative. Employers who recruit candidates without English or maths at Grade C or above must ensure that the 
candidate achieves this standard prior to the completion of the Apprenticeship. 
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NOCN Apprentice Assessment Services 

Independent End Point Assessment from NOCN 
Independent assessment ensures all apprentices have the Knowledge, Skills and Behaviours detailed in the 
standard. NOCN is a leading Government approved, independent Apprenticeship Assessment Organisation (AAO), 
working with employers to ensure high quality, valid and robust End Point Assessment (EPA). NOCN is responsible 
for all aspects of EPA, including the provision of an online assessment management system, workplace testing, 
assessment centres (if applicable), online testing, assessor and assurer management, resources and apprenticeship 
grading. For information, visit: www.nocn.org.uk. 

Knowledge, Skills and Behaviours 
The Financial Services Administrator standard specifies a range of Knowledge, Skills and Behaviours that together 
form the core competencies of the role.  Apprentices are assessed by NOCN as the AAO, using different methods to 
demonstrate competence in the following areas: 

• Financial Services market 
• Regulatory and compliance 
• Products 
• Systems and processes 
• Quality service delivery 
• Customer communication and relationships 
• Team working and collaboration 

• Planning and prioritising 
• Using systems and processes 
• Honesty and integrity 
• Adaptability 
• Enthusiasm 
• Dependability 
• Personal commitment 

Apprentice Journey 
ON-PROGRAMME + 

QUALIFICATIONS 
ASSESSMENT 

GATEWAY 
END-POINT 

ASSESSMENT 
GRADING + 

CERTIFICATION 
CAREER 

PROGRESSION 

On-Programme and Qualifications 
An in-house Performance Management (PM) process is used to ensure the apprentice stays on track: 

• The Line Manager uses PM with monthly 1:1 meetings to discuss progress, provide feedback and guidance.  
• Includes check-points to ensure apprentice is progressing and agree how issues will be addressed. 

The Training Provider plays an important part:  

• Ensures employer and apprentice understand detail of the learning journey and their commitments  
• Ensures requirements of the apprenticeship are reflected in PM process  
• Supports apprentice advice, guidance and tools to support their learning  
• Supports line manager in their commitments to the apprenticeship, providing any training if required 

Professional qualifications (i.e. one of the following): 
• UK financial services, regulation & ethics (CF1) – Chartered Insurance Institute (CII)  
• UK financial regulation (UKFR) – IFS University College, Institute of Financial Services (IFS)  
• Financial Services regulation and Ethics - Chartered Bankers Institute (CBI)  
• Introduction to Securities and Investment; UK financial regulation; Administration of settlements and 

investments – Chartered Institute for Securities and Investments (CISI) 
• In addition, the role may require completion of an exam specific to the line of business e.g. Life, Pensions, 

General Insurance, Investments, typically provided by CII, IFS and CISI.  

Where there is evidence of higher academic aptitude, the apprentice could instead choose a higher qualification: 

• Financial services, regulation and ethics (RO1) – CII  
• Financial services, regulation and ethics (FSRE) – IFS 

 
 

http://www.nocn.org.uk/
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NOCN Apprentice Assessment Services 

Assessment Gateway 
The process of setting up the EPA begins around four months before the end of the apprenticeship and includes: 

• Review progression as part of regular PM process 
• Line Manager and Training Provider identify gaps to create final three-month plan to complete learning 
• Line Manager, Apprentice and Training Provider meet to review EPA and plan the Project and Portfolio 
• Apprentice develops proposal for Project and Portfolio, Line Manager reviews relevance to role 
• Training Provider reviews proposal for fit and coverage of the standard 

End Point Assessment 
The End Point Assessment (EPA) forms 100% of the apprenticeship assessment. The apprentice must demonstrate 
their competence in 28 defined learning outcomes (‘What Good Looks Like’) specified in the standard. EPA has three 
components, offering multiple ways to demonstrate competence (all must be passed): 

 
Note: There is no stipulation for learning outcome percentages for Project and Portfolio, both are equally valid 
assessment methods. Balance varies per size/style of business. However, it is a requirement that:  

• Both components (Project / Portfolio) must be used, and  
• Between them they must cover 100% of the learning outcomes required in the final assessment. 

Does not pass 
If the apprentice does not pass the Project and Portfolio, they will not proceed to the Interview/Viva.  
They will be given feedback and remedial action required. 

Grading 
Following the successful completion of the EPA, the apprentice is awarded a final grade by the NOCN Assessor. 
There two levels of achievement for this apprenticeship: Pass and Distinction. In addition to a Pass, a Distinction is 
awarded when the apprentice demonstrates a higher level of performance in the role measured according to:  

1. Impact on the business – measured by results delivered and viable improvement ideas put forward  
2. Impact on the customer – measured by demonstrably higher levels of service delivered  
3. Impact on peers – measured by evidence of teamwork and support for others  

Certification 
On successful completion, NOCN will issue the EPA results certification and apply to the issuing organisation to 
produce the final apprenticeship certificate. 

Career progression in the Financial Services sector 

EPA Components 
1 Work Based Project Real work activity, reviewed/scored by panel ahead of interview 
2 Portfolio of Evidence Shows competence not covered in Project, reviewed/scored by panel before interview 
3 Panel Interview/Viva Panel explores areas of standard highlighted in assessment of Project and Portfolio 

Financial Adviser L4 / 
Paraplanner L4 Mortgage Advisor L3     

Senior Compliance / Risk 
Specialist Level 6 
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NOCN Apprentice Assessment Services 

NOCN Charges – fair and competitive 
• NOCN's assessment services are priced fairly and competitively.  
• The Government advises that the cost of EPA should be no more than 20% of the total price of 

apprenticeship training and assessment.  
• Allowing for variance across the range of standards, NOCN’s average rate for EPA is less than 12% 

EPA charges include:   
• NOCN charges a small registration fee at the start of the apprenticeship to cover administration and set up 
• The remaining fee is paid in advance of the scheduled EPA 
• Assessment charges are made for all assessments undertaken, no refunds given if the Apprentice fails or 

does not attend without due notice 
• Employers can come to an individual agreement for their employees with the Training Provider and NOCN  

(see below, flexible pricing) 
• Charges include Assessment Centre fees but exclude Certification and External Quality Assurance (EQA) fees 

as these are subject to change by external providers 
• EQA will be undertaken by an independent organisation 

Flexible pricing:     
• NOCN EPA charges are flexible and negotiable 
• Prices can be negotiated for factors such as the number of apprentices for assessment, assessment tools 

required, EPA location and delivery methods.  
• Speak to NOCN about your requirements 

Consultancy:     

NOCN provides commercial consultancy on a range of related areas: 

• Employing an apprentice 
• Using the Government’s online Apprenticeship Service 
• Setting up and organising company operations for apprenticeships 
• Designing assessment regimes 
• Becoming an Assessment Centre - organisations interested in becoming an NOCN Assessment Centre should 

get in touch to discuss commercial arrangements. NOCN will pay a fee per apprentice assessed at the right 
location with high quality resources. 

 
NOCN is a registered charity and VAT is not charged on any prices. 
 

For further information: 
For more information, prices and a no-obligation visit, please contact:  

• Darren Howells - NOCN Head of Account Management 
• Email: Darren.Howells@nocn.org.uk     
• Telephone: 0114 227 0500 
• Web: www.nocn.org.uk 
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