
 

 

 

 

A day in the life of a Business Administrator in Major Projects 

 

I book inspection 

requests 

I order, maintain and 

issue supplies and 

services 

I undertake data 

processing including 

service based IT 

systems 

I undertake general 

administration duties 

as required 

 

I open the post and 

process building 

regulations applications 

and work out fees 

With supervision, I will 

the wider team for 

updates and record 

their progress 

Apprenticeships 

My hours are flexible 

and I work around the 

needs of the 

programme  

I will shadow the 

project team taking 

on pieces work when 

I’m ready 

I will take notes at 

meetings and email 

out to people when 

approved 

I will arrange project 

meetings, booking 

rooms and sending out 

invitations 

I will work with people 

outside the council on 

the projects I’m 

involved with 


