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Administration and Digital Marketing

General overview:

Today’s jobs demands from applicants to perform multiple skills all at once no longer one task is given to 
one specific employee, the pandemic have changed the requirements of most jobs available nowadays. 
It is required from the majority of the companies in several industries and sectors. 

The program is designed with the combination of OCN NI Level 2 Award in Business Administration 
Skills and OCN NI Level 2 Award in Digital Marketing and Understanding the role of an administrator, it 
is aiming to prepare learners with the necessary roles in administration in addition to perform all digital 
marketing tasks that is of managing all the digital marketing platforms and accounts.

Course Details: 

Certificate: Administration and Digital Marketing
Duration: 175 Hours
Assessment: Portfolio Based

Course Units:

OCN NI Level 2 Award in Business Administration Skills:

• Unit 1: Organizing Business Meetings
• Unit 2: Written Business Communications

OCN NI Level 2 Award in Digital Marketing:

• Unit 3: Search Engine Optimization
• Unit 4: Using Mobile Technology to Market Products and Services
Unit 5: Using social media to Market Products and Services
• Unit 6: Using Technology to Develop Online Interaction with Customers

Level 2 Understanding the Role of an Administrator:

• Unit 7: Understanding the Role of an Administrator



Target audience:

• This qualification is designed for learners who want to enhance their existing Information and 
Communications Technology (ICT) skills.

• It is also suitable for employers who want to develop the skills of their staff in using the internet 
and communications technologies, including social media, to market products and services.

Entry requirements:

• There are no formal restrictions on entry however learners must be at least 18 years of age. 
• Other internal requirements such as documents needed are at the discretion of ETS

Progression route and Further Studies

• Progression and further learning routes include Extended Certificate in Business Administration 
Skills
• Diploma in Business Administration Skills

Unit 1: Organizing Business Meetings



Unit 2: Written Business Communications  

Unit 3: Search Engine Optimization



 Unit 4: Using Mobile Technology to Market 
Products and Services

Unit 5: Using social media to Market Products 
and Services



Unit 6: Using Technology to Develop Online 
Interaction with Customers

Unit 7: Understanding the Role of an Adminis-
trator
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