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Project
Administrator Job

Project administration is about keeping everything on track – your career
should be no different. If you’re ready to take control of your future,
we’re here to guide the way.

The ITOL Recruit Project Administrator Job Programme is designed to
get you trained, qualified, and hired. You’ll gain essential skills, industry-
recognised certifications, and dedicated recruitment support to secure
project administration roles.

The outcome is simple: complete the programme, follow the process,
and secure a job, or we’ll refund you your investment.

Let’s get started.

Gain industry-leading, internationally recognised,
UK-accredited qualifications

Qualification:

Total access period

12 Months

Completion Time

8-10 weeks 
*If you are studying 2 hours a day*

Support the Process - We’ve
Got Your Back



With expert training, dedicated career support, and a job
guarantee, this isn’t just another training programme. It’s a
clear pathway to your next role.

Practical, Real-World Focus
Interactive Learning Tools
AI Tutor Bot
Qualified Human Mentor & Tutor
Project Management Simulated Assignment
Industry-Aligned Skills

What Do We Provide?

Project administration is the foundation of successful project
delivery. It’s a role that offers stability, career progression,
and transferable skills across industries.

High Demand – Project administrators are needed in
every industry, providing job security and career stability.
Competitive Salaries – Project administration provides
strong earning potential and career growth.
Diverse Career Paths – From tech to healthcare, finance
to construction – project administration skills are in
demand across industries.
Global Opportunities – Project administration principles
apply worldwide, offering career mobility.
The average income for Project Administration stands at
£26,5K – £35K.

Why Choose a Career in Project
Administration: 

Learn by doing – You’ll be working on real project
scenarios.
Real-world application – Work through detailed
walkthroughs and practical scenarios that mirror real
project challenges.
Expert support – qualified tutors are there to guide you,
break down complex ideas, and answer your questions.

Our job guarantee means you’re not just training for a role,
you’re landing one.

How You’ll Learn



A structured plan leads to a successful outcome - just like in project management,
we guide you through each step. 

Your                  to
Success

TALK TO A CAREER ADVISOR

Not sure where to start? Our advisors
help you choose the programme that
aligns with your career goals.

COMPLETE THE TRAINING

Pass the required exams and assessments
and get practical experience. Certification
isn’t just a bonus; it proves you are job-
ready.

WORK WITH A RECRUITMENT ADVISOR

Get help refining your CV, optimising your
LinkedIn profile, and preparing for
interviews. When the right opportunity
comes up, you’ll be ready.

SECURE THE JOB

With tailored career support, you’ll have
everything you need to start your new
role.

A career in project administration offers stability, growth, and high earning potential.
Here’s where you will go:

Where Could This
Take You?

£32K – £35K

Supporting project teams by
tracking deadlines, updating

reports, and completing tasks
efficiently.

PROJECT SUPPORT OFFICER

£26,5K – £35K

Organising meetings,
managing project

documentation, and ensuring
smooth project workflows.

PROJECT ADMINISTRATOR

£30K – £45K

Supporting project planning
and execution, keeping tasks

on schedule, and ensuring
teams work efficiently.

JUNIOR PROJECT MANAGER



You’ve built the skills, completed the projects, and earned your
qualifications. Now it’s time to secure the role. 

That’s where we come in. 

RECRUITMENT



Your                                or
Your Money Back
We stand by our training. Follow the process, complete the programme, and secure a role,
or you get your money back.

Our job guarantee includes:
Personalised career coaching tailored to your job search.
An optimised CV and LinkedIn profile to attract employers.
Comprehensive interview preparation so you feel confident in every opportunity.

We know what hiring managers ask
because we’ve helped thousands of
candidates through this process. Our
recruitment advisors offer one-to-one exam
prep sessions tailored to the role and
company you’re interviewing for, ensuring
you’re fully prepared for the questions and
assessments.

Preparation

Your CV and LinkedIn profile are your
tickets to getting noticed. Our team works
with you to sharpen them so you can stand
out in a competitive market. 

CV & LinkedIn Overhaul

Some roles involve extra hurdles – tests,
case studies, or technical challenges. We’ll
make sure you know what to expect and
how to handle them. 

Job-Related Assessments

We guide you through the process, from
knowing where to apply to ensuring your
application hits the mark. With us in your
corner, you will make real progress toward
landing your role. 

Job Application Support

Confidence comes with practice. Our mock
interviews allow you to refine your
responses and get feedback.

Mock Interviews

The Process

We back that confidence
with a job guarantee or
your money back. 



Real success stories from students who’ve completed the
programme and launched their careers.

We could tell you, but our candidates say it best.

SUCCESS
STORIES



Read The Full Story

From: Project Coordinator 
To: Transformation Project Manager at CYP

Luke Okafor joined ITonlinelearning’s Project Management Job Programme and, after
completing the courses and simulated assignments, began his recruitment journey
with their support. He received help with his CV and LinkedIn profile, applied for roles,
and landed several interviews. His hard work paid off when he earned an internal
promotion to become a CYP Transformation Project Manager.

Luke Okafor

Read The Full Story

From: Unemployed
To: Project Coordinator at a leading UK business

Seeking to advance her career and enhance her project management skills, Barbora
enrolled in ITonlinelearning's PRINCE2 and Agile project management courses. The
structured and flexible learning approach allowed her to balance studies with her
professional and personal responsibilities. With ITonlinelearning's support, she
transitioned into a Project Coordinator role.

Barbora Tassari

Read The Full Story

From: Administrator
To: Project Officer in the UK

After moving from Nigeria to the UK, Paulette sought to continue her project
management career. Recognizing the need for UK-recognized certifications, she
enrolled with ITonlinelearning. The flexible courses allowed her to balance studies with
personal commitments, leading to successful certification. ITonlinelearning further
assisted by refining her CV, preparing her for interviews, and guiding her through job
platforms like LinkedIn and Indeed. This comprehensive support enabled Paulette to
secure a Project Officer role in the UK. 

Paulette Agu

Excellent                                         4.8 out of 5 based on 7,000+ reviwes on

https://www.itonlinelearning-recruitment.com/blog/day-in-the-life/luke-okafor/
https://www.itonlinelearning-recruitment.com/blog/day-in-the-life/barbora-tassari/
https://www.itonlinelearning-recruitment.com/blog/day-in-the-life/paulette-agu/


Our programme is a practical, results-driven pathway
that takes you from beginner to confident project

support professional.

PROJECT
ADMINISTRATION

CURRICULUM



The right training, the right support. Everything you need to step into a project
administration role with confidence. Our programme equips you with industry-recognised
certifications, practical experience, and expert guidance. And with our job guarantee, you
can train knowing your future is secure.

Your                 Breakdown

Your introduction to project management. This course lays the
groundwork, covering key principles, processes, and terminology.
You’ll gain a structured understanding of the entire project lifecycle,
from initiation to closure, equipping you with a strong foundational
grasp of the field.

Accredited by the Association for Project Management (APM), the
world's only chartered institute for project management. APM
certifications follow UK best practices – providing the framework you’ll
adhere to and apply throughout your career.

The APM PFQ will teach you how to think, communicate, and operate
like a project manager.

Start with one of the world’s most widely used project management
methodologies. The PRINCE2® Foundation course gives you a clear
understanding of its principles, practices, and processes.

Where the APM PFQ provides the framework, PRINCE2 is the
methodology – the step-by-step approach to managing projects
effectively. Together, they give you both the structure and the process
to succeed in your project management career

APM Project Fundamentals Qualification (PFQ)

PRINCE2® Foundation

Understanding project management is one thing. Doing it is
another. This assignment immerses you in a real-world project
environment, where you’ll create key project documents,
shadow decision-making processes, and oversee a project
from start to finish – building the hands-on experience
employers look for.

Project Management Simulated Assignment



Success doesn’t happen in isolation. 

Throughout the programme, you’ll have access to expert tutors, interactive
learning tools, and a support network designed to keep you on track.

YOUR SUPPORT
TEAM



Your                 Team
The Learning Phase:

Your tutor is just a message away. Whether
you need to arrange a one-to-one call, get
additional study materials, or ask questions
about your course, they’re there to help.
And with real industry experience in
project management, they can provide
insights beyond the curriculum.

We know what challenges students face
because we’ve trained thousands of them.
That’s why we provide a library of tutorial
videos and live webinars that dive into the
finer details of project management –
giving you extra clarity when you need it.

Learning isn’t one-size-fits-all. Your tutor
works closely with you to understand your
strengths and areas for improvement,
tailoring their approach to maximise your
growth. Exam prep is thorough, ensuring
you're not just familiar with the material but
fully prepared to pass.

Beyond structured training, you’ll have
access to an extensive resource library
with additional study materials to support
your learning. You’ll also join an exclusive
Online Community of fellow students,
giving you a space to connect, ask
questions, and engage with people on the
same journey.

One-to-One Tutor Support

Course-specific Webinars and
Tutorials 

Personalised Feedback on Your
Progress 

Resource Library & Peer
Network



Why wait?

START
NOW
enquiries@itolrecruit.com

www.itolrecruit.com


