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AT THE HUB OF A SUCCESSFUL COMBPANY 18 THE
ADMIMISTRATION TEAM KEEDING THE DAY-TO-DAY

AUNNING OF THE BUSINESS GOING SMOOTHLY ... BE DAQT
OF THE BUZZ AND GET A REAL START AT A CAREED,
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> RECEDTION AND

DFFICE A

DMINISTRATION LEVE? 2

This is an introductory, practical hands-on course that will provide trainees with office administration and computer
skills for the workplace. For any person wanting to work in an office environment, this course will give you the
confidence and a recognised set of skills to get starfed.

YOU WILL LEARN

>

VVVYV

Word processing, Spreadsheets, Data base, PowerPoint & Presentation
Email & Internet Explorer

A broad range of office administration skills

The correct use of office equipment

Career planning

QUALIFICATIONS YOU WILL GAIN

>
>

Avonmore Certificate in Office Admin & Computing Level 2
National Certificate in Business Administration and Computing (Level 2)

COURSE LENGTH AND HOURS

>
>

A Tertiary Education Commission

R 1 Amorangi Matauranga Matua

24 training weeks (this is a guide only)
30 hours per week including self-directed learning and work experience

M Tertiary Education Commission

Y e amorangi Matauranga Matua

YOUTH TRAINING TRAINING OPPORTUNITIES

CAREED DATHWAY

GATEWAY & STAR
INTRODUCTION TO BUSINESS CLERICAL ASSISTANT
ADMINISTRATION COURSES DATA PROCESSOR
WORD PROCESSOR
ADMINISTRATION SUPPORT
OFFICE ADMINSTRATION & OFFICE ADMINISTRATOR
WORKPLACE COMPUTING
RECEPTIONIST
FRONTLINE CUSTOMER SERVICES
ELECTIVE OFFICE ADMINISTRATOR
CLERICAL ASSISTANT

BUSINESS DATA PROCESSOR
ADMINISTRATION & WORD PROCESSOR

ADMINISTRATION SUPPORT
COMPUTING LEVEL 3 OFFICE ADMINISTRATOR

CLERICAL ASSISTANT
DATA PROCESSOR
ADMINISTRATION SUPPORT

RECEPTIONIST
CUSTOMER SERVICES
SECRETARY
ACCOUNTS CLERK
PERSONAL ASSISTANT
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22> RECEDTION AND

OFFICE AD

MINISTRATION LEVEL 3

This is a comprehensive course that provides students with a high level of office administration and computing
skills. Students will graduate feeling confident entering a variety of administrative roles in an office environment
and being able to immediately bring practical knowledge and skills to their new job and career.

YOU WILL LEARN

Microsoft Office Suite, including Word, Excel, Access, PowerPoint, Publisher
Microsoft Outlook and Internet Explorer

MYOB - an introduction to business accounting

Smoothpay - computerised payroll

A broad range of office administration skills

The correct use of office equipment

Business communication

Customer service techniques

Career planning

VVVVVYVVVYV

QUALIFICATIONS YOU WILL GAIN

> Avonmore Certificate in Office Administration and Computing (Level 3)
> National Certificate in Business Administration and Computing (Level 3)

CAREER OPPORTUNITIES

Personal Assistant
Secretary

Accounts Clerk
Office Administrator
Frontline Position
Computer Operator

VVVVVYV

COURSE LENGTH AND HOURS

> 20 training weeks
> 30 hours per week including self-directed learning and work experience

COURSE INTAKE AND FEES
There are regular intakes throughout the year Call 0800 4 AVONMORE or check our website www.avonmore.ac.nz.

CAMDLSES 0800 AVOMMORE
NORTH SHORE. 0800 428 B
e WWW A\

/ONMORE.AC.NZ



N AVONMORE

WE WANT YOU T0 BE EMBOWERED T0 DECIDE YOUR :E

FUTURE BY DPROVIDING A BLACE THAT SUDDNATS
You TO LEADN AND GIVES YOU THE BEST STAQT
TO A SATISFVING )08 0R CAREERD,

Avonmore Tertiary Institute was established in 1988 as a private tertiary
education provider offering a range of programmes designed to meet the

Tertiary Institute | NEW ZEALAND

needs of relevant industries. Avonmore has relationships with a broad range TRAINING OPPORTUNITIES

of industries to ensure courses remain relevant to the changing needs of
business. Avonmore trains students for the fastest growing and most dynamic
sectors in New Zealand who also have consistently high demand for qualified
personnel.

Avonmore is registered and accredited with the New Zealand Qualifications
Authority. Ongoing accreditation ensures we maintain a high standard of
premises, resources, tutors and education. Avonmore Tertiary Institute has
the highest rating available with NZQA.

In 2006 Avonmore was awarded Training Institute Of The Year! In 2008
Avonmore celebrated 20 years of providing practical and relevant education
to students and for employers.

SUCCESS DOESN'T CARE WHO YOU ARE 02 WHAT
YOU HAVE DONE IN THE DAST, FAOM THE MOMENT
YOU DECIDE TO CHANGE YOUR LIFE, CHOOSE A
GOAL AND GO FOR IT. SUCCESS CAN BE YOURS -
WE’RE HERE T0 HELD MAKE THAT HADDEN,

CAMDLISES 0800 AVONMORE
e 0800 428 BB
e Www A

IoNS$

JONMORE AC.NZ



