Office Skills with ECDL - 4mM2070

Course Aim

The course modules aim to equip learners with necessary knowledge, skills and
competencies required to work in an office environment, hotel or other reception skills
area.

Course Eligibility Criteria

One or more of below is required to be eligible for the Back To Education Initiative

e If you did not complete a Full Leaving Certificate or Left School Early

e Ifyou are in Receipt of a Social Welfare Payment or are a Dependent of Person
in Receipt of Social Welfare or hold a Medical Card

e Priority given to Early School Leavers

Entry Requirements

e Education: QQl Level 3 or equivalent desirable and good computer skills.

e Previous Experience: Applicants must be able to demonstrate a moderate range
of knowledge, skills and competencies relevant to the course, be able to work
with responsibility and demonstrate the ability to work on their own initiative.

e Pre Course Placement: Applicants must complete a successful Pre Course
Placement session regardless of previous qualifications prior to commencement
of the course.

e Garda Vetting: All leaners will be required to complete Garda Vetting Process on
commencement of the course by LMETB.

Course Content

Title Module Code

General Office Skills 4N1116
Communications 4N0689
Maths 4AN1987
Information Technology Skills 4N1125
Computer Applications 4N1112
Bookkeeping & Accounts 4N2267
Customer Service 4N1989
Work Experience 4N1168
Business English 4N1108
ECDL ECDL/ICS

Certification

QAQlI Level 4 in Office Skills 4M2070 and ECDL Certificate

Career Opportunities

You could work towards any number of office administration type careers in roles such
as Medical Secretary, Legal Secretary, Hotels or general office role. Alternatively, you
could utilise the skills gained to progress to Further Education or Third Level.

Contact: MAEGS
Meath Adult Education and Guidance and Information Service

on 1800 991 898 or email maegs@Imetb.ie
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