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+« _ % Prepare personnel for modern office
environment by combining

with latest modern office

|
"

o
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(as e-mail, word processing, web design,

1\ 2
]

presentation package, etc.)




To provide personnel with a higher concentration on software and
equipment knowledge in order to enhance and automate traditional

secretarial tasks.

To provide the knowledge, skills and required for

in an executive office environment.
To imbue personnel with the ability
and to play a meaningful role in the management process.

To provide emphasis on hands-on training in basic office procedures,
records management, a variety of computer application programs,

written and oral business communication

accounting and keyboards. l l
=
— -
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