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General Information 

Length of course:   135 hours 

Duration:  9 weeks 

Days per week: 3 days 

Times :  9:30 to 2:30   

Cost:   $1399.00 per student 

___________________________________________________________________________ 

Description: 

This course is aimed specifically at Mums returning to work who need recognized and accredited qualifications 
to function in an administrative role in the workplace. 

This course provides the skills and knowledge for an individual to use common office applications up to an 
Advanced level.   It will enable a person to undertake most application on a personal computer and to engage 
in fundamental online activities.    Students will learn on the latest version of all office applications. 

Prerequisite Requirements  
 

There are no specific entry requirements for this qualification.   
 

Job Roles  
 

The course provides for basic computer skills in the workplace  . As well as providing the skills required for most 
office job roles, the contents of this course may also supplement existing roles in other industries where basic 
ICT skills have become necessary; for example in retailing where basic shop front computer usage is prevalent, 
in warehousing where automation of stock and inventory control has occurred or in manufacturing at shop 
floor level for monitoring metrics of team performance and processes.  
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Course outline 

 

 

Assessments  
Competency based training is concerned with assisting people to achieve specific 
competencies which are required in the workplace.  This course has been designed to meet 
the particular skills and knowledge appropriate to this vocational area.  A student will be 
assessed by performing set tasks at specified standards, under prescribed conditions. 
 

Statements of Attainment and Certificates 
 
Each student will be issued with a Statement of Attainment after successfully completing 
each accredited unit.  Certificates of attendance will be issued for the two MYOB courses. 
 
 

Course dates: 
  

DATE DAYS TIMES 

24 May to 21 July 2010 
 

Monday to Wednesday each week 9:30am to 2:30pm 

2 August to 29 September 2010 
 

Monday to Wednesday each week 9:30am to 2:30pm 

11 October to 6 December 2010 
 

Monday to Wednesday each week 9:30am to 2:30pm 

 
 

To enroll on this course please contact us on: 
Phone:  07 5478 8972 

Email:  info@sutherlandcomputers.com.au 

Unit Code Name Applcation to be used 
ICAU1128B Operate a personal computer     Windows – XP, Vista or 

Windows 7 

ICAU1129B    Operate a word processing application     Microsoft Word 2007 

ICAU1130B Operate a spreadsheet application  Microsoft Excel 2007 

ICAU1133B    Send and retrieve information using 
web browsers and email 

Microsoft Outlook 2007 
and Internet Explorer 

MYOB (non 
accredited) 

MYOB Introduction MYOB Accountright v.19 

 MYOB Payroll MYOB Accountright v.19 


