
 COMMUNICATION SKILLS

PROJECT ACCESS

WORD EXCEL

OUTLOOK

MS WORD
MS EXCEL
MS POWERPOINT
MS OUTLOOK
WINDOWS 7
MS PROJECT
MS ACCESS

Every company requires
 5 star Administrative/
Secretarial support to 

ensure the smooth running 
of their businesses.

Learn the top key skills
 from our

SECRETARIAL TRAINING

EXECUTIVE PA TRAINING

OFFICE ADMINISTRATION

BUSINESS CORRESPONDENCE

SECRETARIAL 
COURSES


