NATIONAL CERTIFICATE IN BUSINESS
ADMINISTRATION AND COMPUTING
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One samester full-time,
or part-time aquivalent
City Campurs, Hamilton,
Thameas Campus

Duration

Where

Applications COose End of lanuary / end
of June

February or July
Dommestic: 2,573

Starts
Fee Guideline

Areyou looking to learn the basics of
business administration and computing?
This qualification will equip youwith the
knowledge and skills towork in entry-level
office positions ar go anto mone advanced
programmes of study.

This programme caters forthose with litthe or
0 computer experience and word processing
eypariance is not required. You may even
qualify to study this programme for free
thrawgh Yauth Guarantes. To find out oo to
wiwwwintec.acnzyouth-guarantes,

PROGRAMME CONTENT

Youwill study:

+  Ward and text processing including
keyboarding

+  Computer fundamentals including
spreadsheets, databases, desktop
publishing and email
Office administration including
custamer service, health and safety
and business transactions

+  Communicate information

Youcan study this programme full
or part-time.

CAREER OPPORTUNITIES

The Mational Certificate in Business
Administration and Computing [Level 2)
may kead to employment in entry bevel office
paositions swuch as Offica Junior, Data Entry
Operator ar Administration Assistant

ENTRY CRITERIA

Open entry, although candidates must
demonstrate a reasonable likelihond
of success.

Candidates are also required to demonstrate

written and oral communication skills
adequate for office work training,
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ADDITIONAL INFORMATION

Yiou will study at Wintec's School of Business
which is lacated at the City Campues.

Lectures and tutorials are delivered by
staffwhaare highly qualified and whao

have extensive experience aspractising
professionals intheir field. This means you
will bie wall prepared far the reality of the work
place. The modular structure amd flexibility of
prosgrammees allows you to completa various
external gualifications within your chosen
programme and to study modules from other
‘Wintec schioals. This also allows you to il er
YOUF programimas to meet your specific career
plans, Graduatas from the School of Business

have been successiul in gaining employment in
the area of their chaice.

ENQUIRIES

Toenrol contact owr Student Enralment
and information Centre on (800 2 wintec
[0&00 2 346832) or online at
wWwwwinterac.nz/contact.
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