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The holder of a National Certificate (Office

Administration) Level 4, would be able to:

* Coordinate office correspondence

o Type letters, reports, memoranda, agendas,
minutes
Maintain equipment and stationery supplies
Perform receptionist duties
Coordinate and organise functions
Organise meetings, staff travel, itineraries and
accommodation

« Operate office equipment

e Become a call centre operator

The National Certificate (Office Administration)
provides an opportunity, with further study, to
access careers in the following fields:
o Office management

Office administration

Secretarial

Reception

Human resources

Personnel management

Accounting and bookkeeping

SUBJECTS

Fundamental Subjects:

There are three fundamental subjects which form
the basis of each of the National Certificate
(Vocational) qualifications:

* English (First Additional Language)

¢ Mathematical Literacy

¢ Life Orientation

Vocational Subjects:

In addition to the three fundamental subjects students are required to complete four
vocational subjects towards a National Certificate (Office Administration) Level 2:

¢ Business Practice

* Office Practice

» Office Data Processing

¢ New Venture Creation OR Applied Accounting

Subject options dependent on availability at the campus
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