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Diploma in Computerized
Office Management
& Administration
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Leve 1 - Basic (30 Hrs.) - 2000/-
Leve 2 - Office Operations (50 Hrs.) - 3000/-
Leve 3 - Advanced Operations (40 Hrs.) - 3500/ -

Morning, Evening, Weekend Batches

Computerised Office Administration Skills, Internet & Office
Network, Working with AI Tools, Digital Banking Transactions &
Statements, File Conversion Techniques, Language Translators,
Banners/Posters & Social Media Connectivity, Print/Share/

Publish, Google Forms, Google Sites, Google Sheets, Google
Docs, Word, Excel, PowerPoint, etc.
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For more details, contact course coordinator: 491 9447329978 .

\\ 0471 23 49232/43395
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ARE YOU REALLY TRYING TO RECOGNIZE

MODERN DAY OPPORTUNITIES?

In today's fast-paced digital world, computer
skills have become essential for almost every
career. This Hands On training program will help
students gain more acceptance in the current Jjob
market. We start at the basic level and assume
you know nothing about modern office skill
requirements and managing a digital office.

This course has 3 levels and one can study [UECEHALETRLYEGRCTLEELERCIEIE]
each level separately or together. A minimum
score must be achieved in the previous level-
based screening test is mandatory for the
admission to the level 2 & level 3 courses.

1. 8.8.8.8 1

Convenient timings for
students and working
professionals.

Diploma in Computerized
Office Management D C O M A
& Administration

Leve 1 - Basic (30 Hrs.) - 2000/-

Computerised Office Administration Skills, Internet & Office
Network, Working with AI Tools, Digital Banking Transactions &
Statements, File Conversion Techniques, Language Translators,
Banners/Posters & Social Media Connectivity, Print/Share/

Publish, Google Forms, Google Sites, Google Sheets, Google
Docs, Word, Excel, PowerPoint, etc.

For more details, contact course coordinator: 491 9447329978 .

\ 0471 23 49232/43395
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