RGBB News

BREAKING NEWS- The Multinational School is

infroducing the VET programme in September 2002

FOR MATURE STUDENTS WHO ARE LOOKING FOR ANOTHER PATH THROUGH LIFE

VET - What is it2

Vocational education and training is ‘education and
training for work’. It exists to develop and recognise
the competencies or skills of learners. It has
traditionally been seen as post-secondary, non-
university education and training, focusing on
apprenticeships. But reforms in the past decade now
see vocational education and training programs
offered in secondary schools, stronger links with
university study options and six levels of qualifications
offered in most industries, including high growth, new
economy industries.

In a rapidly changing global work and social
environment, improvement must be continuous and
the VET system will continue to change to equip
students for the future.

Vocational Education & Training. Aims:

The aims of VET Information Technology & Business

Office Administration are to:

o Provide participants with the foundation
knowledge and skills to achieve competencies,
which will enhance their employment prospects
within the Information Technology Industry.

+ Provide knowledge & skills in the use of a range
of technologies (for general qualification), or in
the advanced use of software applications,
network administration.

Enable participants to gain

e a recognized credential and make a more
informed choice of vocational and career paths.

o Extend or confirm knowledge and skills for
intending or existing small operators in a number
of areas relevant to small business.

+ Provide a comprehensive overview of the nature
of small business and of what small business
operator or participant must know.

+ Provide a sound basis for skills and understanding
relevant to small business, including quality
processes, maintaining a business and developing
personal skills.

« Broaden student understanding of small business
management and have pathways available in the
area.

« Introduce students to the practices of small
business and to enterprise and entrepreneurial
opportunities that small business can offer.

Completion Requirements:

Information Technology — Achievement of all core

units of competence and four elective units of

competence is required for completion of the
qualification.

Business Office Administration - Achievement of all

core units of competence is required for completion

of the qualification.
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CERTIFICATE I
IN BUSINESS (OFFICE ADMINISTRATION)
WHAT DOES THIS COURSE INVOLVE?

This course is packaged against the National Clerical
Administrative Competency Standards at Level 2 of
the Australian Qualifications Framework; therefore
ensuring you will acquire all the skills necessary to
work in office administration positions throughout the
world. The standards cover seven skill areas, which
are common across all clerical and administrative
skill areas; information-handling, communication,
and knowledge of enterprise, technology,
organisation, teamwork and finance.

Undertaking this course will also ensure you are
equipped with all the skills necessary to operate and
maintain office equipment and to provide a safe and
productive workplace

WHERE DO | GAIN EMPLOYMENT?

There are few businesses throughout the world that
do not require the skills of people trained in office
administration. This course will provide you with the
knowledge and skills required to enter employment
as a clerical-administrative worker across all
industries.

CERTIFICATE I
IN INFORMATION TECHNOLOGY
WHAT DOES THIS COURSE INVOLVE?

This is an introductory course in Information
Technology that covers a wide range of areas. It
prepares students for further study and employment,
as well as providing an accredited Certificate.
Computer skills covered range from how to operate
computer hardware and computing packages, to how
to maintain equipment, design organisational
documents and receive and process written and oral
information. You will be intfroduced to the Internet as
well as learning more general skills such as how to
communicate in the workplace, participate in a team
and work effectively in an information technology
environment. Undertaking this course will also equip
you with the skills necessary to provide and maintain
a safe work place.

WHERE DO | GAIN EMPLOYMENT?

This is a very general qualification that provides you
with the basic skills to make you more employable in
today’s information age. General employment
opportunities in a wide range of areas across a vast
array of positions will become available to you. The
course also prepares you for further education, if you
are eventually aiming for jobs higher up the ladder.
As a student, the Institute’s Employment Service is
your first port of call for advice on gaining
employment in this field.

For more information
on length of courses,
basic entry
qualifications,
selection process,
recognition etc.
contact The
Multinational School
in Riyadh

Tel: 2751751

or 275 6650



