Short Courses
Computing……………………………………………………………


Intro to Internet & Email: 
3 x 3 hrs Mon 7, Fri 11 & Mon 14 March 1pm to 4pm

Learn the basics on file storage, using email & searching the internet. Even set up an email address

Cost = $95 (min 4 max 7)

Basic Word & Keyboarding:
3 x 3 hrs Fri 18, Mon 21 & Fri 25 March 9am to 12midday




Learn how to type a word document, format & save it.





Cost = $95 (min 4 max 7)

Intro to Excel & Publisher:
3 x 3 hrs Mon 28, Fri 1 April & Mon 4 April 1pm to 4pm

Develop skills to use these programs to make a spreadsheet & picture document.

Cost = $105 (min 4 max 7)
Level 2 Word & Keyboarding: 2 x 3hrs Mon 4 & Fri 8 April 4pm to 7pm

Develop new shortcuts & skills to make intermediate word documents. 
Cost $120 (min 4 max 7)

Job search……………………………………………………………………..

Job searching, resumes & applications:  2 x 2 days 9am – 3.30pm Tues 15 & Wed 16 March
Job Search Skills:

2 x 2 days Tues 5 & Wed 6 April 9am to 3.30pm

Develop skills to look for work, present a strong resume & application letter. You will learn about your skills, develop communication confidence & learn how to sell yourself. Proven job searching techniques & practical support.
Cost = $230 per person (min 4 max 7)
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