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�


Introduction to Reception and Business Administration


�


Topics


Writing business letters


Reception skills





$115


Business Productivity


(Intermediate)


�





Topics


MS Word intermediate user, MS Access intermediate user, Intro to computer networks, MS Project, Advanced desktop publishing, MS Excel intermediate user, IT in society


$320








�


Computing For All Stages and All Ages


�


Topics


Word, Excel, Publisher, Access, Power Point Beginner and Intermediate programmes


Changing from Office 2003-2007


The internet


Graphics


$115 per module





Study Preparation


�


Topics


MS Word for beginners, MS Outlook Email, Internet, MS Excel for beginners, Integrated data, MS Publisher, Intro to graphics, MS Power Point


$220  Complete in 3 months!!








		�


Workplace Safety


�





Topics


Personal safety in the workplace $115


Work place safety officer training $115


Work place safety rep training $115





Pick ‘n Mix


�


Topics


Basic computing concepts, Keyboarding skills, Managing data, Computer networks, Intro to graphics, MS Office suite, Web design, Internet, MS Outlook email, MS Project, Office 2003 to 2007 transition, Receptions skills, Write business letters


$115 per topic




















�


SME Productivity


�


Learn at your own pace in your own time. 


What could be more convenient?





Phone


Kiwidotcom


7 Melba Street


KAITAIA





4081851 or email �HYPERLINK "mailto:office@kiwidotcom.co.nz"�office@kiwidotcom.co.nz�


�HYPERLINK "http://www.kiwidotcom.co.nz"�www.kiwidotcom.co.nz�





Topics


Personal safety in the workplace, Key boarding skills using MS Word, MS Word for beginners, Write business letters and memoranda, Internet, MS Outlook email, MS Excel for beginners


$260  Complete in 3 Months








�





Food Safety


�


Learn at your own pace in your own time. 


What could be more convenient?





Phone


Kiwidotcom


7 Melba Street


KAITAIA





4081851 or email �HYPERLINK "mailto:office@kiwidotcom.co.nz"�office@kiwidotcom.co.nz�


�HYPERLINK "http://www.kiwidotcom.co.nz"�www.kiwidotcom.co.nz�





Topics


Basic food safety


‘The Kitchen’ (interactive DVD)


$250








		�


Web Design


�


Learn at your own pace in your own time. 


What could be more convenient?


Phone


Kiwidotcom


7 Melba Street


KAITAIA





4081851 or email �HYPERLINK "mailto:office@kiwidotcom.co.nz"�office@kiwidotcom.co.nz�


�HYPERLINK "http://www.kiwidotcom.co.nz"�www.kiwidotcom.co.nz�





Topics


Intro to web design, web design for organisations, web design for stakeholders


$135
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