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CAREER DIPLOMA PROGRAMS  

Accounting Clerk Diploma 
Administrative Assistant Diploma
Business & Office Accounting Clerk Diploma
Business Administration Diploma
Business Office Skills Diploma 
Call Centre Customer Service Representative Diploma

Computer Service Technician Diploma  
Computerized Accounting Diploma 
Conference and Event Planner Diploma
Customer Service & Information Clerk Diploma
Desktop Publishing Marketing Assistant Diploma
Entrepreneurial Business Applications Diploma 
Executive Office Assistant Diploma 
Help Desk Support Analyst Diploma

Home Inspection Diploma

International Hospitality Management Diploma

Marketing Coordinator Diploma
MCSE Diploma
Medical Office Administration Diploma
Medical Receptionist Diploma
Microcomputer Business Applications Diploma

Microcomputer Software Support Diploma

Network Administrator Diploma
Payroll Supervisor Diploma

PC Support Specialist Diploma
Project Administration Diploma

Sales Professional Diploma
Word Processing Clerk Diploma
CAREER CERTIFICATE PROGRAMS  

Business Office Administration Certificate

Financial Service Representative Certificate
Human Resource Administration Certificate

IT Security Certificate

IT Technician Certificate

Medical Information Assistant Certificate

Office Administration Certificate

Payroll Compliance Practitioner Certificate

Payroll and Accounting Certificate
COMPUTER BASICS (approx time 24-28 hrs)

Introduction to the Personal Computer

OPERATING SYSTEMS (approx time 22-28 hrs)

Introduction to MS-DOS  

Windows 7 (Two Levels Available)
Windows XP (Two Levels Available)
ACCOUNTING (approx. time 24-43 hrs)
Basic Bookkeeping (Two Levels Available) 
Quick Books 

Accounting Continued..
Simply Accounting
Accpac 5.5 IC & OE
Accpac  5.5 G/L  
Accpac  5.5 A/R
Accpac  5.5 A/P
Payroll Compliance Legislation
Payroll Fundamentals 1
Payroll Fundamentals 2
DATABASE MANAGEMENT (approx. time 27-38 hrs)
Microsoft Access (Two Levels Available)
GRAPHICS (approx time 22-28hrs)

Corel Draw

Microsoft PowerPoint (Two Levels Available)
Microsoft Publisher
Adobe Illustrator CS3 - Basic Concepts
Adobe Photoshop CS3
OFFICE SKILLS/BUSINESS (approx time 22-46 hrs)

Keyboarding (4 Levels available)
Business Correspondence (Two Levels Available)
Business Writing and Grammar
Conference and event management 

Office Procedures (Two Levels Available)
Business Math 
Project Management (Two Levels Available)
Marketing and Sales 

Business Law Ethics 

Human Resource Management 

Business Planning 

Job Search and Resume Writing 

Management Fundamentals 

Workplace Success/Intrapreneurship

Microsoft Outlook 

Intro to Medical Terminology
Introduction to the Internet 
Medical Office Procedures
Medical EHR Billing and Coding
Customer Service 

Telephone Communication Skills

SPREADSHEETS (approx time 22-31 hrs) 

Microsoft Excel (Three Levels Available)
WORD PROCESSING (approx time 22-34 hrs) 

Microsoft Word (Three Levels Available)
PC TROUBLE SHOOTING (approx time 100hrs)
CompTIA Essentials 
CompTIA Applications

CompTIA Networking
NETWORKING (approx. time 40 hrs)

Networking + Server
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