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The World of Skills

Course Description

This comprehensive course is designed to equip participants with a thorough understanding of
Microsoft Office applications, including Word, Excel, PowerPoint, and Outlook. Whether
you're new to Office or looking to enhance your skills, this course will provide you with the
tools and knowledge needed to utilize these powerful applications effectively.

COURSE DAYS AND COURSE AGE GROUP COURSE FEE
DURATION TIMINGS FORMAT
. One-Hour Normal Track Minimum 8 Monthly
32 Credit Hours . USD 60
Interactive Class 2 hours per week Years
(Normal Track)
4 Months Flexible Fimings Fast Track ‘ Full Course
(Normal Track) & 4 hours per week USD 200
Discount For Groups
& Siblings)

** Certificate of completion provided upon finishing the course requirements.

Assessments:

Materials Required Assessment will be based on completion of projects, participation in

class activities, and a final project showcase.

Key Outcome:
« Computer with A Microsoft Office course typically aims to equip students with a
internet access. variety of skills and knowledge to effectively use the suite of
applications. By the end of the course, students should feel confident
. Headphones. in their ability to use Microsoft Office applications effectively for both

personal and professional tasks

Prerequisites:
No prior experience with Microsoft Office is required. Basic computer

skills are recommended.
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Learning Objectives

B Proficiency in Microsoft Word

Competency in Microsoft Excel

Skills in Microsoft PowerPoint

Knowledge of Microsoft Outlook

Understanding of Microsoft Access

General Office Suite Integration

Curriculum Structure

Introduction to Microsoft Office Suite
« Overview of Office applications

» Navigating the interface

Microsoft Word
« Document creation and formatting

« Styles, templates, and themes
» Tables, images, and graphics
« Collaboration and review tools

Microsoft Excel
 Spreadsheet basics and data entry

« Formulas and functions
 Data analysis tools and pivot tables
« Chart creation and data visualization
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Curriculum Structure

Microsoft PowerPoint

« Slide design and layout
« Multimedia integration
- Animations and transitions

« Presentation tips and techniques

Microsoft Outlook

- Email management and organization
« Calendar scheduling and task management
« Advanced email features and settings

 Integration with other Office apps
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