	SECRETARIAL PROGRAMMES

	CODE
	COURSE
	DURATION
	DATES

	SEC 01
	Management Development Programme For Executive 
	4 weeks
	15 Feb - 12 Mar

	 
	Secretaries &Administrative Assistants
	 
	03 May- 28 May

	 
	 
	 
	23 Aug - 17 Sep

	SEC 02
	Web Page Designing, Publishing and Management
	4 weeks
	15 Mar - 12 Apr

	 
	 
	 
	05 Jul - 30 Jul

	 
	 
	 
	20 Sep - 17 Oct

	SEC 03
	Computer Based Electronic Records Manangement Systems
	3 weeks
	25 Jan - 12 Feb

	 
	 
	 
	03 May -21 May

	 
	 
	 
	23 Aug - 10 Sep

	SEC 04
	Computer Applications and Software Packages for Executive
	3 weeks
	25 Jan - 12 Feb

	 
	 Secretaries & Administrators Including-; Ms Word, Ms Access, 
	 
	03 May- 21 May

	 
	Desktop Publishing, Ms, Excel and Ms Power Point.
	 
	01 Nov -19 Nov

	SEC 05
	Customer Care and Public Relations
	3 weeks
	19 Apr - 09 May

	 
	 
	 
	16 Aug - 03 Sep

	 
	 
	 
	01 Nov - 19 Nov

	SEC 06
	Advanced Management Development Programme for Executive 
	4 weeks
	03 May - 28 May

	 
	Secretaries & Administrative Assistants
	 
	16 Aug - 10 Sep

	 
	 
	 
	01 Nov - 26 Nov

	SEC 07
	Text Processing with MS, XP & Ms 2006
	4 weeks
	15 Mar -05 Apr

	 
	 
	 
	09 Aug -10Sep

	 
	 
	 
	15 Nov - 17 Dec

	SEC 08
	Spreadsheet with Ms Excel 2000 or XP
	4 weeks
	08 Mar - 2 Apr

	 
	 
	 
	24 May - 18Jun

	 
	 
	 
	11 Oct - 05Nov

	SEC 09
	Database Management with Ms Access
	4 weeks
	22 Mar - 09 Apr

	 
	 
	 
	12 Jul - 03 Aug

	 
	 
	 
	27 Sep - 27 Oct

	SEC 10
	Presentation with Ms Power Point
	4 weeks
	17 Feb - 09 Mar

	 
	 
	 
	22 May- 04 May

	 
	 
	 
	 06 Sept- 24 Sep

	SEC 11
	Electronic Media and Internet for First time Users
	4 weeks
	05Jul - 30 July

	 
	 
	 
	03 Oct - 29 Oct

	 
	 
	 
	03 May - 28 May

	SEC 12
	Cybernet technnologies and Applications
	3 weeks
	08 Mar - 26 Mar

	 
	 
	 
	05Jul -23 July

	 
	 
	 
	01 Nov - 19 Nov

	SEC 13
	Microsoft Project Management Course
	3 weeks
	01 Mar - 19 Mar

	 
	 
	 
	14 Jun - 02 July

	 
	 
	 
	25 Oct - 12 Nov

	SEC 14
	PC Fundamental and Technician Course
	3 weeks
	25 Jan - 12 Feb

	 
	 
	 
	03 May -21 May

	 
	 
	 
	23Aug - 10 Sep

	SEC 15
	Advanced Secretarial & Computing Skills
	3 weeks
	25 Jan - 12 Feb

	 
	 
	 
	03 May- 21 May

	 
	 
	 
	01 Nov -19 Nov

	SEC 16
	Microsoft Designing Packages for Secretaries & Administrators, 
	4 weeks
	04Jan  - 29 Jan

	 
	Publishing & Corel Draw Desktop
	 
	03 May- 28 May

	 
	 
	 
	06 Sep - 01 Oct

	SEC 17
	PC Architecture and Software Programme for Secretaries
	4 weeks
	17 May - 11Jun

	 
	 
	 
	03Oct - 29 Oct

	 
	 
	 
	15 Mar - 12 Apr

	SEC 18
	Professional Minutes and Report writing& Professional Editing
	3 weeks
	07 Mar - 26 Mar

	 
	Programme for Secretaries and Private Secretaries
	 
	05 Jul - 23 Aug

	 
	 
	 
	01 Nov - 19 Nov

	SEC 19
	Qualities, Attributes and challenges for Executive Secretaries 
	4 weeks
	22 Mar - 16 Apr

	 
	in the new Millenium initiative at the Public Sector
	 
	21Jun - 16 July

	 
	 
	 
	04 Oct - 29 Oct

	SEC 20
	Teleconferencing and telecentre strategiec the quest for all
	3 weeks
	25 Jan - 12 Feb

	 
	  Exectutive Secretaries and Administrators
	 
	03 May- 21 May

	 
	 
	 
	01 Nov -19 Nov

	SEC 21
	The Road Map from Secretary to Management- Managing the 
	3 weeks
	19 Apr - 05 May

	 
	 Cross Roads to Leadership
	 
	16 Aug - 03 Sep

	 
	 
	 
	01 Nov - 19 Nov

	SEC 22
	A secretary's Media pull strategy Initiatives and Developments
	3 weeks
	25 Jan - 12 Feb

	 
	 
	 
	25 May - 12 Jun

	 
	 
	 
	07 Sep - 24 Sep

	SEC 23
	Book Keeping and Basic Accountancy for Secretaries- 
	4 weeks
	22 Feb -19 Mar

	 
	A Multi- Skilling Initiative
	 
	24 May - 18 Jun

	 
	 
	 
	30 Aug - 24 Sep

	SEC 24
	 Customer  Care and Public Relations
	4 weeks
	05 Jul - 30 July

	 
	 
	 
	04 Oct - 29 Oct

	 
	 
	 
	03 May - 27May

	SEC 24
	Management Development Program For Secretaries
	4 weeks
	15 Feb - 12 Mar

	 
	 
	 
	24 May - 18 Jun

	 
	 
	 
	13 Sep - 08 Oct


