NQF Level: 5
Duration: 3 years
Nr of credits: 445

Purpose of qualification| The qualification provides an opportunity for students to acquire a range of administrative skills to coordinate the activities of an office which

| OFFICE ADMINISTRATOR

Entry Requiremenis’ | Matric (Grade 12) / NCV Level 4 / Relevant FETC at NQF Level 4

included information management as well as operation processes in an administrative setting.

*KM & PM: On campus
in a classroom setting
and in practical
simulation rooms
(kitchens)

*WM: In a real-life work
environment gaining
experience and
recording the
experience and
evidence in a
Workplace Logbook

eInternal Assessments:
Based on module-
specific criteria (e.Q.,
observation templates,
reports, practical
demonstrations).

sWorkplace Evidence:
Includes logbooks,
mentor sign-offs, self-
evaluations, and
activity plans.

«Competency in KM,
PM and WM gives
access fo External
Integrated Summative
Assessment (EISA)
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+College statement of
results will allow access
to the EISA

*Once achieving all
aspects of course and
passing the EISA —
QCTO issues relevant
qualification
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oSupport office administration
and record management

eSuUppoOrt communication
strategies in a business

eProvide multicultural customer
and client relationship support

sSupport resource and facilities
management

eProvide tender administration

eProvide skills development
administration

eProvide public relations and
advocacy and social and digital
media

eProvide computerised project
management skills

eProvide staffing and people
support administration

RELEVANT INDUSTRY ROLES: Accounts Supervisor | Administration Officer (private or public) | Business Administration Officer (private or public) | Office
Supervisor | Office Coordinator | Administration Clerk / Officer | Administrative Assistant | Clerical Officer | Client Relationship Officer | Client Services

Administrator | Community Services Clerk / Officer | Planning Support Officer | Site Clerk | Tender Evaluation Coordinator




