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CERTIFICATE IN OFFICE ADMINISTRATION
Office Administration deals with overseeing the daily functions of various inter-disciplinary departments to have operations flow smoothly and reduce the workload from higher level Managers.
Qualifications:
· K.C.S.E; D plain (KNEC) Certificate
· Holders of Artisan Certificate examined by KNEC.
· Level 4 from TVET CDACC.
Duration: 1 Year 
Basic Units
•	Demonstrate Communication Skills		
•	Demonstrate Digital Literacy
•	Demonstrate Entrepreneurial Skills	
•	Demonstrate Workplace Ethics & Practices
Core Units		
· Demonstrate Shorthand Skills
· Demonstrate ICT Skills
· Manage Front Office Operations	
· Manage Office Mail	
· File Office Documents	
· Coordinate Official Meeting	
· Manage Office Security	
· Manage Office Telephone Calls	
· Process Computerized Documents
· Industrial Attachment




FEES PAYABLE
	
	
	MODULE 1
	MODULE 2

	NO.
	ITEM FEE PAYABLE 
	Term 1 
	Term 2
	Term 1 
	Term 2

	1.
	Registration Fee
	1,000/- 
	
	-
	

	2.
	Administration fee
	2,000/-
	
	
	

	3.
	Student ID card
	500/-
	
	-
	

	4.
	Tuition 
	15,000/-
	15,000/-
	15,000/-
	15,000/-

	5.
	Examination Fees 
	
	10,650/-
	-
	10,650/-




Class Attendance Modes:
Evening – 4.00pm – 7.00pm Weekdays
Evening – 8.00 pm – 9.30 pm –(online)
Saturday - 8.30 am – 5.00 pm - Saturday
Full time – 8.30 am – 4.30 pm - Weekday Daily
The classes are either In-Person, Online or Blended mode of study.
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