OCR Text Processing Business Professional

Department: Library
Exam Board: OCR
Duration: 1 Year
What is it worth? Level 1 & 2: GCSE A* to C. Level 3: AS Level.
Why take this course?  Who is it for?
You are capable of understanding basic computer skills and have good computer keyboard skills. You wish to be able to set out professional documents to enhance skills and qualifications.
What does this course involve?
In this course you will complete:

· Text Processing: letter, memos and reports

· Word Processing: reports, newspaper articles and advertisements

· Mailmerge: spreadsheets and merging documents

· Document Presentation: reports, newspaper articles and advertisements

· Speed Keying: increasing typing skills and words per minute

· Keyboard Skills

· Business Presentations: powerpoint documents

· Audio Tying: typing information given to you via audio tape
What possible progression routes are available after taking this course?
· Commencing at Level 1 or 2 progressing to Level 3
· Diploma in Text Processing

· CLAIT

· Shorthand Skills

After a Level 3 course you may want to progress on to a higher education course, perhaps in Business Administration or Secretarial skills.
What re the special features?

Practical environment.
What possible careers follow on from this course?
There are a huge range of careers you can enter. You can work for yourself as a typist offering your services to authors, for CVs etc. Employment in office environment.

What students say:
“I love this course as it has helped me to type coursework up quickly and professionally”

“It has helped me with my spelling and grammar”

“I have learnt all different ways of presenting my work and achieved additional grades because of how it is presented”.

What skills will you develop?
Computer and secretarial skills.
How you will be assessed?

Teacher assessed units during the course. Exams taken spring, summer and autumn.
Who do I see for further information?
Mrs Lambert

Information and Guidance
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