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Learn to change your story

National Learning Network College
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What is National 
Learning Network College
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QQI Level 5 Business Administration (5M2468), ECDL and MOS

Duration: Up to 2 years 
 
The Applied Information Technology course gives students the 
skills, knowledge and competencies that are required to work in a 
wide range of office and business administration roles. 

• Business Administration Skills 
• Communications 
• Bookkeeping Manual and  
   Computerised 
• Word Processing 
• Work Experience 
• Database Methods 
• Spreadsheet Methods 
• Teamworking 
• Payroll - Manual and Computerised 
• Personal Effectiveness 
• New ECDL – Full 7 modules 
• Microsoft Office Specialist (MOS) –     
    5/7 modules 
• Adobe Certified Associated 

• Induction 
• Health & Safety 
• Personal & Interpersonal Skills 
• Self Advocacy 
• The Office Environment 
• Job Seeking Skills & Preparation  
    for Work 
• Work Placement 
• Literacy & Numeracy Supports 

CERTIFICATION:

COURSE OVERVIEW:

CORE MODULES: NON-CERTIFIED MODULES:
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Construction Skills 
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CERTIFICATION:

COURSE OVERVIEW:

QQI Level 5 Office Administration (5M1997), QQI Level 4 Office 
Skills (4M2070), ECDL and MOS

Duration: Up to 2 years 
 
Information Technology by Blended Learning is a mixture of home 
study, in centre training (2 days a week) and work place training.  
One-to-one tutorials and group training are used as well as online 
collaborative technology to support you while studying at home and 
there is a fully active e-learning site available. A blend of training 
methods are used to give each student the support they need to learn 
computers and office skills, to achieve certification and get a job.
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• HACCP 
• First Responder Training 
• Child Protection /  
    Children First Safe Pass 
• WRAP  
   (Wellness Recovery Action Plan) 
• Manual Handling 
 
 

• Induction / Initial Assessment 
• Health and Safety 
• Personal Development Skills 
• Literacy & Numeracy Supports 
• Pre-placement Preparation 
• Host Company Induction 
• Future Planning 

• Communications 
• Career Planning 
• Functional Mathematics 
• Workplace Safety 
• Customer Service 
• Personal Effectiveness 
• Personal and Interpersonal 
   Development 
• Work Experience 
• Understanding Inter-culturalism 
• Information Technology Skills 
• Reception Skills  

EMPLOYMENT SKILLS 
CORE MODULES

EXTRACURRICULAR MODULES: NON-CERTIFIED MODULES:
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QQI Level 4 Certificate in Retail Skills (4M1998)

Duration: Up to 2 years  
Retail Skills is offered on a full time basis and offers you the 
opportunity to acquire retail skills with a host company in the broad 
retail industry. The programme offers you a combination of practical on 
the job skills training with a retail host company (3 days per week) and 
in centre training (2 days per week). The Retail Skills programme is 
designed to support you if you want to get to train on the job while still 
enjoying all the supports from our training centre. 

• Retail Sales Techniques 
• Customer Service 
• Communications 
• Work Experience 
• Stock Control 
• Personal Effectiveness  
• Information Technology Skills 
• Workplace Safety 

• Induction / Initial Assessment 
• Health and Safety 
• Personal Development Skills 
• Literacy & Numeracy Supports 
• Pre-placement Preparation 
• Host Company Induction 
• Future Planning 

CERTIFICATION:

COURSE OVERVIEW:

CORE MODULES: NON-CERTIFIED MODULES:

Retail Skills
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Tel:                        (066) 712 2533 
Email:                   tralee@nln.ie  
Web:                     https://www.facebook.com/NLNTralee/

Admissions Office

V92 H427
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