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	Trainer Name
	


	Course Developer Name
	

	Course Title
	Certificate in Office Management (Computer Applications
& Official Correspondence)

	Objectives and Expectations 

	Employable skills for students having minimum FA/FSc/Equivalent qualification through an intensive course on Certificate in Office Management (Computer Applications & Official Correspondence) and its application.

This is a special course designed to address unemployment in the youth. The course aims to achieve the above objective through hands on practical training delivery by a team of dedicated professionals having rich market/work experience. This course is therefore not just for developing a theoretical understanding/background of the trainees. Contrary to that, it is primarily aimed at equipping the trainees to perform commercially in a market space in independent capacity or as a member of a team.
The course therefore is designed to impart not only technical skills but soft skills as well as entrepreneurial skills deemed essential for that purpose
i.e. communication skills; marketing skills (including freelancing); personal grooming of the trainees and inculcation of the positive work ethics to foster better citizenship in general and improve the image of Pakistani work force in particular.

Main Expectations:
In short, the course under reference should be delivered by professional instructors in such a robust hands-on manner that the trainees are comfortably able to employ their skills for earning money (through wage/self-employment) at its conclusion.

This course thus clearly goes beyond the domain of the traditional training practices in vogue and underscores an expectation that a market centric approach will be adopted as the main driving force while delivering it. The
instructors should therefore be experienced enough to be able to identify the training needs for the possible market roles available out there. Moreover, they should also know the strengths and weaknesses of each individual trainee to prepare them for such market roles during/after the training.


	Entry-level of trainees
	Intermediate

	Teacher’s Eligibility Criteria




	Bachelor Computer Science/ SE/ IT/EEE/Business/Marketing/Economics having 3 years’ experience in Office Management/MS Office Suite
OR
Bachelor along with Certified MS Professional having bachelor’s    degree/DAE having 3 years’ experience in Office Management/MS Office Suite


	Learning Outcomes of the course
	After completion of this course, the trainees must be able to:

· Demonstrate effective soft skills including communication, problem-solving, and interpersonal abilities.
· Exhibit strong teamwork and collaborative skills in professional settings.
· Adhere to professional work ethics and conduct in an office environment.
· Apply business communication techniques for effective correspondence and presentations.
· Navigate and adapt to various office environments with confidence.
· Draft professional formal and informal correspondence, including sales and complaint letters.
· Design customized templates for letterheads, invoices, logos, certificates, ID cards, result cards, brochures, and advertisements using MS Office applications.
· Create and manage dynamic workbooks and worksheets for professional use.
· Develop and manage dashboards, sales invoices, inventory/stock, and payroll systems.
· Apply data analysis and crunching techniques for insightful decision-making.
· Design and deliver animated presentations that engage and inform audiences.
· Create videos from slides, including character animations and movement, for dynamic storytelling.
· Set up and manage a G-Suite account for professional collaboration.
· Utilize Google Sheets, Docs, Slides, and Hangouts to enhance productivity and streamline workflows.
· Perform efficient office correspondence and manage administrative tasks.
· Understand the basics of human resource management to support organizational growth.

	Course Execution Plan
	The total duration of the course: 3 months (12 Weeks)
Class hours: 4 hours per day
Theory: 20%
Practical: 80%
Weekly hours: 20 hours per week
Total contact hours: 260 hours

	Companies offering jobs in the respective trade
	Besides overseas employment, the following Pakistani
companies/firms/Organizations are also offering jobs as well, with
details as under: -
· Freelancing Platforms (Fiverr, Upwork, Freelancer, Guru, PeoplePerHour)
· Government and Semi-Government Organizations (Public Sector Departments and Educational Institutes (as Office Assistants, Data Entry Operators, and Administrative Staff))
· Corporate Sector (Multinational Companies (MNCs), Local Businesses and SMEs requiring Office Management skills)
· Software Houses and IT Companies
· Banks and Financial Institutions (For roles such as Data Entry Operators, Administrative Assistants, and Support Staff)
· E-Commerce and Online Businesses (Daraz, OLX Pakistan, and other digital marketplaces)
· Recruitment Agencies and HR Firms (Companies offering HR management and office administration services)
· Private Organizations (Healthcare, Construction, Real Estate, and Retail Sectors)

	Job Opportunities
	The following careers can be pursued after completion of the training: -

· Office Manager
· Administrative Assistant
· Executive Assistant
· Computer Operator
· Data Entry Operator
· Front Desk Officer/Receptionist
· IT Support Officer
· Office Automation Specialist
· Business Coordinator
· Human Resource Assistant
· Inventory/Stock Manager
· Payroll Administrator
· Document Controller
· Presentation Designer
· Freelance Office Administrator
· Google Workspace Specialist

	No of Students
	25

	Learning Place
	Classroom / Lab





MODULES
	Scheduled Weeks
	Module Title
	Days
	Learning Units
	Home Assignment

	Week 1
	Orientation & Importance of IT Skills
	Day 1
	· Program Orientation and Course Orientation
· Motivational Lecture (refer to Page No: 3-4 for details)
· Course Benefits and Relevance to Job Market

	
· Task 1


Details may be seen at Annexure-I


	
	
	Day 2
	· Overview of Modern Technology and Its Importance
· Introduction to Basic Concepts: Computer, Internet, Tele-Conferencing
· Cellular Phone in Professional Settings
	

	
	
	Day 3
	· Fundamentals of E-Business, E-Commerce, E-Marketing, and E-Banking
· Basics of Computer and Its Applications
· Introduction to Computer Systems
	

	
	
	Day 4
	· Introduction to Office Management: Concepts and Functions
· Scientific Office Management and Departmentalization
· Roles and Responsibilities of an Office Manager
	

	
	
	Day 5
	· Attributes of a Good Office Professional
· Effective Communication Skills in Professional Environments
· Institute/Work Ethics and the Desire to Learn & Grow (refer to Annexure-II for further details)

	

	Week 2
	Explore Computer Automation and Office Management
	Day 1
	· Block Diagram of a Computer System
· Devices that can be attached to a Computer (Keyboard, Mouse, CPU, Monitor) & Their Functions
· Software & Software Components of a Computer

	
· Task 2


Details may be seen at Annexure-I


	
	
	Day 2
	· System Software & Its Subtypes
· Software & Its Types
· What is Office Automation?


	

	
	
	Day 3
	· MS-Word
· MS-Excel
· MS-PowerPoint
	

	
	
	Day 4
	· Principles of Organization
· Forms of Organization
· Office Systems, Routine Procedures, and Methods
· Work ethics
	

	
	
	Day 5
	· Importance of Systems
· Principles of Systems
· Advantages of Office Systems
· Manual and Its Types
· Office Accommodation & Layout
· The Site or Location
· Urban and Rural Area Offices and Their Merits & Demerits

	

	Week 3
	MS Word Basics

	Day 1
	· Introduction to MS Word
· Motivational Lecture (For further detail, please see Page No: 3-4)
· Different Shortcut Keys
· Mouse Shortcut Keys
· Parts of MS Word Window
· Views of MS Word & Chain of Views (Normal, Web, Outline, Reading, Full Screen)
· Create and Manage Files
	· Task 3


Details may be seen at Annexure-I


	
	
	Day 2
	· Office Management Introduction
· Management and its Functions
· Functions of Office Management
· MS Word: Use of AutoCorrect, Find & Replace
· Use of Spell & Grammar Check

	

	
	
	Day 3
	· Alignment of Text (Left, Right, Centre & Justify)
· Set Line & Paragraph Spacing (Single- & Double-Spaced Line Spacing)
· Margins
· Page Setup Dialog Box
· Formatting Text (Bold, Underline, Italic)
	

	
	
	Day 4
	· How to Operate Pulldown (Drop-Down) Menus (Cascading Menus, Double Arrows)
· How to Operate Task Pane
· Difference Between Save & Save As
· Difference Between Undo & Repeat

	

	
	
	Day 5
	· Difference Between Delete & Backspace
· Difference Between Cut, Paste & Copy Paste, Drag & Drop
· Success Story (For further detail, please see Page No: 4-5 and Annexure-III at the end)
	

	WEEK 4

	MS Word Advanced and Designing
	Day 1
	· Motivational Lecture (For further detail, please see Page No: 3-4)
· Using Ruler
· Setting Tabs and Indents
· Margins Using Tabs

	· Task 4

Details may be seen at Annexure-I


	
	
	Day 2
	· Header & Footer (with all options)
· Toolbar
· Font Dialog Box (having all font options)
· Bulleted & Numbered Lists
	

	
	
	Day 3
	· Collaborate on Documents
· Mark Up Documents
· Display and Review Document Markup
· Review and Respond to Comments
	

	
	
	Day 4
	· Compare and Merge Documents
· Designing Letterheads and Certificates with MS Word

	

	
	
	Day 5
	· Institute/Work Ethics (For further detail, please see Annexure-II at the end)
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Week 5
	Business Communication and Letter Drafting
	Day 1
	· Motivational Lecture (For further detail, please see Page No: 3-4)
· 7 C's of Communication
· Channels of Communication
	· Task 5

Details may be seen at Annexure-I


	
	
	Day 2
	· The Art of Writing an Effective Business Letter
· Language of Letters
· Form and Styles of Letters

	

	
	
	Day 3
	· Inquiries and Replies to Inquiries
· Order Letters
· Complaint and Adjustment Letters
	

	
	
	Day 4
	· Formal and Informal Letters
· Polite Requests in Business Letters
· Noting and Drafting

	

	
	
	Day 5
	· Letter of Application
· Letter of Thanks
· Letter of Recommendation
· Case Study (For further detail, please see Page No: 5-6)

	

	Week 6
	Introduction to MS Excel

	Day 1
	· Introduction to MS Excel 
· Identifying Basic Parts of Excel Window
· Difference Between a Workbook & Worksheet

	· Task 6


Details may be seen at Annexure-I


	
	
	Day 2
	· Saving and File Management
· Converting and Encrypting Files
· File Properties and Digital Signatures

	

	
	
	Day 3
	· File Accessibility and Compatibility
· Introduction to Various Operators (Arithmetic, Logical, Comparison, etc.)

	

	
	
	Day 4
	· Basic Excel Functions (Average, Sum, Count, Max, Min, etc.)
· Working with Logical Functions (IF and Nested IF)

	

	
	
	Day 5
	· Working with Conditional Formatting
· Creating Result Cards, Invoices, Transcripts

	

	Week 7
	Advanced Excel and Data Analysis 
	Day 1
	· Array Functions (SUM IF & AVERAGE IF)
· Formula Auditing
· Formulas with Absolute References
	· Task 7

Details may be seen at Annexure-I


	
	
	Day 2
	· Text Functions
· Working with Named Ranges
· Creating Linked Sheets

	· 

	
	
	Day 3
	· Create Inventory/Stock Reports

	· 

	
	
	Day 4
	· Introduction to Records Management
· Objective of Records Management
· Features of Records Management

	· 

	
	
	Day 5
	· Principles of Records Management
· Essentials of Records Management
· Benefits of Records Management
· Office Stationery
· Case Study (For further detail, please see Page No: 5-6)
	

	Week 8
	Introduction to PowerPoint and Freelancing
	Day 1
	· Introduction to PowerPoint
· Identifying Basic Parts of PowerPoint Window
· Saving and File Management
	· Task 8

Details may be seen at Annexure-I


	
	
	Day 2
	· Standard Rules for a Stronger PowerPoint Presentation
· Working with Slides and Slide Layouts
· Using Built-in Templates for Presentation

	· 

	
	
	Day 3
	· Working with PowerPoint Themes
· Working with Animation and Transitions

	· 

	
	
	Day 4
	· Using Smart Art and Shapes in Presentations
· Creating Videos from Slides

	· 

	
	
	Day 5
	· Creating Storyboards with PowerPoint
· Introduction to Freelancing
	

	Week 9
	Freelancing and Google Workspace (previously Known as Google Suite)

	Day 1
	· Introduction to Freelancing
· Freelancing Concepts: How to Start
· Step-by-Step Process from Account Opening to Taking Orders and Contract Signing
· Freelancing Platforms

	· Task 9

Details may be seen at Annexure-I


	
	
	Day 2

	· Working with Google Workspace (formerly Google Suite)
· Integrated Gmail
· Email & Group Communication

	· 

	
	
	Day 3

	· File Storage, Collaboration & Docs in Google Workspace
· Meetings & Scheduling in Google Workspace
· Google Workspace on Mobile

	· 

	
	
	Day 4

	· Managed Teams in Google Workspace
· Chrome Browser for Freelancers
· Cloud Search in Google Workspace

	· 

	
	
	Day 5
	· Freelancing (Get Some Small Projects on General Topics)
· Institute/Work Ethics (For further detail, please see Annexure-II at the end)
	

	Week 10
	Professional Development and Outlook
	Day 1
	· Inventory of Your Personal Interests, Abilities, Skills, Knowledge, etc.
· Identifying and Prioritizing Strengths and Gaps
· Using Available Assessment Tools

	
· Task 10

Details may be seen at Annexure-I


	
	
	Day 2

	· Setting Personal Goals and Timeframe for Achieving Them
· Learning from Mistakes

	

	
	
	Day 3

	· Introduction to MS-Outlook
· Managing Emails in MS-Outlook
· Working with Calendar and Managing Appointments and Schedules

	

	
	
	Day 4

	· Managing Contacts in MS-Outlook
· Managing Tasks with Outlook

	

	
	
	Day 5
	· Configuring Outlook with Your Email
· Exporting and Importing Contacts

	

	Week 11
	Leadership and Conflict Management
	Day 1
	· Introduction to Leadership and Conflict Management
· Role and Function of an Office in Business Activities
· Factors Contributing to the Growth of an Office

	· Task 11
Details may be seen at Annexure-I


	
	
	Day 2

	· Leadership Styles: Autocratic, Democratic, Laissez-Faire
· The Importance of Emotional Intelligence in Leadership
· Desirable Skills, Attitudes, and Attributes of Office Personnel

	· 

	
	
	Day 3

	· Activities of a Modern Office
· Challenges of Office Management
· Identifying and Managing Workplace Conflict

	· 

	
	
	Day 4

	· Conflict Resolution Styles and Techniques
· Handling Difficult Conversations in Leadership
· Building Team Collaboration and Trust

	· 

	
	
	Day 5
	· Decision Making and Problem-Solving in Leadership
· Motivating Teams and Individuals
· Role of a Leader in Conflict Management and Conflict Prevention

	

	Week 12
	Final Assessment and Industry Exposure
	Day 1
	· Review of Key Concepts
· Understanding Industry Standards and Best Practices

	
· Task 12
Details may be seen at Annexure-I

Final Project

	
	
	Day 2

	· Mock Tests and Presentations
· Feedback Mechanisms and Performance Evaluation

	

	
	
	Day 3

	· Industry Insights and Guest Lectures
· Importance of Networking and Building Professional Relationships

	

	
	
	Day 4

	· Course Wrap-Up and Certificate Distribution
· Final Project Review: Best Practices and Key Takeaways

	

	
	
	Day 5
	· Final Assessment: Theory and Practical
· Career Development and Opportunities in the Industry
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Tasks for Certificate in Office Management (Computer Applications & Official Correspondence)
	Task No.
	Task
	Description
	Week

	1. 
	Setting Up MS Word Document
	Start by opening a new MS Word document, then familiarize yourself with different shortcut keys and the MS Word window. Create a document and apply basic formatting, such as text alignment, setting margins, and paragraph spacing. Also, learn how to save the document using "Save As" and "Save."
	Week 1

	2. 
	Designing a Business Letter in MS Word
	Use MS Word to create a well-structured business letter. Apply proper formatting styles for the header, body, and closing. Use tools like auto-correct and spell check, and incorporate bullet points or numbered lists for clarity.
	Week 2

	3. 
	Create a Data Sheet Using MS Excel
	Open MS Excel and create a data sheet with columns for product names, prices, and quantities. Use basic functions like SUM and AVERAGE to perform calculations on the data. Implement conditional formatting to highlight prices above a certain threshold.
	Week 3

	4. 
	Building a PowerPoint Presentation

	Start by selecting a template and adding slides to create a presentation. Use various slide layouts and insert elements like images, graphs, and charts. Apply transitions and animations to enhance the presentation’s appeal. Practice saving and managing presentation files.
	Week 4

	5. 
	Organize a Personal Calendar in MS Outlook
	Configure MS Outlook with your email and set up a calendar to schedule appointments and meetings. Learn how to create recurring events, set reminders, and manage time efficiently. Use the calendar to organize daily, weekly, and monthly activities.
	Week 5

	6. 
	Managing Contacts in MS Outlook
	Learn how to add, categorize, and organize contacts in MS Outlook. Create and update contact details, import/export contact lists, and use search functions to manage your contact database efficiently.
	Week 6

	7. 
	Create a Financial Report in Excel
	Use MS Excel to create a financial report. Input data on income and expenses, and then use formulas to calculate totals and averages. Apply formatting to make the report visually appealing and easy to understand.
	Week 7

	8. 
	Designing and Sharing a Project Using MS PowerPoint
	Create a PowerPoint presentation for a project. Include multiple slides with titles, text, images, and graphs. After finalizing, share the presentation using PowerPoint's sharing options and review collaboration features.
	Week 8

	9. 
	Conflict Management Simulation
	Create a scenario where a conflict arises in the workplace, such as a disagreement between team members. Develop solutions using conflict resolution strategies like compromise, collaboration, or avoidance. Practice managing the conflict in a way that fosters teamwork.
	Week 9

	10. 
	Practicing Leadership Styles
	Simulate different leadership styles (autocratic, democratic, laissez-faire) by assigning tasks to a team and observing how each style affects team dynamics. Provide feedback on how leadership styles influence performance and decision-making.
	Week10

	11. 
	Handling Difficult Conversations
	Create a role-play scenario where you have to manage a difficult conversation in a leadership context. Use techniques to maintain professionalism, stay calm, and address the issue constructively. Focus on communication and emotional intelligence.
	Week11

	12. 
	
Preparing for a Final Assessment
	Review key concepts learned throughout the course, including office management, MS Office applications, business communication, and leadership. Complete mock tests and presentations as part of your final assessment preparation. Identify strengths and areas of improvement through feedback.
	Week12






Annexure-II: 

Motivational Lectures 
Certificate in Office Management (Computer Applications & Official Correspondence)


 
Annexure-IV:
 Workplace/Institute Ethics Guide
Work ethic is a standard of conduct and values for job performance. The modern definition of what constitutes good work ethics often varies.  Different businesses have different expectations. Work ethic is a belief that hard work and diligence have a moral benefit and an inherent ability, virtue, or value to strengthen character and individual abilities. It is a set of values-centered on the importance of work and manifested by determination or desire to work hard.
The following ten work ethics are defined as essential for student success:
1. Attendance: 
Be at work every day possible, plan your absences don’t abuse leave time. Be punctual every day.
1. Character: 
Honesty is the single most important factor having a direct bearing on the final success of an individual, corporation, or product. Complete assigned tasks correctly and promptly. Look to improve your skills.
1. Team Work:
The ability to get along with others including those you don’t necessarily like. The ability to carry your weight and help others who are struggling. Recognize when to speak up with an idea and when to compromise by blend ideas together.
1. Appearance:
Dress for success set your best foot forward, personal hygiene, good manner, remember that the first impression of who you are can last a lifetime
1. Attitude: 
Listen to suggestions and be positive, accept responsibility. If you make a mistake, admit it. Values workplace safety rules and precautions for personal and co-worker safety. Avoids unnecessary risks. Willing to learn new processes, systems, and procedures in light of changing responsibilities.
1. Productivity: 
Do the work correctly, quality and timelines are prized. Get along with fellows, cooperation is the key to productivity. Help out whenever asked, do extra without being asked. Take pride in your work, do things the best you know-how. Eagerly focuses energy on accomplishing tasks, also referred to as demonstrating ownership. Takes pride in work.
1. Organizational Skills:
Make an effort to improve, learn ways to better yourself. Time management; utilize time and resources to get the most out of both. Take an appropriate approach to social interactions at work. Maintains focus on work responsibilities.
1. Communication: 
Written communication, being able to correctly write reports and memos.
Verbal communications, being able to communicate one on one or to a group.
1. Cooperation: 
Follow institute rules and regulations, learn and follow expectations. Get along with fellows, cooperation is the key to productivity. Able to welcome and adapt to changing work situations and the application of new or different skills.
1. Respect: 
Work hard, work to the best of your ability. Carry out orders, do what’s asked the first time. Show respect, accept, and acknowledge an individual’s talents and knowledge. Respects diversity in the workplace, including showing due respect for different perspectives, opinions, and suggestions.



List of Tools and Equipment’s

· Computer Systems: Desktops, Laptops, Tablets
· Mobile Devices: Smartphones for professional settings
· Computer Hardware: Keyboard, Mouse, CPU, Monitor
· Software: Office Management Tools, MS Office Suite (Word, Excel, PowerPoint), MS Outlook
· Input Devices: Keyboard, Mouse
· Design Tools: MS Word's Design & Page Layout options, Letterhead & Certificate Templates
· Communication Tools: Zoom, Skype, Email, Phone, Google Meet, MS Teams
· Additional Tools: Shortcut keys, Rulers, Paragraph and Margin tools in MS Word
· MS Word Tools: Header & Footer tools, Bulleted & Numbered List tools, Toolbar, Font Dialog Box
· Document Tools: MS Word (for drafting business letters)
· Writing Tools: Grammar Check, Spell Check, Typing Speed Tools
· Excel Tools: Excel Functions (Sum, Average, Count, etc.), Data Tools (Array Functions, Formula Auditing, Named Ranges, Conditional Formatting)
· Inventory Tools: Inventory Management Software
· Presentation Tools: MS PowerPoint, Google Slides, Slide Layouts, Templates, Animation, and Transitions tools
· Media Equipment: Projectors, Display Screens
· Freelancing Platforms: Upwork, Fiverr, Freelancer
· Google Workspace: Gmail, Google Docs, Google Sheets, Google Meet, Google Drive, Cloud Search
· Communication Tools: Calendar, Task Management in Outlook
· Assessment Tools: Skill Assessment Platforms, Test Platforms (Google Forms, Quiz Tools)
· Training Tools: Role-Play, Discussion Forums
· Leadership & Management Tools: Conflict Resolution Frameworks, Decision-Making Software
· Industry Exposure: Networking Tools (LinkedIn), Professional Development Platforms
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