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An intermediate course aimed at those with
basic knowledge of word processing and using Newark
. Microsoft Word. This short one day course will give | Face to
Intermediate : . . College/ .
candidates a good working knowledge of using face or 6 hrs Unaccredited | 10
Word . . Alexander
Microsoft Word. Learn how to edit and format Teams
. . Lodge/Teams
documents, insert images and tables and perform
a mail merge
This short one day course will give candidates
a good working knowledge of using Microsoft
Excel. Learn how to edit and format data, use Newark
. : . Face to
Intermediate | absolute cell referencing, perform calculations College/ .
. . . : o Face or |6 hrs Unaccredited | 10
Excel using a variety of functions including if, lookups, Teams Alexander
counts, sumifs and countifs. Use Excel tables, Lodge/Teams
sort and filter data, create combination charts and
manipulate worksheets.
An advanced course aimed at those with a working
knowledge of spreadsheets and using Microsoft
Excel. This short one day course will develop Newark
candidate’s working knowledge of using Microsoft | Face to
Advanced Excel dsh Th f 6h College/ U dited | 10
Excel xce to cree_lte spreadsheets. The course contgnt ace or rs Alexander naccredite
will cover using more complex functions, working Teams
. . . " . Lodge/Teams
with text in cells, applying conditional formatting
and data validation, naming cells and ranges and
using data analysis methods such as pivot tables.
Learn how to create a presentation using a variety
of MS PowerPoint tools. This one day course
covers the following content: « Slide views * Face to Newark
Intermediate | Inserting slides using a variety of slide layouts * College/ .
: : . . Face or | 6hrs Unaccredited | 10
PowerPoint | Inserting a range of graphics including charts, T Alexander
h . eams
tables, images, shapes, smartart graphics * Lodge/Teams
Applying animation and transitions ¢ Formatting
text - Slide designs and themes  Printing options
Unit 1 - Speaking and Listening (December): 12 weeks
English Speaking Board exam with external for each
: o : Face to :
examiners. Individual and group sections of the Face Speaking/
ESOL Level |exam. Unit 2 - Reading (March). English Speaking : listening, | Newark e
. : Daytime . Qualification
1and?2 Board exam using texts and comprehension or reading, College
questions. Unit 3 - Writing (June). English Speaking Eveni writing (36
. vening .
Board exam assessed by external examiners. weeks in
Students write a number of texts in English. total)
Functional Skills Qualifications in Mathematics 2S¢
: : " week
provide learners with opportunities to demonstrate Friday in
a sound grasp of mathematical problem-solving y
. ; . " Face to | college or | Newark
Functional skills appropriate to the level, and the ability to e
: . - . Face or |2 hours college or Qualification
Skills Maths | apply mathematical thinking to solve problems in a : .
. ; e online a week online
range of situations. Problems are based on skills in online
number, measures, shape and space, information S !
ept start
and data.
only
2hrsa
Functional Skills Qualifications in English are week
for learners to develop understanding and skills Friday in
Functional in English. The qualifications allow learners to Face to | college or | Newark
. : demonstrate their ability in reading, writing and Face or |2 hours college or Qualification
Skills English : . . s ’ :
speaking and listening. Within class, learners online a week online
apply this knowledge and these skills in familiar online.
situations. Sept start
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Award in
Mental Health
Awareness L1

Learn what is Mental Ill Health, the common
problems. The effects of mental ill health on
individuals and society. The rights of people
with mental ill health and the support that
individuals can seek. Where to refer people with
mental ill health for help and guidance. Explore
some of the causes of mental ill health and
barriers and how to overcome them.

Online

4 weeks
2-3hrs
a week

Online

Qualification

Safeguarding
and Prevent

Our online CPD certified Safeguarding Adults
and Children course covers key subjects such
as how to recognise abuse and neglect, good
practices for responding to allegations of
abuse, safeguarding policies and procedures,
and how to reduce the likelihood of abuse and
risks of harm.

Online

4 hrs

Online

unaccredited

Resilience for
Life

The course will cover what resilience is and
the purpose, what it looks like and how we can
become it. We spend the session looking at
techniques to include mindfulness, gratitude,
positive affirmations, neuroplasticity and
identifying the support networks we have
around us.

Face to Face or
online

3 hrs

Alexander
Lodge/
Newark
College

Unaccredited

Aim Award

in Personal
and Social
Development
L1

The AIM Qualifications Suite of Personal and
Social Development Skills Qualifications are
designed to help learners develop skills and
knowledge in personal and social skills. The
qualifications will support learners to become
confident individuals who are physically,
emotionally, and socially healthy, be responsible
citizens who make a positive contribution to
society and embrace change and managing

risk together with their own well-being.

Online
plus online
assessment

12-15
hours

Online /
college
assessment

Qualification

AAT Business
Skills Level 1

The Level 1 Award in Business Skills offers
students the opportunity to develop key
practical skills used in every business as a
route into employment. On completion of this
qualification, students will also be equipped
with a strong foundation from which to progress
to further study with AAT in either accountancy
or bookkeeping if they would like to do so. This
qualification will particularly suit those students
with minimal work experience or those who
require additional support to progress. This may
include younger students, those on traineeships
seeking basic employability skills, adults
seeking to validate their existing skills to enter
into the workplace, or those who want to study
higher level AAT qualifications but would like

to test their abilities before progressing further
with AAT.

Online

4-6
weeks
3 hrsa
week

Online
Blended

Qualification

AAT
Bookkeeping
Skills Level 1

This qualification covers a range of skills and
the relevant supporting knowledge in one
mandatory unit - Bookkeeping Fundamentals.
The qualification is assessed in one end-of-
qualification assessment. Students completing
this qualification will develop an understanding
of the role of the bookkeeper, including the
need to produce timely and accurate work
and to follow ethical principles. The Level 1
Award in Bookkeeping offers students the
opportunity to develop practical bookkeeping
skills. This qualification may help students to
move on to further study in either accountancy
or bookkeeping with AAT, offer a route into
employment or be of interest to those already in
employment.

Online

4-6
weeks
3 hrs a
week

Online
Blended

Qualification
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