
Course Description

Course structure

This course is designed for individuals who wish to develop their digital skills to
enable them to work in office environment. 

Digital skills
for office
work

Delivery mode
Face to face
4 days

RTO Code: 46075  ABN: 29 663 337 273
Level 3, Suite 305, 1510 Pascoe Vale Road Coolaroo VIC 3048

Fees
Pricing varies based on group size. 

ICTICT214 Operate application software packages

Learning outcome

Upon successful completion participants will be awarded statement of attainment for all accredited units. 

Identify digital application and terminologies
Follow organisational policies and procedures for digital communication
Store digital communications according to organisational policies and
procedure 
Use word- processing software
Use spreadsheet software
Select software package according to task requirements
Send emails, download and upload attachments
Data storage and filing conventions
Select and use technology and software applications to produce required
business documents

BSBTEC301 Design and produce business documents


