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Course Title: Basics of MS Excel Certificate 
 
Course Overview: This course is designed to introduce participants to the 
fundamental skills in using Microsoft Excel for data entry, calculation, and basic 
analysis. 
 
Course Objectives: 
  
- Understand the Excel interface and navigation 
- Create and manage worksheets and workbooks 
- Enter and edit data 
- Perform basic calculations and formulas 
- Use basic functions and formatting tools 
 
Course Outline: 
Module 1: Introduction to Excel 

- Overview of Excel and its applications 
- Understanding the Excel interface 
- Creating and saving workbooks 

Module 2: Data Entry and Management 
- Entering and editing data 
- Understanding data types and formatting 
- Basic data management techniques 

Module 3: Basic Calculations and Formulas 
- Understanding formulas and equations 
- Using basic arithmetic operators 
- Creating simple formulas and calculations 

Module 4: Functions and Formatting 
- Using basic functions (SUM, AVERAGE, COUNT) 
- Understanding formatting options (number, date, time) 
- Applying basic formatting techniques 

Module 5: Basic Data Analysis 
- Understanding basic data analysis concepts 
- Using Excel tools for data analysis (filtering, sorting) 
- Creating basic charts and tables 
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Course Title: Business English Communication Certificate 

Course Overview:  
This course is designed to improve participants' English communication 
skills in a business context, enabling them to effectively communicate in 
written and spoken English. 

 
Course Objectives: 

- Develop fluency and accuracy in business English communication 
- Enhance writing skills for business purposes (emails, reports, proposals) 
- Improve presentation and negotiation skills 
- Build vocabulary and grammar for business contexts 
- Understand and use appropriate business terminology and jargon 

 
Course Outline: 
Module 1: Business English Fundamentals 

- Introduction to business English 
- Grammar and vocabulary review 
- Business communication styles 

 
Module 2: Business Writing 

- Writing effective emails and memos 
- Report writing and proposal writing 
- Business correspondence and formatting 

 
Module 3: Presentations and Negotiations 

- Preparing and delivering presentations 
- Negotiation strategies and techniques 
- Confident public speaking 

 
Module 4: Business Vocabulary and Terminology 

- Industry-specific vocabulary 
- Business idioms and expressions 
- Using appropriate terminology in context 
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