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Further Education & Training
Certificate:

Management & Administration
(NQF 4)
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Careers Business Institute has been empowering the community since its inception in 1991.
We provide a comprehensive range of Management, Office Administration, Financial and IT
courses that have been designed to help you launch your successful career.

The Careers Training Group has campuses in Umhlanga Ridge and at the Chatsworth Centre
in Kwazulu Natal
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Further Education & Training Certificate: Management & Administration

(NQF 4)

What does Management &
Administration mean?

Management focuses on setting up long-term
organizational goals while developing strategies
for achieving these goals and creating
approaches to tackle business challenges.
Management is responsible for deciding in what
direction will the business move ahead and
accordingly building strategies to make a profit.

The focus of the administration is on
maintaining the day-to-day operations of an
organization. Administrative professionals
ensure that organizational processes are
running smoothly.

g What is Managment &

Administration?

Management and Administration go hand in
hand. If the system has poor administration,
weak policies and procedures will be created.
This will lead to poor decisions that will
adversely impact everyone from higher level to
lower level. In the end, managers will have no
clue of what path to take to achieve the end
goal. On the other hand, if the administration is
strong but management is weak, it will also
cripple the system. Even if the policies are
effective, due to weak management, their
implementation will be poor. This will hamper
the workflow, efficiency, and productivity of a
group of people in the company.
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The Management and
Administration Solution by
Services SETA

In March 2000, the Services Sector Education
and Training Authority (Services SETA) was
established and registered in terms of the skills
development Act of 1998.

j The Services Sector
Education and Training Authority (SSETA)

The Services SETA is one of 21 Sector Education
and Training Authorities set up by the South
African government to ensure the skills gap is
closed by collaborating with the private sector
to meet the current industry needs and skills
needed in the future as part of the post-school
education and training system (PSET).

Is a Management and
Administration Career for me?

To work in Management and Administration
you would need to have excellent
communication skills, attention to detail and
leadership.

If you possess these characteristics, you may be
well suited to work in Management and
Administration
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Further Education & Training
Certificate: Management &
Administration at Careers
Business Institute

The Further Education & Training (FET)
Certificate: Management and Administration
(NQF 4) is designed to equip learners with the
basic skills and knowledge required for a
successful career in Business. This qualification
does not replace a Matric Certificate but has
the same National Qualification Framework
(NQF) level as a Matric (NQF 4). This
gualification establishes a standardized
practices for the delivery of basic business
functions.
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This foundational and post-school Matric
Equivalent qualification has been meticulously
crafted to provide students with an entry-level
gateway to the essential knowledge and skills
essential for effective functioning in junior
management positions across diverse
organizational contexts. This comprehensive
program is strategically designed to furnish
individuals with the expertise required to
navigate the multifaceted landscape of junior
management roles, ensuring a robust
foundation for their professional journey within
various organizational settings.
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I've Completed my FET Certificate
in Management & Administration,
What now?

Certified Administrators have a range of Career
Opportunities available. We have listed some of
the more widely available careers for certified
administrators;

e Office Administrator

e Assistant Admin Manager

e Executive Personal Assistant (PA)
e Data Capturer

AN

Office Administrator

S

This FET Certificate in Management &
administration provides you with the
knowledge and skills to further your learning in
the field of business Administration, as well as
to qualify for entry to an appropriate Diploma
qualification at NQF Level 5. Students have the
option of specialization through Information
Technology (IT), Human Resources (HR) and
many other qualifications offered at Careers

Business Institute. Contact a Careers Business
Institute Campus to find more about these
courses and their requirements!
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Further Education & Training Certificate: Management & Administration
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Course Breakdown: Office
Administration & Risk
Management

e Administrative Procedures and Records

e Time Management & Business Systems
e Personal Development & Confidentiality
e Policy Manuals

e Personnel Risk Management

e Business Legislations

e Accepted Code of Good Practice

e Risk Management Processes

Course Breakdown: Business
Communications & The
Fundamentals of Governance

e HR Functions & Marketing

e Starting your own business & Planning
e Legal Contracts & Labour Relations

e Types of Businesses & Ownerships

Course Breakdown: Basic
Accounting & Business
Calculations

e Records & Process Workplace
Transactions

e Produce Accounting Reports

e Surveys, Statistics and Probability

e Interest & Tax

e Profit and Loss

e Processes for Compiling, Maintaining,
and Securing HRM Records

Minimum Requirements & Details

e Interpersonal Skills & Written
Communication

o Teamwork & Meetings

o Negotiations & Discussions

e Effective written for the workplace

e Job interview Techniques

e Conflict Resolution & Handling
Complaints

e Confidence Building

Minimum Requirements: Grade 11 or
equivalent with English, Mathematics & First
additional Language

Full - Time: 12 months (Part time also available)
SAQA ID: 49129 Credits: 140

Assessment method: Compilation of Portfolio of
Evidence

Includes FREE Learning Materials — No hidden
costs!

Course Fees

Careers Business Institute has developed easy
payment options for all courses. Please enquire
for a full fee schedule!
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