EMPOWERING PEOPLE. ELEVATING POTENTIAL.

Utopia Institute i FACT FILE

Skills Programme:

BASIC, INTERMEDIATE & ADVANCED
MICROSOFT EXCEL

From Fundamentals to Advanced Excel Mastery

NQF LEVELS: 3-5 | CORPORATE SKILLS PROGRAMME | NON-CREDIT BEARING

This skills programme is designed to build strong Excel skills across three levels. Learners will
progress from basic spreadsheet operations to advanced data analysis, automation and reporting

techniques to improve productivity and support informed decision-making in the workplace.

PROGRAMME PURPOSE

Develop practical Excel skills from basic PROGRAMME LEVELS
operations to advanced functions, enabling u n * Basic Microsoft Excel - NQF Level 3
learners to analyse data, create reports and * |ntermediate Microsoft Excel — NQF Level 4
improve workplace efficiency. * Advanced Microsoft Excel - NQF Level 5
WHO SHOULD ENROL? a2 DURATION
* Administrators * Basic Excel: 1- 2 Days
»  Office Staff * Intermediate Excel: 2 - 3 Days
+ Finance & HR Personnel e Advanced Excel: 2 - 3 Days
* Managers & Supervisors
« Students & Job Seekers (Duration may vary depending on requirements)
* Anyone looking to improve Excel skills
MODE OF DELIVERY
?

WHAT WILL YOU LEARN? S asd X T,

Basic Excel - Fundamentals & Everyday Tasks » Virtuallinstructor-Led Training

Intermediate Excel - Data Management ) )

" + Blended Learning (Online & Face-to-Face)

& Analysis : f s
+ Advanced Excel - Reporting, Automation + Practical Exercises & Workplace Application

& Business Intelligence Learner Support Included

* Practical Exercises & Real-World Applications

ASSESSMENT

Practical activities and exercises

CAREER OPPORTUNITIES

+ Administrative Assistant
* Data Analyst

* Reporting Clerk

» Financial Administrator

* Operations Coordinator

* Business Analyst EXIT LEVEL OUTCOMES

RECOGNITION Learners will be able to use Excel confidently
across all levels to manage data, perform
complex analysis, automate tasks and create
professional reports and dashboards.

throughout the course to assess
understanding and application of skills.

Upon successful completion of each level,
learners will receive a Certificate of
Completion from Utopia Institute.
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READY TO ADVANCE YOUR CAREER? @ wwwutopiainstitute.coza Ehakisiing }@%agg
Enrol today and develop Excel skills B4 info@utopiainstitute.co.za 63/
that increase your productivity and - “j O&Z} R
employability. (&) 061524 5361 ﬁﬂ’ Ay f onlial.
This Skills Programme is a corporate
‘ y \ Q CT 0 skills development intervention and LEARN. DEVELOP. SUCCEED.
) not registered on the National g f I
" ‘ Quality Council for Trades & Decopstione _ Qualifications Framework (NQF). Bu:Fding a skilled tomorrow, rogether.




