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% 1 ITE Certificate in Business Studies(Secretarial)
I—Z2DH Y F 27 4
This course provides students with broad-based skills and
knowledge to perform in secretarial services and related office

and administration work.

three GCE ‘O’ level passes.

The core subjects covered
in the syllabus of this
course are:

| Year 1

|« Business

\ Communication

'+ Information Technology

| * Shorthand Transcription 1, 1
} * Word Processing 1, 1I

Year 2
» Secretarial

Administration
* Shorthand Transcription II, IV
* Word Processing M, IV

To be eligible for the Certificate in Business Studies
(Secretarial) course, you must have obtained at least

In each year of study,
students can choose to take
up to a maximum of two
optional subjects. The
optional subjects are:

* Audio Transcription

» Banking & Finance

* Business Law

» Business Statistics

+ Company Secretarial
Procedures

* Human Resource
Administration

* Management
Fundamentals

* Public Relations

» Structure of Business
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%2 ATT LCCI Private Secretary’s Certificate
I—-2Z2ADh Y F a7 AL

This certificate course is designed to provide the essential training for the secretary

of tomorrow.

Entry Qualifications

- Minimum 1 GCE 'O’level or equivalent.

» Foreign students’ admission to this course is subject to their proficiency in English.

A pre-entry language test will therefore be arranged before course registration.
* Work Permit holders may be considered for part-time courses.

Subjects
Core
* Communication - Use of English
+ Office Organisation & Secretarial Procedures
+ Structure of Business
* Audio Transcription
» Manuscript Transcription
* Word Processing

Optional
* Shorthand 70,80 wpm

* Those aiming at writing Shorthand at 90/100wpm could choose to attend extra

classes.
Value Added Programmes

* Use of PCs for Transcription

* Grooming Seminars

* Oral Communication Workshops

* Technical Visits to Companies

* Examination Preparation Workshops

* Job Placement upon completion of study

Course Duration

“a 12-month full-time/part-time programme.

Without Shorthand ‘W]ﬁt!l_ Shorthand

Day courses

5 days weekly 16 hours per week 20 hours per week
!’Morning 8.00am to 12.00noon 8.00am to 12.00 noon
| (3 days) + (5 days)
| 8.00am to 10.00am/

i ? 10.00am to 12.00noon
| (@daye)
Time I Afternoon | 12.30 to 4.30pm (3 days) 12.30 to 4.30pm(5 days)

i @ +
[ | 12.30 to 2.30pm/
| l 2.30pm to 4.30pm
‘, ' (2 days)

— 1
¢ Evening courses

| thrice weekly 7.5 hours per week

9.5 hours per week

6.30 to 9.45pm
! (2 evenings) +
i 6.30 to 8.00pm
! | (1 evening)

MW/

6.30 10 9.45pm
(2 evenings) +
6.30 to 10.00pm
(1 evening)

6.30 to 9:_4‘:_5—pm
(2 evenings) +
2.30 to 4.00pm (Sat)

i Time

6.30 to 9.45pm
(2 evenings) -+
2.30 to 6.00pm (Sat)

|

I
{Tu/Th/Sa) | 6.30 to 9.45pm
| (1 evening)
\ 6.30 to 8.00pm
| (1 evening)
] 2.30 to 5.45pm(Sat)

6.30 to 9.45pm

(1 evening)

6.30 to 10.00pm

(1 evening)

2.30 to 5.45pm(Sat)

—_— 49 —

—

|
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#&3 ATT LCCI Private & Executive Secretary’s Diploma
I—ADHYF a5 A

This diploma course provides the highest professional qualification for secretaries
seeking a position at executive level.

Entry Qualifications

s Tlolders of LCCI Private Secretary’s Certificate or

* Holders of ITE Certificate in Business Studies (Secretarial Practice) or

* Holders of full GCE ‘A’ level certificate or

* Holders of a university degree or

* Mature persons with more than three years’ experience in positions of secretarial
and administrative responsibillty

Subjects Value Added Programmes

* Communication - Use of English * Use of PCs for Transcription

* Secretarial Administration * Grooming Sem:nars

* Management Appreciation * Oral Communication Workshops

* Audio Transcription * Examination Preparation Workshops
* Shorthand Transcription * Job Placement upon completion

* Conduct of Meetings of study

* Word Processing

Course Duration

[()ptlon I -for those w1thout any knowledge of

An initial 7 and a half month full time programme and later a 5-month part time
programme.

Audio Transcription 45 wpm ‘
Word Processing | ‘
Tlme Tl" 30 to 4.30 pm(4 days) | Students will join an evening |
! PESD class |

12.30 to 2. 30pm/ | y

i 2 30pm to 4. 30pm(1 day) ! I

Optlon 1 [ 7172 months 5 months ]
L 18 hours per week 5 hrs and 45 mins per week |
| Subjects Communication-Use of hngllsh Shorthand Transcription |
i I Secretarial Administration 120 wpm
‘ Management Appreciation Audio Transcription 120wpm
{ Shorthand 70.780wpm Conduct of Meetings '
‘ Typewriting \
F

17 month part tlme programme

[ e

| ()ptxon 2 12 monthb ) months
\ 10 h()uxx per week ’ 4 hours per week

I

R |

‘ bubjects i Communication-Use of English I Shorthand 'I‘ranscription 1
I Secretarial Administration 1 120wpm ]

Management Appreciation Audio Transcription 120wpm

| Shorthand 70.-80wpm Conduct of Meetings \

i ¢ Typewriting

! © Audio Transcription 45 wpm

. Word Processing

“Time 1
M~W,F) 6.30 to 9.45pm (2 evenings)
6.30 to 8.30pm(1 evening) +
4.00 to 6.00pm (Sat).~

8.00 to 10.00pm  Students will join another

(on either Tue.~Thu) | evening PESD class

6.30 to 9.45pm (Tu. Th) !
2.30 to 4.30pm (Sat) ~+ \‘
8.00 to 10.00pm
(on either Mon,Wed or Fri) !

£ e o S S —

(TuTh. Sa)

12 month part time progrdmme

V‘Omption 3 12 months
8 hours per week

6.30 to 9.45pm

!

|

| 6.30 to 9.45pm (Tue.” Thu)

| 2.30 to 5.45pm(Sat) |

Time | (M/W.F)
(Tu, Th.”Sa)
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A2b Communication - Audio

Al Communication - Use of English

Transcription Lomponents(AZa/ b/ c/)> 5 ﬁ’éﬂ\) |
2aCommunication - Shorthand Transcrnptlonf 2 BEHI305)

|
1

I'ranscription

AZc Communication - Manuscript Transcription

B Office Orgamsatlon & %uretarldl Procedure:

' C Structure of Business
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2 15

2 WgMI15 5y
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} 1551 e O 02 KA 3 A i A 2T,
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el Ay, Y f 7“"6 = f/“ ? 2 M, v
I e NP AN e Sl o
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A3a Communication - Shorthand Transcription

I3 Secretarial Administration

C Management Appreciation

D Interview

)

FRODAZERIC Y - T, "54\

A3b Communication - Audio Transcription

U,;rt%ﬁ‘(/) 6 4

— 52

L5

W05 <

38 f”1

niH'J

RKwEH BRI " # |
Al Communication - Use of English lf 130 /} S & 1)( L — b, i‘ﬁf»ﬁ@ Eaoy
DR um, TR Y RIS EOER, v
*. Zﬁﬁfﬁﬂ]rﬂ'ﬁ& ﬁﬁ £l ZD'%uL.nIQ%&
A2 Communication - Meetings o 2 i Hw]l L 20~2552 0 ](D -7 %ﬂﬁ* A fA T,
~20% } Cadam, RO ER). EHEL L - M E
. F o laloff s X 50008 - 0
i f‘»@kﬁﬁf;‘%%ﬂ
DG | IBSHR Bl O3 i Kl D LM A

office-style dictation® 7 — 7' &I % 73
PN S 1 SN I003E~ 1206800 2 B - K T

el AR, 17 TE Y R AR, L
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50,
9O OFUE, BE O HPI B HEHICE S
NTOARHTH A,

ITE, ATTOMH I - R4 TE0L 580
3 — AT T Certificate *° Diploma 8
L Thy, ERIGPHNTHE I E2EL
TWb, ZO, HAOWMEEELLT L b
STHHREROCRER & B LISV D & IR WVIC RS -
TW5, BRINHOT-HDOHE E WS HTRE

VAR VOWBEE L WEEY

LA HADOFERCHE S & OHFIERICEM L
TWBESZAHDhb LK,
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WM D 72 DITE CBS (Secretarial) T
Ho, &H D REENELDELTa v Py
P T2 -> Tw3, LCCIoM ERER
BThHsb hicld—MHMHEDIHDOPSC L%
EMEDIHOPESDD " ohb b, BEDL
WLCCIORBONAE A K4, £HITEEDT
B TBOY, RBRTREIE0 GERMER
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BERERE RS TR L T A EERERER
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—HBRTH A H »,

LCCID¢y, RABRIZPSC (—#Rid) 1tk
WTH UNADEET, SZBREORESKEIL
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IS 2T A & ZEHHNTHE S, FREEREH
Mk E L CRRRIE N A S TICHEE-> TRV K
STH5B., £DORBEENMETOMEDALE
fhr &z ofholfEs oBESHEIcL > THE
ffFons.

BUREFEFT D 19904F BE hiw 0 52 HE % 36 43 $H &
(Singapore Standard Occupational Classifi-
cation 1990) [tk B &, Y U A E—- LD
MiE (Secretaries) 13, Technicians & Associate
Professionals (¥t » S FMLERRIEH £) &
WA EMERO A 7 T — i3 MEMST SN TE
59", Clerical Workers (HEEESE) orh
ZHENTV B,

C OHBERREFHE 1, 199481013566 1 AD
LFHERAODS 6, 18/ Az HH T3
S0 HERIZZ OhT SR SR E R ICHE
HLTOWELRHESHICENTVE DT TN
W, fo7Z, /PNSYRAT Secretaries 45 Keyboard

Operating Clerks & —#L L T 6N TH
b, BEDHMEMERERK A% % & Clerical
Workers O0»78 0 D% EHTVDE LI IS
Bbnsd. HE BEIEETOD Clerical
Workers {CDW T D X EILEBICIIMEN
BEiTH s, 7— 7oz HE#E %
ELT7— 2 BA T 5 LB EBBBANAE L
TidEliEhTws

DL IchEREE, HBTH D LH S,
T, HEABBER>TOVTH, HHEDH
FH o BRRIEEE U100 A) icddEncun
W, bbb, YK - THID T Executive
secretary (% EHHE) HEU « S PYHEREHERE
HEOPIZEH> RS EFhELORE - &
REAEHS L TLW.

WEBOH B IMMOE S IESHE I DK
nTWwa, FE/#AE (Profile of the Labour
Force of Singapore) 27 » T Clerical
Workers @ HUNAs i DERFE & &k L T & DA
I3 H 50 E194FE ORFERIFE (B4 71
RIICE > THTAK L,

£79°S $2,000~S $2,990 A=/ TV 3
& 2, Legislators, Senjor Officials &

Managers (CEEEERBREREHE) 7 v — 7O
T1322.2% % 5® TWA, Professionals (%
FIRRPEH ) D8 T29%, Technicians &
Associate Professionals (F¢fi] « &HFHBEEARHE
HE) T21.1%, FEBEELEOMTIETAY%
E->TWA. F72S $3,000L o HIE
v aEsE, HHBEEEAOMTR
56.3% % i, HPYRREEA T8I L2 NE
WYL EBERSTH B, 2tk LT, £
i o HPYBEERRRE FH T17.7%, HRRRRE A
DREITEHLTNLI%NTH S, HHEREHAD
HINIZZ D21.2%55S $800~S $999 T, 58.2
%1S $1,000~S $1,99FTcEH->THLD,
WERRBERED /7 V—TITA-> TV,
FEADPI995H 3 HETTHICY v A= L aG
ML IcBWT, Yo Af— o EEKET
Hii T 2 The Straits Times® K ALV T
FANRLMEO NS, BEFZICHNT 5.
Secretaries @K AL T (&—Mehis 2 A3
=R

Professional

Secretarial / Clerical Positions,
(Executive Secretary) #»s
Executive Positions & LT 22D 3 7 A4}
FTEENITTON TV S, UKD T &
BooLFN bR, EiR, BEICKDELS
LW EXMH D, Secretary 13S $1,200~
S $ 1,700, Junior Secretaryid S $ 1,000~
S $1,200, Senior Secretary (&S $ 1,400~
S$1,600&72->TH D, Executive Secretary

1S $2,500~S $2,700& 75 - TV 5.

DL ICHMETS Secretary & Executive
Secretary & DEWVIEH B DD, M
DVWTRESVEECEREIFEUNSHF Y
BEATOROLOE, FRESEV T & S
BIE LTV B, vy AE— LIEEATH
oo, FREESFBERAL TV A, LI b
HHBEDO L ATl X DT, T TITHAH
BOHRTE MLSALEM T S ntcfidife & A
MERPER AR > THEFIC LW T HEKB YD I
WYX T LIZIE>TV 5,

DX ITHE DI R T A4 5 R (T
FRcEWd oo, il THFICH 5K ADH;

*547‘



BIIIEFITE OV, H12I1F19944E5 Ho 1 A/
IZ The Straits Times DRNILLGHHICEE S
NIRABIIHEIC 2 58,122 N D3 D, HijtE
A T21%8mML o xR s n TV 3B,
TNITL B E, BNLAEMOKAILED S b,
k&, HEH (Secretary,/Clerical Positions)
DRAZ, AR H H26% 8 09,547 A D13
D, RKABREDO3I D1 2 LHHTHEEVS T
ETHB W,

bokd, TOXIBHETFEY v HE—LEE
HDOY a7 ko v rHROPET, WED
HERRER G, ST, LOMH BN
Bk L TWA T &b EZ oS, FEDOBERHE
DR FATIL VDS, 19944E O J RS BhR (L5 HEER
T10%, FEBRTI4RICDIEF - 122 & |
INTVWB LT, HRIIHFRHFETH 3.
EEOMHIZ, 1) BESEY, 2) FEoR
ABBIE, 3) EHEHR AW TH B &,
REBEIALEDTHE @ F o KRERHNTII
Y L YOS TLERITE L, H
TEOEBIZHELL, Z07DEBHNLHtE
R~ TWwWA I EbHNELZON S,
IOk ERESEKIL T, ITE®ATT
DFEE ORRERN & BIfF T» 5. ITE B
DERAITPRE, Ne¥ER D SEAIYE %
DI 7 = 7 2B L THEEORIRIES) &
YEL TV S, RAMYEIFEORHICL S
HiEE U A b EBHEEE b S icAm#EEIT,
WEBHEH T EWHI HEEE > TV S, NE
RN SR T PN A ¥ — Ol S 2%
B HIEH L, AEF TITEI7% AR D R
HRE B EVS. L, MEDCBST — ¥
EDOYUTHEES $950~S $1,100TH 5.
ATTOPSC= — 2 & 177 (19954ED 7 v % A
L DR IFFII0OAN) @5 BH10%ET * ) 7,
AFNZADY 2 =T ALy VPRPEHHNDORY F
J =y ) EETEEOTH S, MBREHOAE
EFRBHEKLETT P AP —IcHikd 52 &
T BH, FHIE LT BATHEBESLT-
TWa, ATTOR = 7T 4 V7 « RV v —
ik BE, RKABDBEZOLDREBRIIEAL

VUNR-VOMEBRE L WESE

100% 72 & WS 2 ETH 5.

4. vy AR MBS DHHEE ORE

I T, MEHEBCMELT, FEEVLEHEH
HTA Y Ea— LBERGREDE LA
Mo, vy AR—-VOEBEREPBARL TO
ZEPHEIc O W TR TE E 0,

BRHUS &V O RS HEE S, BReE /L
LI3WE, BELELARNLOEWEENR,

IR L i &SGR n s, —H, &
“Tﬂ%ﬂbﬁﬁb,ﬁhb%@i&é%ﬁf
b A, FEFE, EOBEBE ST ELS
BEICEHBELTWE LD THE  FO—2I,
M 3 — 2~ DEREE HE 4 s DB d B &
WHIETHB, zOFELEEHRELT, ITED
Clementi D<= % ¥ + — Mr.Ong &, KD
SREFFTHS, 1) GCE¥E (O) v~
aD%F%étFﬁﬁikbfﬁ?ﬁﬁﬁﬁ BLLTw3 &,
2) HRIKERIEIC XY o - 28 BETHERE

DEEINTIE U THALER PR Y 77 = Z7ITA
LRI B2 E, 3) ABEAFEEZFH
AT LI NIERE S ORERFETHISSEE L T
W3z b frE a0 O ERE IR, MEBROSAE
WKHo»B bbb, #EETICHERLTL
9, LV iTH A,

1) oEoRDICo0TIE, 197048FIEH»
oﬂ<&mtﬂH®ADWﬁ&% RE S AR
DETHI IR TRESEELTVEI LR
%@T&év.Z)@W%&@ﬁﬁﬁﬁv
“HRAUEBHEOERET, PEHECSEFHT
NDHE ORI X, FAESSCERIC T
SEHENERN A LD 5 EBHHET
»5.

L L, ATTOEBHEHET L2 5 —OD
Mr.Lambe &#Efd 2 &1, MEaI - 2%
FBEEDE AWM H BT, BEa -
2 DZHEEHPIELABEMLTHE E WV HHEI
BIEHITRETHA D, #id, 10FERICIWE

—Z2@FEIEsh, BEa -G TO
ZbLNBEnEEFTHEVY > TV3,
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2o, TAKKLTRE Lttt ->T%
NEERNDVTBIFE TR > TV D, FhE
EF v ) TERAT, £ HRERE KD 2

EVHKRKEBEFENICEDDHSDHDH B, ok
IR DM OB OZAIZ L T - &) & &

NTWA, EEI0HM (19834 ~19944) Djt
MR O L Z RN ICH 2 &, Zob -
EBLBINMEAE D - 72 D 1E Technicians &

Associate Professionals (AFH7.5%48) T,
K% Professionals ([1]6.2%19) &7 - T
5. TAUTHL T Clerical Workers (2458

lwlbu U T25% I & EF
Wz o

Bbhic

INETY v HE— VO BRI
TEIN, ZOHHEDSH DI,

DWWV
SERDITAD

MEHBEEAZEZ T HIZTHOUDLRIZEZLD
REELZ T NATVWS LY Icilbhn b,
Begic, ZosucBL, fHUC i ARG 2R
B »TEBEIW,

INFETDY A HE—ILDOMEETTOIAES

Hrm 5 bbb S FI R E D W1, M HL
FEINI T OHEFTNG S, I 8D HD S5 TH

AH. v r R = W TIRBGHEETTO RN
WINHET L BHIS L AT b T W5 &
WA ZETH AL, AT, BT O DX
OPIREDIT v AT = VI O RED « AR
IR S ENI D &G TR, TIADMGEH
HCBVTHLIH LEEDH D Jjiz>0WTh
’f‘ﬁ JAfr - TOLBEDNH 5D TR WI,
vy E =TI, TIZ ~#D
Secretary #7771 T <, Executive secretary
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F 0, BN BRI R IR L Ao
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LEERRIRR RS, REATIES R T X
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