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Are your

Our introductions to ICT

ICT Skills
Whether you are an absolute beginner, an individual using IT in the workplace, or simply interested
in keeping in touch with friends
and relatives via social media—
we have a course for you.

Fact: People with strong computer skills fare better in the
job market.

0800 542 1655
learn@gloucestershire.gov.uk

Job-ready?
Adult Education are offering the ITQ User
qualification, suitable for anybody who requires a recognised qualification in basic
ICT/Computing competency.


Familiarise yourself with everyday computer applications.



Improve your employment prospects across a range
of industry sectors.



Gain practical ICT knowledge for the modern workplace.
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Build up your confidence.
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Spring 2018
Excel Spreadsheets: For beginners starting out with Spreadsheets. Formatting,
formulas and all you need to know to
get ahead with this powerful computing
tool.

Social Media: Come and grow your
understanding of common social media platforms. Posting, sharing,
groups and friends. Stay safe and enjoy your on-line social connections.

Tablets and iPads: A gentle introduction to the iPad and Tablet revolution. Understand common devices
and how to undertake everyday tasks
at work or home.

On-line Safety: An introduction to online safety. Using passwords, profiles
and user-names and recognising the
signs of scams, spam and phishing.
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FEBRUARY

Sessions

Venue

Date/Time

Times

Intro to Email

2

AdEd

Fridays 2nd and 9th Feb

13:00—15:00

Computer Basics
Part 1

5

AdEd

5 Wednesdays starting
7th Feb.

10:00—12:00

1

AdEd

Friday 16th Feb

13:00—16:00

MARCH

Sessions

Venue

Date/Time

Times

Introduction to
Spreadsheets

3

AdEd

Mondays 12th, 19th &
26th Mar

18:00—20:30

Social Media

3

AdEd

Fridays 9th, 16th & 23rd
Mar

13:00—15:00

Tablets and iPads

1

AdEd

Friday 2nd Mar

13:00—16:00

APRIL

Sessions

Venue

Date/Time

Times

Computer Basics
Part 2

5

AdEd

Mondays starting 23rd
Apr

18:00—20:00

On-line Safety

1

AdEd

Mon 16th Apr

17:30—20:30

Smart Phone versus
Tablet
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Course Content in Brief

“Out of ten, my IT confidence at the start
of the course was zero...”

Computer Basics Part 1: A course for
those wanting to gain a practical understanding of computer use. Designed for
adults who have little or no understanding of computing.

Computer Basics Part 2: Build on your
computer knowledge and skills -helping
you with email, running apps and managing files and folders.

An Introduction to Email: A course for
beginners who wish to understand
effective use of email to communicate
from home or in the workplace.

“My IT confidence
at the end of the
course….TEN!”

Smart Phone Versus Tablet: Which one’s
right for you? Explore and understand
the benefits of both phone and tabletbased computing for work or personal
use.
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