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Programme Title: DEVELOPING E-LEARNING

Really using Microsoft Office!

Purchase Order Number 
(if applicable)  

Programme No LT07/08 202

Date:  Closing Date for Applications - 08-JAN-08 
Please complete and post to: Centre Administrator, Centre for Learning Excellence ,
39-41 Chapel Street, Bradford,  BD1 5BY or fax back on 01274 726908. To contact by telephone, call 01274 726893

This course assumes that delegates already use ICT and want to improve their skills in a number of packages.  It will be
hands on and can be used to produce documents and templates which you can take away and use immediately.  In fact,
if you have a project you need to get started on, you can use this session to begin!

You will be able to:
- improve your skills within basic Microsoft packages such as Word, Excel, Outlook and Powerpoint
- review how these packages can help you with your basic administrative work
- produce sample documents using each package
- identify which package is suitable for particular functions
- start something of immediate practical use

14-16 TRAINERS, TUTORS, LECTURERS AND SUPPORT STAFF, 16-19 TRAINERS, TUTORS, LECTURERS AND SUPPORT STAFF,
TEACHERS/LECTURERS/TRAINERS NEW TO MENTORING, ICT TECHNICIANS, NEWLY QUALIFIED TEACHERS, TUTORS AND
SUPPORT STAFF, HEAD OF ICT

By the end of this day, participants will have:
- gained understanding and working knowledge of Microsoft Office and its applications
- produced suitable documents in each package
- investigated how Office can help you with your job

Some theoretical presentations and hands on practical work will be supported by the CIty Learning Centre staff,
alongside John Patefield, CLC manager.

John Patefield and CLC staff, Carlton Bolling College City Learning Centre
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CENTRE ADMINISTRATOR
CENTRE FOR LEARNING EXCELLENCE
39-41 CHAPEL STREET
BRADFORD
WEST YORKSHIRE
BD1 5BY

Please complete and post to: Centre Administrator, Centre for Learning Excellence ,
39-41 Chapel Street, Bradford,  BD1 5BY or fax back on 01274 726908. To contact by telephone, call 01274 726893

This programme is one of our ICT training events focused on staff teaching, training and supporting 14 - 19 learners.  For more
information about such events, please go to the CLE website at www.clenetwork.org.uk.

Carlton Bolling CLC is available for a wide range of ICT activities for learners and staff.  For more information, contact John Patefield
on 01274 770264.

There is a network for staff interested in developing their use of ICT in teaching and training.  The Creative and Media
Network is also designed for ICT teachers and trainers wishing to look at Specialised New Diploma development.
National Learning Network materials are also a brilliant resource for staff wanting to spice up vocational learning with on

The CLE has developed the Personal Learning and Accreditation Plan (PLAP) with Bradford College.  Staff involved in
training others may access the 'Best Practice Practitioners Module.  CLE training can contribute to your professional
portfolio and be accredited.  See the CLE programme or our website for more details.

Carlton Bolling College
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