
 

 
 
 
 
 

Administrative Assistant 
Diploma Program  
(3~Semesters) 

 

 
Today, the administrative assistant operates at a high level, often reporting to more than one 
person. Learn vital skills such as how to anticipate needs, be a communication liaison, act as a 
project manager, and operate as your boss' information manager. Our3-semester diploma 
program is available for individuals by distance learning, on the job training and onsite in your 
community for small groups. 
 

 Semester 1 Assignments 
 

Student Bio Assistant 
Study Skills Strategies Assignment 
The Administrative Assistant Workshop 
Online Essential Skills Administrative Support Professionals Courses 

 
 Semester 2 Assignments 

 
Administrative Procedures for the Canadian Office Assignments  
Online Business Courses 

 
 Semester 3 Assignments 

 
Online Communication Courses 
Online Personal Development Courses 
 

Click HERE to enroll 

 

   
Native Education & Training College 

90 Division Street North Bay ON P1B 8Z4 
Toll Free: 1.800.267.2577 ~ Fax: 705.497.7839 

Website: www.nativetc.com 
  

 

http://www.nativetc.com/registration_form.htm

