NATIVE EDUCATION & TRAINING COLLEGE
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Executive Assistant
Diploma Program
(3~Semesters)

Our 3-semester executive assistant diploma program will open doors for you from within
your First Nation community as an executive assistant working directly for the chief and or
council and for the community as a whole. Are you an Administrative Assistant ready to
enhance your career? Improve your skills, and handle more responsibility with confidence?

Take the next step to become an Executive Assistant. This diploma program will build your
confidence and improve your professional skills in order to provide administrative support to
the community’s professional teams.

Curriculum Includes:

o Study Skills Strategies

e Office Management

e Leadership Skills

e Administrative Assistant

e Online Microsoft Computer Applications
e Writing Business Proposal & Reports

e Online Microsoft Computer Applications
e Project Management

o Effective Meeting Skills

Click HERE to enroll



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

