Completing a certificate cou

opportunities in both the public and private
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Course Qutcomes of Certificate i

n Office Automation and E-Governance

Learning outcomes based on job perspective

rse in office automation and e-governance can open up various job

sectors. Here are some potential job roles

Office Administrator: With proficiency in office automatio

can work as an office administrator, responsible for managing administrat

coordinating office activities, and utilizing automatio

n and e-governance, Student

ive tasks,

n tools to streamline workflows.

Data Entry Operator: Many organizations require data entry operator

s to input and
manage data using automation software and tools.

E-Governance Specialist:

Government departments and agencies often seek
pro

fessionals with expertise in e-governance to develop, implement, and manage digital
platforms and systems fore

fficient public service delivery.
IT Support Specialist: knowledge of office autom

ation can help them to become an IT
support specialist,

providing technical assistance and troubleshooting

for software,
hardware, and automation tools used in offices.

Project Coordinator: As a project coordinator, Student can utilize their skills in office
automation to assi

st in planning, organizing, and coordinating projects, managing
documentation, and ensuring effective communication among team members.

Document Controller: Many organizations require professionals to manage the flow of

documents, ensure version control, and maintain proper documentation systems. Your

understanding of office automation tools can be valuable in performing these tasks
efficiently.

Training Coordinator: Student can consider a career as a training coordinator

organizing and conducting training ¢ ,
programs to educate employ

€es or government

()ii.l(;ial( ’aboul U“'ICC aut()mal' S - > DI -
’ 1on 1()()‘ 5, € g()\/crnunc@ I) ¢ i 1 l
: hractices and dlgl al WO W.
» rl\ﬂo S.

- _&k\b)
v
‘ r"ir.lC.'f/v—"“
Govi Onit
, .. Colfece
Ama gar rur)
le:_)«:uﬂ (\;r}"cdr{f“
Ngrur)

] ~
‘»f\ LR m(j

o





{ "type": "Document", "isBackSide": false }

