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P r e r e q u isit    e s
Sufficient literacy, numeracy and computer skills to complete the course•	
Access to an internet connection and computer •	

M e dia    R e so  u r c e s  I n c l u d e d :
1 CD of Microsoft Access for Develop and use complex databases•	
1 CD of Microsoft Excel for Develop and use complex spreadsheets •	

C a r e e r  P ossibi      l iti   e s
Business administrator•	
Clerical Officer •	
Office Supervisor•	
Personal Assistant•	
Receptionist•	
Office manager.•	

A dditio      n a l  I n f o r m atio    n
 •	 Recognition of Prior Learning and Current Competency
 •	 Refund Policy
 •	 Frequently Asked Questions
 •	 Try before you buy – LIVE DEMO 

A ss  e ss  m e n ts
AOT uses competency based assessment methods to ensure students have demonstrated their 
performance to a required standard.  Competency is:

The focus of accredited vocational courses is on what students can actually do – and the 
standard at which they are able to perform. Performance is measured in terms of whether 
students meet the prescribed levels of competency, not how well they carry out tasks relative 
to each other or the length of time taken to attain the skill/s.

AOT’s assessment process may consist of the following tasks, dependant on the unit/chapter 
requirements:

Multiple choice and/or, •	
Short answer questionnaires and/or, •	
Portfolios/case studies•	
Holistic Assessments•	

If a person is judged to be “Not Yet Competent”, they may be in need of further coaching or 
learning opportunities, or they may need to produce more evidence of their skills.


