
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Other Training offered 

by WCIG Training 
Services 

 
 

WWCCIIGG  OOffffiicceess  
  

FFOOOOTTSSCCRRAAYY  

HHeeaadd  OOffffiiccee  

151 Nicholson Street, 
Footscray, VIC 3011 

Tel: (03) 9689 3437 (voice/TTY) 
Fax: (03) 9689 9093 

  

MMEELLTTOONN  
237—239 Station Road,,    

Melton, VIC 3337 
Tel: (03) 8736 1000 
Fax: (03) 8736 1050 

  
SSUUNNSSHHIINNEE  

Shop 2, 27-35 Clarke Street,  
Sunshine, VIC 3020 
Tel: (03) 9311 9411 
Fax: (03) 9311 8843 

  
SSTT  AALLBBAANNSS  

352A Main Road West,  
St Albans, VIC 3021 

Tel: (03) 9364 6199 (voice/TTY) 
Fax: (03) 9364 6425 

 
WWEERRRRIIBBEEEE  

Suite 10, Level 1, 75 Watton Street,  
Werribee, VIC 3030 

Tel: (03) 9731 0477 (voice/TTY) 
Fax: (03) 9731 0674 

 

  

www.wcig.org.au 
  
  
  

 
Introduction to 

Computers & Word 
Processing 

 

 
• Cert III Business 

 
• Cert III Aged Care 

 
• Cert II Asset Maintenance 

 
• Cert III in Children Services 

 
• Cert II in Hospitality  

 
• Cert II in Retail 

 
• Short courses: 

 
o Food Handler’s 

Certificate 
 

o Prepare and serve 
espresso coffee 

 
Many other courses are also 
available… 
 
Contact WCIG for a copy of our 
Course Guide (03) 9689 3437 or 

visit www.wcig.org.au 

www.wcig.org.au 

Registered Training Organisation - TOID 4185 



 
 
 
Introduction to Computers & Word 
Processing 
 
Training – 3 Days per week over 10 
weeks 

 
Date: 20th Sep 2010 – 1st Dec 2010  
 

Monday, Tuesday & Wednesday’s 
 

Where: WCIG Footscray 
 

Time:  10am – 2pm 
 

Cost:  $650.00 
 
 
 
 

Attendance is compulsory for all sessions 
 
Please Note: Prices and course dates may be 
subject to change. 
 

 

WCIG Training Services require full 
payment prior to commencement of 
the training program.  
 
A refund will be given if enrolment is cancelled 7 working 
days prior to commencement of training. 
 
Organisations can be invoiced on presentation of 
purchase order/letter of authority. 
 
 
 
 
 
 
 
 

 
 
 
This course is designed to be completed at your 
own pace covering this basic outline. 
 

Hardware: General computer information 
 
Create  Basic Microsoft Word 
Documents: information 
 
Document Prepare and format 
Formatting: text, paragraphs and pages 
  Word Tools 
 Tab Settings 
 Table Tools 
 
Document Word Templates including 
Layout & letters, memos & faxes 
Development: Job Application Letters 
  
Intro to Internet Basic tools for internet use 

   Basic tools for email. 
 
Touch Typing 
 

 
 

Individual’s wishing to re-enter the workforce or 
just brush up on some extra skills.  

If you want to learn basics about the actual 
computer, different types of software (computer 
programs) that are used, how to work with 
some of the commonly used computer 
programs like Microsoft Word, among lots more 
then this is the course for you. 

Learn at your own pace, with lots of support 
from your trainer. 
 
 

 
 

* Opportunity to be assessed in units from 
Business Administration Training 
Package to achieve: 

o Statement of Attainment for 1 or 
more units. 

o Certificate of Attendance 
depending upon outcome of 
training completed 

* Gain confidence in the workplace 

* Be more prepared for employment 
opportunities 

 
 
 
 
Applicants must complete a Language, 
Literacy and Numeracy assessment and 
complete an enrolment form to participate. 

 
You can visit our website or contact 

WCIG Training Services for an 
enrolment form. 

 
For queries including payment, 

registration of interest, details of any pre-
requisites for the course and any 

additional queries 
 

Contact WCIG Training Services 
(03) 9689 3437 

 

Course Outline: 
 

Who should attend? 
 

What’s in it for me? 
 

How to enrol… 

Venue, Dates & Times 
 


