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INTRODUCTION 

 

This qualification is intended to enhance the provision of entry-level service within the field of Administration 

within all sectors.  The core component contains competencies in information handling, communications, 

enterprise/customer service, technology, organisation skills, self-development, teamwork and business 

policies and procedures.  

 

It also focuses on the skills, knowledge, values and attitudes required to progress further. The intention is to: 

 

▪ Promote the development of knowledge, skills and values that are required for service excellence 

within the field of administration. 

▪ Release the potential of people. 

▪ Provide opportunities for people to move up the value chain. 

 

Qualifying learners could follow a career in:  

 

▪ Secretarial services 

▪ Reception services 

▪ Switchboard operations 

▪ Financial administration 

▪ Banking administration 

▪ Personal/executive assistant 

services 

▪ Technical assistance 

▪ Typing 

▪ Data capturing 

▪ Systems administration 

▪ Human Resources 

administration 

▪ Basic contracts administration 

▪ Legal secretarial services 

▪ Reception supervision 

▪ Change administration and 

management 

▪ Relationship management 

▪ Project coordination 

 

TARGET AUDIENCE 
 

This qualification is for any individual who is, or wishes to be, involved in the Administration function in any 

organization or business in any sector, or field as well as in non-commercial organisations such as clubs and 

charitable organisations.  

 

 

DURATION:  12 Months / 30 Contact Days  

 

 

ENTRY LEVEL REQUIREMENTS: Communication NQF Level 1, Mathematical Literacy NQF Level 1 
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LEARNING PROGRAMMES 

 

Understand the Business Environment (4 days)  Deal with Customers (1 day) 

14344 Demonstrate an understanding of a selected 
business environment.  NQF2, 10 Credits 

 14338 Attend to customer enquiries in an office 
setting.  NQF2, 2 Credits 

14343 Investigate the structure of an organization as 
a workplace.  NQF2, 8 Credits 

 14348 Process incoming and outgoing telephone 
calls.  NQF2, 3 Credits 

 

Behave in a Professional Manner (2 days)  Understand Current Affairs and HIV (2 days) 

14359 Behave in a professional manner in a 
business environment.  NQF2, 5 Credits 

 14341 Keep informed about current affairs related 
to one’s own industry.  NQF2, 4 Credits 

11235 Maintain effective working relationships with 
other members of staff.  NQF3, 1 Credits 

 13915 Demonstrate knowledge and understanding 
of HIV/AIDS in a workplace, and its effects 
on a business sub-sector, own organisation 
and a specific workplace.  NQF3, 4 Credits 

8420 Operate in a team.   
NQF2, 4 Credits 

 

 

Managing Time and Self (3 days)  Deal with Information (3 days) 

14342 Manage time and work processes within a 
business environment.   
NQF2, 4 Credits 

 14339 Identify and maintain the types of records, 
create evidence and maintain confidentiality.  
NQF2, 5 Credits 

14352 Manage a diary for self and others.   
NQF2, 4 Credits 

 14340 Maintain an existing information system in a 
business environment.  NQF2, 4 Credits 

8618 Organise oneself in the workplace.   
NQF2, 3 Credits 

 14346 Process numerical and text data in a 
business environment.  NQF2, 2 Credits 

120308 Apply knowledge of self in order to make a 
personal decision.  NQF2, 3 Credits 

 14353 Conduct basic financial transactions.   
NQF2, 3 Credits 

 

Deal with Computer Systems (3 days)  Deal with Administrative Tasks (2 days) 

7547 Operate a personal computer system.  
NQF2, 6 Credits 

 14349 Receive and execute instructions.  NQF2, 2 
Credits 

7566 Operate personal computer peripherals.  
NQF2, 3 Credits 

 8104 Operate and take care of equipment in an 
office environment.  NQF2, 2 Credits 

7571 Demonstrate the ability to use electronic 
mail software.  NQF2, 3 Credits 

 14355 Order and distribute office supplies.   
NQF2, 2 Credits 

7568 Demonstrate knowledge and produce word 
processing documents. NQF2, 3 Credits 

 110064 Contribute to the health, safety and security 
of the workplace.  NQF2, 4 Credits 

 

Fundamental Communication (5 days)  Fundamental Mathematics (4 days) 

8962 Maintain and adapt oral communication.   
NQF2, 5 Credits 

 7480 Demonstrate understanding of rational, 
irrational numbers and number systems.  
NQF2, 3 Credits 

8963 Access and use information from texts.  
NQF2, 5 Credits 

 12444 Measure, estimate and calculate physical 
quantities and explore, describe and 
represent geometrical relationships. NQF2, 3 
Credits 

8964 Write for a defined context.  NQF2, 5 Credits  9007 Work with a range of patterns and functions 
and solve problems.  NQF2, 5 Credits 

8965 Respond to literary texts.  NQF2, 5 Credits  7469 Use mathematics to investigate and monitor 
the financial aspects of personal and 
community life.  NQF2, 2 Credits 

   9009 Apply basic knowledge of statistics and 
probability to influence the use of data and 
procedures 
NQF2, 3 Credits 
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OPTIONAL SERVICES 

 

 
Let Kwelanga take the stress out of sourcing, 

screening and nominating suitable candidates for 

your learnership. Our service includes: 

 

▪ Sourcing candidates.  

▪ Collect required documents.  

▪ Verify disability (if applicable).  

▪ Screen for suitability.  

▪ shortlist top-matched candidates.  

▪ Scheduling of interviews/assessments 

 

 
This involves meeting identified candidates to 

ensure they are adapting well to the new 

programme and environment.  We will provide 

guidance on how to better settle in and flag 

potential concerns to the Client.  

 

Sessions can be booked as and when deemed 

necessary.  However, we have made the following 

recommendation as a guideline: 1 hour per learner 

every second month.  

 

The rate will depend on the number of Learners 

accommodated in a day. Ask your Kwelanga 

relationship manager for further details. 
 

 

 
Learners need to understand exactly what the 

organisation expects from them.  They need to 

develop a highly professional image and positive 

attitude, learning to be consistent and 

dependable.  Select any number of the following 

modules to ensure learners are optimally 

integrated into their work environment: 

 

▪ The Workplace Professional 

▪ Managing Time for Results 

▪ Modern Business Writing 

▪ WOW Service – Adding Value 

▪ E-mail Etiquette 

▪ Essential Assertiveness Skills 

▪ Managing Workplace Relationships 

▪ Powerful Presentations 

▪ The Administration Architect 

▪ Competency Based Interviewing Skills 

(unemployed learners) 
 

 
Never underestimate the significance of your role 

in developing South Africa’s talent.  The 

importance of the graduation for our delegates 

signifies the recognition of their hard work and 

achievement in improving and growing their skills.  

 

This is your opportunity to recognise and celebrate 

with all the successful candidates and establish a 

firm foundation in their future development. Don’t 

miss out on this meaningful opportunity! 

 

 

 
 

OUR COMMITMENT TO YOU 
 

To develop and inspire each individual to be 

the best that they can be. 

To assist clients in the transfer of skills and 

positive behaviour change. 
For more information contact us on: 

Email: info@kwelangatraining.co.za 
Johannesburg: +27 11 704 0720 | Cape Town: +27 21 683 4084 

Durban: +27 31 266 2808 | Port Elizabeth: +27 41 368 1500 
www.kwelangatraining.co.za 

 


