Boyup Brook
Community Resource Centre

Jour local commection

WORK SKILLS FOR RURAL WOMEN

A series of four computer and business based
sessions to up-skill rural women

Y

l : Session #2 ‘ﬁ(
Friday, September 10th it Friday, October 15th ’

“FIRST AID FOR YOUR COMPUTER — AND YOU” “WORKPLACE DOCUMENTS AND SAFETY”

Session #1

Includes: Includes:

Get to know your machine — what system are you For the novice computer user

running, what programs are compatible? . .
& prog P e Producing Business documents

File maintenance .
For the experienced computer user

Removing junk from your system e Produce Desktop Publishing documents (focus
Back-ups on basic web page design)

Bring in your laptop to clean up e Occupational Health and Safety

Basic First Aid course (ambulance hall) Time: 9am —3pm (lunch included)

Time: 10am —3pm (lunch included)

Session #3 Session #4

Friday, November 12th ; Friday, December 3rd

“FINANCIAL FORUM” “SKILLS PORTFOLIO”

Includes: Includes:
Hints on filing your financial records, receipts Identifying and documenting your skills portfolio

Q&A about recording finances, accounting Applying for a job or board/committee position

K .
packages Producing a resumé

Professional advice about superannuation,

. Interview processes, techniques
salary sacrificing

Time: 9am — 12noon (lunch included) Time: am —2pm (lunch included)

COST: CRC Members - S10 per session or $30 for all four sessions
Non-Members - $15 per session or $50 for all four sessions

Free Childcare available - bookings essential
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