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The aim of this 1-to-1 tutor-led course is to 
improve your skills using any of the following 
Microsoft Office programs: 
 

• Microsoft Excel 
• Microsoft Outlook 
• Microsoft PowerPoint 
• Microsoft Word 

 
Where does the course take place? 
EC-PC, 39 Dee Street, Aberdeen. 
 
How long does the course last? 
The course consists of 5 hours of 1-to-1 training. The course can be 
scheduled to take place over 2 sessions (each session lasts 2.5 hours). 
Alternatively, hourly sessions can be arranged. 
 
When does the course take place? 
Sessions normally take place in the afternoons Monday to Thursday. 
Sessions can sometimes be arranged during mornings subject to 
availability. Evening and weekend sessions may also be available. 
 
Are there any entry requirements? 
You’ll need to have some skills using Microsoft Word or Excel, eg be familiar with 
most of the topics covered on our Word & Excel Beginners Plus Workshop. 
 
What happens if I cannot attend a booked training session? 
If you give us 24 hours’ notice, then we can reschedule a training session. 
Unfortunately, we cannot reschedule a training session if you make a 
last-minute cancellation or do not attend.  
 
I know some of the topics covered on the Word & Excel Beginners Plus 
Workshop, would it be beneficial for me to attend it as well? 
We can arrange for you to attend a short Taster Session to assess your 
current IT skills and help you decide. 
 
 
 
 
 

The course can be customised to 
cover ad-hoc topics that you need to 
know. For example, a job that you 
wish to apply for may require you to 
use specific tools in Microsoft Excel.   
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I don’t need to attend a Taster Session, how do I get booked 
onto the course? 
If you are paying for the course, please contact us to confirm your booking. 
If you live in Aberdeen and you are unemployed (or have a low income) then 
you may be able to apply for funding. Once your funding application has been 
approved, we will get in touch to arrange the course with you.  


