

Skills Bootcamp in Digital Skills (IT Office Skills)
Delivered by: Heart of Yorkshire Education Group
Rated: Good and Strong by Ofsted
Location: Fully face-to-face at Wakefield College, City Centre Campus

Course Overview
This practical 12-week programme helps employees and volunteers develop essential digital skills for the modern workplace.
Participants will learn to:
· Use Microsoft Word, Excel, and Outlook effectively
· Manage files and use cloud storage
· Understand cybersecurity and GDPR basics
· Communicate and present digitally
· Apply digital tools to real workplace tasks

Course Dates
Fridays, 9am – 3pm
Start Date: 9 January 2026
Further Sessions: 16/01, 23/01, 30/01, 06/02, 13/02, 20/02, 27/02, 06/03, 13/03, 20/03, 27/03
Total: 12 sessions over 12 weeks
📍 Delivered face-to-face at Wakefield College, City Centre Campus

Who It’s For
· Employees or volunteers who want to improve their digital confidence and efficiency
· Organisations looking to strengthen digital capability
· Ideal for roles in administration, coordination, customer service, or digital engagement

Progression Outcomes
· Improved digital confidence and accuracy
· Increased responsibility in the workplace
· Enhanced career prospects and organisational impact
· Opportunity to become a certified Microsoft Office Specialist after completion – free licence - learn at home at your own pace

Cost
💷 If you are a business referring an employee - £337.50 per learner (SME contribution); £1012.50 per learner (large business contribution – 250+ employees)

Fully funded (free) for individuals referring themselves. 

Funding assistance maybe available – please contact Natalie Sinclair on the details below.

For more information or to book your place, please contact:
Natalie Sinclair nsinclair@heartofyorkshire.ac.uk
📞 07483488082
Or visit our website:
[image: A qr code with black and white squares

AI-generated content may be incorrect.]
https://www.heartofyorkshire.ac.uk/course-search/wakefield-college/business/skills-bootcamp-digital-skills-it-office-skills

Deadline for booking your place – 16th December 2025
Heart of Yorkshire Education Group • www.heartofyorkshire.ac.uk • Wakefield College | Castleford College | Selby College
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