
🟩 Skills Bootcamp in Digital Skills (IT Office Skills)
Schedule: Fridays, 9:00am – 3:00pm
Dates: 9 January – 27 March 2026
Location: Wakefield College, City Centre Campus
Delivery: Fully face-to-face

Course Timetable
	Date(s)
	Subject / Focus Area
	Hours
	Key Activities and Learning Focus

	9 & 16 January 2026
	Introduction to Digital Office Skills & Word Processing
	10 hrs
	• Digital skills baseline assessment 
• Overview of digital tools 
• Word processing basics – formatting, templates, tables

	23 & 30 January 2026
	Spreadsheets
	10 hrs
	• Basic formulas and functions 
• Creating charts and tables 
• Data sorting and filtering

	6 & 13 February 2026
	Digital Communication & Presentations
	10 hrs
	• Professional email writing 
• Using Teams or Zoom 
• Creating and delivering presentations

	20 & 27 February 2026
	File Management & Collaboration Tools
	10 hrs
	• Organising folders and files 
• Using cloud storage (OneDrive / Google Drive) 
• Real-time document editing and task tools

	6 & 13 March 2026
	Cybersecurity, GDPR & Employability
	10 hrs
	• Password management and phishing awareness 
• Data protection basics 
• Creating a digital CV and LinkedIn profile

	20 & 27 March 2026
	Final Project & Review
	10 hrs
	• Portfolio completion 
• Presentation of final project 
• Review and feedback on progress
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