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Course Content
إ  Word processing software: use Microsoft Word for everyday tasks such as writing letters and 

more!

إ  IT user fundamentals: learn to use Microsoft Windows, working with files and folders, adjusting 
settings and maintaining security and back ups

إ  Using collaborative technologies: learn to use social media, Zoom and a Virtual Learning Envi-
ronment for professional communication 

Requirements and Qualifications 
Entry Requirements

إ  English: Entry 3 (Speaking, Listening, Reading, Writing)

إ  IT: Basic Skills

إ  Please bring your prior qualification certificates with you to your first Assessment meeting.

إ  If you don't have your certificates, we'll ask you to complete a short English and IT assessment so 
that we can make sure you're ready for this course. Find out more about the application process 
at elatt.org.uk/about/our-training

Awarding Body

إ  City and Guilds

Qualifications

إ  Award for IT Users (ITQ) Level 2

ELATT: Registered Company No: 1812908; Registered Charity 299186
260 Kingsland Road, London E8 4DG | Tel: 0800-0420-184 | www.elatt.org.uk
Course details are correct at the time of publication but are subject to change

HOURGLASS-EMPTY
9 - 10 Weeks

Duration

CLOCK-FIVE
6 Hours

Hours per week

☀
9.30am - 4.30pm
Daytime study


6.00pm - 9.00pm

Evening study

WIFI
Online

Environment



Level 2 Certificate | IT for the Office
 www.elatt.org.uk/courses/it-office

Course Content
إ  Presentation software: learn to use Microsoft PowerPoint to give a professional presentation

إ  Spreadsheet software: gain confidence using Microsoft Excel for your budgeting, maths and 
data needs

إ  Improving productivity: complete an IT task such as designing a newsletter, working efficiently 
and making improvements to your work along the way

إ  IT software fundamentals: learn to independently select programs to complete multiple tasks 
for clients, such as creating a leaflet using Word and making a promotional presentation in Power-
Point. You'll also manage files and folders using the Windows operating system

إ  Word processing software: gain confidence using Microsoft Word for many office and home 
tasks such as letter writing and document creation 

Requirements and Qualifications 
Entry Requirements

إ  English: Level 1 (Reading and Writing)

إ  IT: Basic Skills

إ  Please bring your prior qualification certificates with you to your first Assessment meeting.

إ  If you don't have your certificates, we'll ask you to complete a short English and IT assessment so 
that we can make sure you're ready for this course. Find out more about the application process 
at elatt.org.uk/about/our-training

Awarding Body

إ  City and Guilds

Qualifications

إ  Certificate for IT Users (ITQ) Level 2

ELATT: Registered Company No: 1812908; Registered Charity 299186
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Course details are correct at the time of publication but are subject to change

HOURGLASS-EMPTY
6 - 12 Weeks

Duration

CLOCK-FIVE
6 - 12 Hours

Hours per week

☀
9.30am - 4.30pm
Daytime study


6.00pm - 9.00pm

Evening study

WIFI
Online

Environment



Level 2 Diploma | IT for the Office
 www.elatt.org.uk/courses/it-office

Course Content
إ  Improving productivity: learn how to work efficiently, planning and reviewing an IT task such as 

designing a newsletter, evaluating your work and making improvements along the way

إ  Using the internet: learn to set up and use connection methods to access the Internet, making 
the best use of browser software tools and techniques to search for, retrieve and exchange infor-
mation using a search engine, and work safely and securely online

إ  IT software fundamentals: learn to independently select programs to complete multiple tasks 
for clients, such as creating a leaflet using Word and making a promotional presentation in Power-
Point. You'll also manage files and folders using the Windows operating system

إ  Data management software: using Microsoft Access, you'll store, edit and retrieve data for a 
variety of business functions such as product and services records

إ  Data software: using Microsoft Access, you'll design, organise, store and retrieve structured 
information, as well generating reports such as patients’ records

إ  Optimise IT system performance: learn how to keep a personal computer system up to date, 
fully functional and operating efficiently, and to solve problems and errors involving the interaction 
between hardware and software components

إ  IT security for users: learn how to monitor potential risks and take steps to protect data, pro-
tecting your computer from malfunction and preventing unauthorised remote access

إ  Spreadsheet software: gain expertise in Microsoft Excel for all your budgeting and data needs

إ  Word processing: gain expertise in Microsoft Word for business and home life 
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HOURGLASS-EMPTY
12 - 24 Weeks

Duration

CLOCK-FIVE
6 - 12 Hours

Hours per week

☀
9.30am - 4.30pm
Daytime study


6.00pm - 9.00pm

Evening study

WIFI
Online

Environment

[Continued in next page...]



Level 2 Diploma | IT for the Office
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Requirements and Qualifications 
Entry Requirements

إ  English: Level 1 (Reading and Writing)

إ  IT: Basic Skills

إ  Please bring your prior qualification certificates with you to your first Assessment meeting.

إ  If you don't have your certificates, we'll ask you to complete a short English and IT assessment so 
that we can make sure you're ready for this course. Find out more about the application process 
at elatt.org.uk/about/our-training

Awarding Body

إ  City and Guilds

Qualifications

إ  Diploma for IT Users (ITQ) Level 2

ELATT: Registered Company No: 1812908; Registered Charity 299186
260 Kingsland Road, London E8 4DG | Tel: 0800-0420-184 | www.elatt.org.uk
Course details are correct at the time of publication but are subject to change


