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Administration and IT

What are the main skills I will develop studying this subject area?
e Using computers
e Following instructions
e Communicating with people
e Coping with pressure

Can | study this subject area at college?

Administration and IT can be studied at college and there are various levels of study available for
students including HNC and HND. Often students will be able to combine Admin and IT courses with
Business and Enterprise modules. Administration and IT courses at college give students the
opportunity to gain an insight into office management, ICT skills and business administration with
specialised course covering enterprise and legal services. Administration and IT students gain practical
knowledge alongside commercial insight and experience that they gain from working closely with
businesses in the industry. There are a range of full-time and part-time courses on offer at colleges
across Scotland.

Can | study this subject area at university?

Administration and IT is not offered as an area of study at university level however typically some
Business and Enterprise degree programmes allow students the opportunity to gain insight into the
principles of business administration.

What types of jobs can the study of this subject area lead to?
e Office administrator
e Mortgage executive
e  Office supervisor
e Receptionist
e Administrative assistant
Medical secretary
Legal assistant
e Paralegal
e Courts officer

Did you know?
e Studying Admin opens doors to opportunities in a wide range of sectors.
e Students who study admin develop into great team players with good problem solving and
communication skills.
e Administrative jobs look for employees to be a people person.

Useful links
https://www.fife.ac.uk/
https://www.ucas.com/
https://www.myworldofwork.co.uk/
https://www.prospects.ac.uk/
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