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“I learnt so many things 
that I didn’t know.  

The training was focused, 
in-depth, structured, balanced 

and straight to the point.”

The training was so helpful in the 
day to day management of my 

own business.  With SA Campus, I 
was able to study at my own time, 

managing to graduate while 
working full-time.”

Welcome to SA Campus Online!

SA CAMPUS is an online education and training company.

Online studies are designed for students whose scheduling

commitments would otherwise make it difficult to enrol in a full-time

higher education program.

Offered for individual courses, diplomas, associate’s degrees and

certificate programs, online studies are a valuable option. The resulting

qualification a graduate receives after successfully completing.

Distance learning is an effective way to further your education.

Congratulations on taking the first step to enhancing your career!



Education is 
the premise
of progress
Kofi Annan



ENTRY REQUIREMENTS:
To complete a learnership with SA Campus, you need to 

meet the following minimum entry requirements:

Ø You need to be at least 16 years old.

Ø You need to be able to read and write in English (as all the course material is in English).

Ø You need to be willing to study independently from home (with assistance from a tutor).

There are many courses that you can study even if you haven’t completed Matric. 

For some courses, though, additional entry requirements apply. 

Please have a look at the course information pages in this brochure to see the full entry 

requirements for each course.
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1. National Qualifications:

The primary purpose of the qualification is to provide

qualifying learners with the skills and knowledge necessary

to become a competent office assistant or office clerk.

Learners who register for this qualification should have

passed Grade 10.
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2. Exit level outcomes: 

1. Identify and solve problems in which responses display that responsible 

decisions using critical and creative thinking have been made.

2. Collect, analyse, organise and critically evaluate information.

3. Reflect on and explore a variety of strategies to learn more effectively.

4. Communicate effectively using language skills.

5. Stimulate and develop thinking patterns involving creativity.

6. Interpret information from various sources.

7. Use technology effectively and responsibly.



3. Competencies:
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The learners who achieve this qualification will be able to demonstrate competencies

in General Administration. Overall, this qualification will ensure that learners are

capable in the field of:

1

Business 
Administration

2

Using Computers and 
MS Office Suite

3

Business English

4

Office Practice



4. Course Layout:

ü Describe the nature of trade,

ü Demonstrate knowledge of purchasing and controlling stock,

ü Process sales orders,

ü Demonstrate knowledge of safe banking processes,

ü Record monies received and paid,

ü Describe the different forms of business ownership,

ü Demonstrate knowledge of staff planning and organisation,

ü Demonstrate knowledge of wage systems and records,

ü Demonstrate knowledge of office procedures.

1 BUSINESS ADMINISTRATION



ü Describe basic computers processes,

ü Specify how computers can be used in an office environment,

ü Use terminology related to computers,

ü Input, format, use and extract data from Windows, Excel or Word.

2 INTRODUCTION TO COMPUTERS & MS OFFICE SUITE

ü Write clear and effective reports, letters and memos.

3 BUSINESS ENGLISH

4. Course Layout:



ü Describe the functions of the office, 

ü Demonstrate knowledge of records management, 

ü Present knowledge of office technology.

4 OFFICE PRACTICE

4. Course Layout:



5. Fee Structure

Course duration:
12 Months

Course code:
21043. NQF 4, 120 Credits

Assessment and reward:
One Formative Workbook per module

One Summative Workbook per module

TOTAL PRICE: R 21 000.00 once off (excl. vat)

Registration R750

Course Price R20 250 (excl. vat)

Monthly Instalments R1 750 x 12 (excl. vat)
**Kindly note that the above price is for individual enrolments only.  Price is subject to change upon group 
enrolments and project variables.  



Important 
Documentation:
ü An online Registration Form,

ü A copy of your Curriculum Vitae,

ü A copy of your Matric Certificate (or your highest qualification),

ü A copy of your ID,

ü A signed “Learner Declaration Form”.

What do you need to enrol?



How to 
register?

CLICK HERE

To complete a registration form online.

NOTE: Your registration will only be complete once you have paid the
registration fee and have undertaken to pay the balance of the course
fees in monthly instalments. (You also have the option to pay your
course fees in full up front.

https://sacampusonline.com/my-assessment-plan/

