
Accessible learning solutions for 
accredited and short courses.
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Personal 
Assistant

The Personal Assistant: Short, Proficiency and Skills courses provide you
with the different professional skills needed to provide administrative 
assistance to companies. You will learn about professional communication 
and conduct, how to provide good client service, and how to use 
a computer for business purposes.
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Why study at College SA?

Why study non-accredited courses?

Student Support

Personal Assistant Study Path

Personal Assistant: Short Course

Personal Assistant: Proficiency Course

Executive Personal Assistant: Skills Course



We are a private distance learning 
college, registered with the Department 
of Higher Education and Training 
(DHET) and accredited by a number 
of regulatory bodies.

You can choose from a wide 
range of accredited and 
non-accredited courses.

With us, you can further your 
education even if you don’t 
have a Matric certificate.

You can enrol for a course 
at any time of the year.

We are a distance learning 
college, meaning you can 
study from home.

Our Educational Planners 
will support you throughout 
your studies.

You can pay for your 
studies in easy-to-pay 
monthly instalments.

You save when you choose 
our monthlyinstalment option; 
our instalments are interest free.

Why study at 
College SA?
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They are more
affordable than

accredited courses.

College SA has put together a range of courses that address the need for
affordable skills development. These courses, made up from a range of
provided material as well as some of our own proprietary material, have been
developed specifically for distance learners to help them gain skills.
Although these courses are non-accredited, they are extremely valuable
for many students since the information is relevant, up to date and will help you
improve your job performance in your chosen field. These courses are typically
more affordable than accredited courses, do not require formal exams
to pass, and are often structured in such a way that you can level up your skills
as you go along. They are perfect for self-development and will allow you to
demonstrate to employers/potential employers your willingness to learn and 
improve yourself, thereby increasing your ability to find a job or get a better job.

They give you the opportunity 
to up your skills in a short 

period of time (accredited 
courses can take years 

to complete).

They are still valuable 
to employers as they
can refine your skills.

The assessment 
level is lower as there 

are no exams.

Why study
Non-accredited courses?

444



5
Optimi College (Pty) Ltd T/A College SA. Reg no: 2007/017012/07. Optimi College Pty (Ltd) (previously known as SA College of Home Study) 
is a member of the Optimi Group and is provisionally registered with the Department of Higher Education and Training (DHET), Reg no: 2009/ FE07/099.

College SA reserves the right to change pricing and course content without prior notice. The latest information will always be available 
on our website collegesa.edu.za. Please confirm the course costs and content with our Educational Planners prior to registration.

Student
Support

STUDY MATERIAL

EDUCATIONAL PLANNERS

TUTORS

ONLINE CLASSROOM

Our study material has been 
designed  specifically for students 

who study via  distance learning. It is 
comprehensive  and easy to understand. 

We give you all  the material that you 
need to study a  course. Therefore, you 
will never have to  buy additional study 
material since it is  always included in 

the cost. What’s  more, we even 
courier it to you!

We have a brand-new online classroom
where our students are automatically
enrolled once they have registered for

a course. The Online Classroom is a space 
to ask questions and discuss course work 
with fellow students and tutors. This online 

community makes passing your course 
so much easier and gives you the 
academic and emotional support 

you will need to complete 
your studies.

We want you to pass, get a better 
job, and further your career. That is why 

we have dedicated Educational Planners 
who will help you in making an informed 
study choice and guide you through the 
application process. They assist you with

any administrative queries or direct 
you to the relevant person, should 

you havespecific study queries.

We have full-time tutors who are 
available to help you understand the 

study material. Our tutors are trained and 
many are part-time students themselves. 

Since these tutors have also studied 
via distance learning, they know what 

you are going through and can provide 
you with the help and support you 

need to pass.
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PERSONAL
ASSISTANT

SHORT COURSE

• Computer Practice N4
• Introduction to Business English

PROFICIENCY COURSE

• Organisational Skills 
• Business Etiquette
• Excellence in Service: Basic

SKILLS COURSE

• Financial Management Basics  • Office Practice 4 
• Excellence in Service: Advanced
• Cross Cultural Business Communication
• Corporate Events Management

PERSONAL
ASSISTANT

PERSONAL
ASSISTANT

PRPERSONAL ASSISTANT
STUDY PATH

This course is part of a set of courses that allow you to level up your skills. You start with your studies at

Foundation Level 1 and each time you pass a course, you have the opportunity to start studying the next

one. The further you study, the more skills you acquire. 
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Course overview

What will you learn?

Accreditation & award

Entry requirements

Personal Assistant
Short Course
Provider Programme

Being a personal assistant can be a tough job: you have to juggle many responsibilities at the 
same time, and always manage to stay one step ahead. Your boss has high expectations, not only 
of your administrative abilities, but also of your technical and interpersonal skills. Knowing how 
to communicate effectively on behalf of your boss is one of the most important aspects of your job. 
Therefore, it is important that you have advanced communication and computer skills. 
Keeping up to date with the latest office technology and software programmes makes your 
work life easier, and presents a professional and highly competent image. Our Personal Assistant: 
Short Course shows you how best to use the Microsoft Office suite to your advantage, and how 
to communicate effectively over the phone, through email, and in meetings. If you’d like to level up 
your personal assistant skills, consider enrolling for the Personal Assistant Proficiency or
Skills Course.

You will be equipped with basic computer and business English skills. This short course
covers computer practice, and will give you an introduction to business English and the
importance of carrying out basic personal assistant duties.

• Status: Non-accredited course
• Type & Reward: College SA Provider Programme Short Course - certificate confirming
  course completion
• Provided by: College SA
• Minimum Credits: N/A

• Grade 10
• Learners must be at least 16 years of age
• The ability to read and write in English
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Course cost

What’s included in the course fees?

Course starting dates

Assessment information

What are subjects?

• Textbooks and study material.
• Courier fee.

With College SA, you can start studying whenever you want: there are no specific
course starting dates since we offer distance learning. Please speak to our Educational
Planners about your enrolment and study options.

Subjects are the particular fields of study that are covered in a course. The subjects on the next 
page make up this course and will need to be completed in order for you to complete this course.

At College SA, we offer you 3 different payment options to suit your financial needs:

Course fee: R3 640
Non-refundable registration fee: R950

Upfront payment option:
If you pay upfront for the entire course you will receive a 10% discount on the course fee.

Instalment payment option:
Pay the entire course off in instalments. Speak to our Educational Planners for more information.

Subject payment option:
Only choose the subjects that you want to study at this moment in time and pay for those in 
monthly instalments. Speak to our Educational Planners for more information.

You have to successfully complete and submit the required 3 assignments per subject in order for 
College SA to prepare your term mark. College SA will ensure that term marks are submitted to 
your exam venue and, together with your exam, these are submitted to the Department of Higher 
Education and Training for evaluation. Once you have successfully completed all the required 
national exams, you will be awarded a National Certificate.
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This module covers the different
elements of, and barriers to, 

communication. You will get a 
general understanding of the 

communication process, as well as 
skills and techniques to interpret 

body language. Improve your 
speaking, listening, writing,

telephone and reading skills.
Understand how to work as part 

of a team, deal with conflict, 
and what business 

ethics involves.

This course will introduce you to 
the basic components and functions 

of a computer and Windows 7. 
You will also learn how to use a 

word processing programme (Word) 
and a spreadsheet (Excel) for 

business purposes.

INTRODUCTION
TO BUSINESS ENGLISH

COMPUTER
PRACTICE N4

You can choose how many subjects 
you want to study
Most students do not have the finances or the time to study all the required subjects at once. 
College SA offers you the ability to choose how many subjects you can study comfortably at once. 
We also offer the option to pay for your subjects in instalments. Please contact our Educational 
Planners for more information.
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Course overview

What will you learn?

Accreditation & award

Entry requirements

Personal Assistant
Proficiency Course
Provider Programme

As a personal assistant, you are constantly dealing with people on behalf of your boss, like other 
executives, employees, clients and the public. Most of the time, you have to co-ordinate meetings 
and sometimes, you will be in charge of arranging travel and events, or scheduling personal 
appointments. As a personal assistant, your professionalism and organisational abilities are a 
direct reflection of your employer, and therefore it is necessary that you conduct yourself with the 
utmost care, tact and consideration for the people you encounter on a daily basis. Our 
Personal Assistant: Proficiency Course teaches you how to organise, coordinate and schedule 
business meetings and events, and helps you be the professional face of your company. 
What’s more, you can add to your skills and experience on an executive level by enrolling for 
our Executive Personal Assistant: Skills Course.

You will learn how to provide professional and efficient day-to-day assistance to executives, 
how to communicate effectively with clients and colleagues, and how to manage time in order 
to execute your duties effectively. You will also learn how to manage an office.

• Status: Non-accredited course
• Type & Award: College SA Provider Programme - certificate confirming course completion
• Provided by: College SA
• Minimum Credits: N/A

• Personal Assistant: Short Course
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Course cost

What’s included in the course fees?

Course starting dates

Assessment information

What are subjects?

• Textbooks and study material.
• Courier fee.

With College SA, you can start studying whenever you want: there are no specific
course starting dates since we offer distance learning. Please speak to our Educational
Planners about your enrolment and study options.

Subjects are the particular fields of study that are covered in a course. The subjects on the next 
page make up this course and will need to be completed in order for you to complete this course.

At College SA, we offer you 3 different payment options to suit your financial needs:

Course fee: R5 460
Non-refundable registration fee: R950

Upfront payment option:
If you pay upfront for the entire course you will receive a 10% discount on the course fee.

Instalment payment option:
Pay the entire course off in instalments. Speak to our Educational Planners for more information.

Subject payment option:
Only choose the subjects that you want to study at this moment in time and pay for those in 
monthly instalments. Speak to our Educational Planners for more information.

You have to successfully complete and submit the required 3 assignments per subject in order for 
College SA to prepare your term mark. College SA will ensure that term marks are submitted to 
your exam venue and, together with your exam, these are submitted to the Department of Higher 
Education and Training for evaluation. Once you have successfully completed all the required 
national exams, you will be awarded a National Certificate.
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Understand the importance of
information management, and 

learn the skills needed to manage 
information in a professional and 
organised manner. Learn how to 

increase your efficiency by 
improving your reading, memory 

and time management skills.

This module explores appropriate 
behaviour within a professional

environment. You will learn about
acceptable conduct when 

communicating with colleagues, 
superiors and clients; when attending 
business meetings; within the office; 

and when travelling for business 
purposes. You will also learn about 
behavioural issues that may arise 
within a professional environment 

and how to solve these
 issues appropriately.

ORGANISATIONAL 
SKILLS

BUSINESS
ETIQUETTE

This module is designed to give you 
a basic understanding of accounting 
and the processes involved. You will 
learn about the accounting cycle, 

income statements, balance sheets, 
financial statements and budgeting.

EXCELLENCE IN SERVICE
BASICS

You can choose how many subjects 
you want to study
Most students do not have the finances or the time to study all the required subjects at once. 
College SA offers you the ability to choose how many subjects you can study comfortably at once. 
We also offer the option to pay for your subjects in instalments. Please contact our Educational 
Planners for more information.
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Course overview

What will you learn?

Accreditation & award

Entry requirements

Executive Personal
Assistant
Skills Course
Provider Programme

Being a personal assistant isn’t just about organising your boss’s diary and scheduling
appointments  - one of your main duties is lifting the burden of administrative tasks,
arrangements and unnecessary meetings so that your employer can focus on other
aspects of the business. Our Executive Personal Assistant: Skills Course helps you improve 
your basic accounting, events organisation, and communication skills. You will be able to 
attend meetings or events in your boss’s absence, deal with a variety of people from 
different backgrounds, and perform other minor business-related tasks.
Want to learn even more about the secretarial field? Have a look at our variety of
Executive Secretary Advanced Courses on offer.

You will learn how to provide professional and efficient day-to-day assistance to
executives, how to communicate effectively with clients and colleagues, and how to
manage time in order to execute your duties effectively. You will also learn how to 
manage an office and how to deal with clients from different cultural backgrounds.

• Status: Non-accredited course
• Type & reward: College SA Provider Programme - certificate confirming course completion
• Provided by: College SA
• Minimum Credits: N/A

• Personal Assistant: Proficiency Course
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Course cost

What’s included in the course fees?

Course starting dates

Assessment information

What are subjects?

• Textbooks and study material.
• Courier fee.

With College SA, you can start studying whenever you want: there are no specific
course starting dates since we offer distance learning. Please speak to our Educational
Planners about your enrolment and study options.

Subjects are the particular fields of study that are covered in a course. The subjects on the next 
page make up this course and will need to be completed in order for you to complete this course.

At College SA, we offer you 3 different payment options to suit your financial needs:

Course fee: R9 080
Non-refundable registration fee: R950

Upfront payment option:
If you pay upfront for the entire course you will receive a 10% discount on the course fee.

Instalment payment option:
Pay the entire course off in instalments. Speak to our Educational Planners for more information.

Subject payment option:
Only choose the subjects that you want to study at this moment in time and pay for those in 
monthly instalments. Speak to our Educational Planners for more information.

You have to successfully complete and submit the required 3 assignments per subject in order for 
College SA to prepare your term mark. College SA will ensure that term marks are submitted to 
your exam venue and, together with your exam, these are submitted to the Department of Higher 
Education and Training for evaluation. Once you have successfully completed all the required 
national exams, you will be awarded a National Certificate.
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FINANCIAL MANAGEMENT
BASICS

CROSS-CULTURAL
BUSINESS COMMUNICATION

This module is designed to give you
a basic understanding of accounting
and the processes involved. You will 
learn about the accounting cycle, 

income statements, balance sheets, 
financial statements and budgeting.

You will learn about different cultures 
and intercultural issues. You will also 

learn about barriers in communication 
(verbal and non-verbal) between 

cultures, and how to overcome them 
in order to build good business 

relationships.

You will learn how to understand, 
monitor, and manage service 

standards across industries. You will 
also learn how to select, train and 

motivate service staff to meet service 
standards by understanding their 

customers and their needs.

OFFICE PRACTICE
4

This module will show you how to 
manage an office effectively. You 
will learn which skills and personal 
attributes are required in an office 

environment. You will also learn 
how to manage all the day-to-day 
functioning of the office, including 

administration, communication 
(via email and telephone) and 

organising meetings.

EXCELLENCE IN
SERVICE: ADVANCED

CORPORATE EVENTS
MANAGEMENT

You will learn how to plan a corporate 
event from start to finish. This module 

will show you which factors to consider 
when planning an event, such as the 

venue, travel arrangements, 
accommodation for event-goers, 
safety hazards and procedures, 

catering and networking.
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Contact us
0861 663 663 
If you would like to register with us:

Contact us on: 0861 663 663
E-Mail: startstudying@collegesa.co.za

Our address:

College SA, 1st Floor, Tygervalley O�ce Park 1, 
Corner of Old Oak and Durban Road, Bellville, 
Cape Town, South Africa

www.collegesa.edu.za

College SA is a proud member 
of Optimi. Accredited qualifications
and short courses for adult learners.

Accessible learning solutions for 
accredited and short courses.

VER 3 MAR 2022 


