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Microsoft Office is a collection of powerful tools designed to

help you create, communicate and manage information effectively.
These skills are valuable in almost every job and industry.

KEY MICROSOFT OFFICE TOOLS

WORD EXCEL m POWERPOINT G OUTLOOK m i ONENOTE

Create and edit Work with data Design and present Manage emails, Take notes, organise
documents with using spreadsheets, engaging slideshows calendars, contacts ideas and keep all
text, images and formulas and with text, images and tasks in one your information
tables. charts. and videos. place. in one place.
USEFUL FOR: USEFUL FOR: USEFUL FOR: USEFUL FOR: USEFUL FOR:
Reports, letters, Budgets, data Presentations, training Professional Meeting notes, study
resumes, proposals analysis, lists, sessions, pitches and communication notes, planning

and much more. invoicing and more. schoal projects. and time management. and brainstorming.
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;.1 HOW THESE TOOLS CAN HELP YOU

Create professional decuments and reports.

Essential workplace skill - Used in almost every office
and career.

Increases employability — Employers value candidates
who can use Microsoft Office confidently.

| ° Improves productivity - Helps you work faster,

Analyse and present data clearly.

stay organised and produce high-quality work. Deliver engaging presentations with confidence.

Supports communication — Create prefessional
: - i ivel

documents, emails and presentations. Manage your time and tasks effectively.

Used across industries — From healthcare and education

to finance and marketing. Stay organised and collaborate with others.
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TIPS TO IMPROVE YOUR MICROSOFT OFFICE SKILLS

Sh'tall't with the Practice regularly Use online Applly what Keep learning
asics resources ou learn

The more you use ¥ e i Microsoft Office
Learn the key the tools, the more Take advantage of Use your skills in TR e
features of each confident you free tutorials and real-life tasks and s cu:: iawsl >
application. will become. practice exercises. projects. d g

DOWN LOAD THIS GUIDE : = Small steps every day lead to big
QP‘I& M results. Keep practicing and you'll
be amazed at what you can achieve! @@




