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E i; E XIEFRIEH4? | What Is This Course About?
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FEHEIRIA
‘ 20%;; % This course is about using Al in everyday workplace tasks, not just asking a chatbot questions. You will
v learn to use Al to write emails, organize documents, prepare presentations, summarize information
20% Theory handle spreadsheet data, and create simple posters, short videos, and workplace communication
materials.

You will also learn how to organize tasks and workflows, such as meeting schedules, event
preparation, progress tracking, form data handling, automatic notifications, and simple workflow

‘ %i'_q-" ﬁﬁ‘;ﬂiﬁ L EF XA £ , automation. Later, you will explore Al agents and learn how to give clear instructions so they can help
vl sk with multi-step office tasks.

Medjum of Instruction: Through on-campus project practice, you will apply these skills in realistic office or event scenarios,

Chinese & Simple English such as managing registration data, coordinating tasks, creating promotional content, organizing
information, and preparing reports. In simple terms, this course trains you to become the person in the
team who knows how to use Al to make work smoother and more organized.

41851 AR, iEE&IE? | Who Is This For?
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Entry Requirement: Hix, PANBIRREAIR
16 Years Old & Above MEIFEHADARBIMELFAINESE, SHAISHE. BEYE. MER. MBS, SHEED. SIEEe
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with Qn-Campus Workplace If you see messy information and want to organize it, or you see repetitive work and think, “Can this
Learning be more automatic?” and you are curious to try new Al tools, this course is a good fit for you.

If you want to become the colleague in the office who knows how to use Al well, such as using Al to
write emails, organize documents, prepare slides, handle spreadsheets, coordinate events, and create
simple promotional content, this course trains exactly that ability.

You do not need to be good at programming. What matters more is your willingness to learn how to
use Al, spreadsheets, documents, task management, and automation tools in real work, so the team
becomes less messy and more efficient.

4185 S | Students will learn and be able to:

‘ ERKRAAETELE M. FIG. Bk BH5BETEES
Use digital office tools to manage documents, spreadsheets, presentations, emails, and daily administrative
tasks.
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ERERRAIMEEASE. REEE. NEERSENHE
Apply Generative Al to support workplace writing, report preparation, content generation, and information
summarization.

AR TFRIESA TRTHERAN . B2, HF. 917, BRSERRERIE

Use spreadsheet and Al tools for data entry, cleaning, sorting, analysis, charts, and simple reporting.

WIHESRIR. SWREE. EEhitkl. HEBERS E A ELE]

Design task workflows, meeting schedules, event plans, progress tracking, and team coordination processes.

ERRKBENLTAEERSA. FE. B, XHSBMAL

Use low-code automation platforms to connect forms, spreadsheets, emails, files, and notification systems.

WITAEEAI Agent, ILEBUTERAE, RIEER. EEATNAMLRRE
Design and manage Al agents for information processing, content generation, task coordination, and
automated workflows.

FIEABENRIIGIR. 5. HXBERARSRIGDERM
Create Al-assisted posters, short videos, social media content, and workplace communication materials.

A h A h h h

BREAIRIE, ZARRFL. HiRRES5AREMIZAERAR
Understand Al ethics, data privacy, information security, and responsible workplace use of Al.




IBIENE | COURSE OUTLINE

LA F{BiE | Specialisation Major Courses
- $ADERZ R AL

Digital Workplace Fundamentals

- AIFRIZABE B 1E

Al Writing for Workplace Communication

A SES B

Al Document Processing & Task Automation

* AIERALEE
Al Data Handling

- AHES SRHE

Al for Task Orchestration

- AIBIE AR HIE

Al for Creative Content

- AITIERIE B BN

Al Workflow Automation

- BReEAl
Agentic Al

CARESRERS
Ethics & Data Security in Al

BRASHERIZHEEEE | General & Workplace Skills Courses

* ICTSE S5 AE
Practical ICT Skills

cERRAITLAE

Generative Al Tools

- BjR#LIS

Presentation Skills

- BRI BE
Work-based Soft Skills

- BURZSEE (1)
Workplace English Communication (1)

- UARSCEE (2)

Workplace English Communication (2)
#MSLS | In-School Internship
- RAREES GRRSESD)

Workplace Learning (In-School Internship)

Please note that the modules listed are indicative and may be sub,

ct to change
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100% Assignment and Practical Exercises. The course
offers both the theory (20%) and practice (80%)
of Workplace Automation with Agentic Al skills, with a
focus on the practical application of these skills in the
workplace.

Teamwork is encouraged and students learn to work in
groups or individual to complete their projects.

EZEUEE | QUALIFICATIONS

REEBEMAME=FRELE
Diploma awarded by West College Scotland, UK
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As organisation rely more on digital documents, online
collaboration, Al tools, and automated workflows, office
administration and business support roles are changing.
The future workplace needs people who can use Al to
improve productivity, organize information with data
tools, and reduce repetitive work through automation.

Graduates may enter entry-level roles in digital office
administration, business support, office operations, Al
office automation, workflow support, and project or
event administration. SMEs, education institutions,
event teams, administrative departments, and digitally
transforming organizations will increasingly need
people who understand tools, workflows, and practical
Al applications.

Common Job Roles

Graduates may pursue careers as Digital Office
Administrator, Administrative Executive, Business
Support Executive, Office Operations Assistant, Al
Office Automation Assistant, Workflow Automation
Assistant, Digital Transformation Support Assistant, IT
Support Assistant, and Project or Event Administration
Assistant.
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You're the colleague everyone turns to for Al.

| 017-394 0668 | 010-907 5842 03-8737 8770 | 03-8737 9292

(DEPARTMENT OF INNOVATION AND TECHNOLOGY) (GENERAL LINE)

O B5-B7, Block B, Jalan TKS 1, Taman Kajang Sentral, 43000 Kajang, Selangor. P enrolment@neivece.edu.my
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