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An Administrative Support professional or Administrative Assistant provides various kinds
of administrative support to various partners organizations and to individuals.

An administrative support professional performs various duties like Planning and
Scheduling, Documentation, Interacting with companies, Building and Maintaining the
relationships etc. Vskills Certification in Administration Support helps you to build good
command over these concepts and prepares you for a bright future in administration.

Why should one take this certification?

The Administrative support certification course will make your skills strong in different
areas of Administration like Providing customer service, Scheduling and coordinating
meetings, Managing documents and files, Operating a range of office machines etc.

Who will benefit from taking this certification?

Those who are looking to build a strong career in Administration should do the
certification as it will enhance their skills and develop some new methodology of doing a
task.

Test Details
«  Duration: 60 minutes
« No. of questions: 50

+  Maximum marks: 50, Passing marks: 25 (50%)

There is no negative marking in this module.

Fee Structure

Rs. 3,499/- (Excludes all taxes) *

*Fees may change without prior notice, please refer http://www.vskills.in for updated fees

Companies that hire Vskills Certified

Most of the companies are having an Administration Dept, they really need skilled
professionals to do their different administrative task. There are n number of jobs available
for the skilled professionals.
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Certifications

» Accounting, Banking and Finance
— Certified AML-KYC Compliance Officer
— Certified Business Accountant
— Gertified Commercial Banker
— Certified Fareign Exchange Professional
— Certifled GAAP Accounting Standards Professional
— Certified Financial Risk Management Professiaonal
— Certifled Merger and Acguisition Analyst
— Certified Tally 9.0 Professional
— Certified Treasury Market Professional
— Gertified Wealth Manager

» Big Data
— Certified Hadoop and Mapreduce Professional

» Cloud Computing
- Certified Cloud Computing Professional

» Design

— Certified Interior Designer

> Digital Media
— Certifled Secial Media Marketing Professional
— Certified Inbound Marketing Professional
= Certified Digital Marketing Master

» Foreign Trade
— Certifled Export Import (Foreign Trade) Professional

» Health, Nutrition and Well Being

— Certified Fitness Instructor

» Hospitality
— Certified Restaurant Team Member (Hospitality)

» Human Resources
— Certifled HR Compensation Manager
— Certified HR Stafffing Manager
- Certified Human Resources Manager
— Certified Performance Appraisal Manager

» office Skills
— Certifled Data Entry Operator
— Certified Office Administrator

» Project Management
— Gertified Project Management Professional

» Real Estate
— Certified Real Estate Consultant

> Marketing
= Certified Marketing Manager

011-473 44 723 or info
www.vskills.com

» Quality
— Certified Six Sigma Graen Belt Professional
— Certified Six Sigma Black Belt Professional
— Certified TQM Professional

} Logistics & Supply Chain Management
— Certified International Logistics Professional
— Certified Logistics & SCM Professional
— Certified Purchase Manager
— Certified Supply Chain Management Professional

» Legal
= Certified IPR & Legal Manager
— Certified Labour Law Analyst
— Certified Business Law Analyst
— Certified Corporate Law Analyst

» Information Technology
— Certified ASP.NET Programmer
— Certified Basic Network Support Professional
— Certified Business Intelligence Professional
= Certified Core Java Developer
— Certified E-commerce Professional
— Certified IT Support Professional
— Certified PHP Professional
— Certified Salenium Professional
— Certified SEO Professional
— Certified Software Quality Assurance Professional

» Mobile Application Development
— Certified Android Apps Developer
— Certified IPhone Apps Developer

> Security
— Certified Ethical Hacking and Security Professional
— Certified Network Security Professional

» Management
— Certified Corporate Goverance Professional
— Certified Corporate Social Responsibility Professional

» Life Skills

— Certified Business Communication Specialist
— Certified Public Relations Officer

» Media
— Certified Advertising Manager
— Certified Advertising Sales Professional

» Sales, BPD
— Certified Sales Manager
— Certified Telesales Executive

& many more job related
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