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CCCCertified ertified ertified ertified Administrative Support Administrative Support Administrative Support Administrative Support 

ProfessionalProfessionalProfessionalProfessional    
Certification CodeCertification CodeCertification CodeCertification Code    : VS: VS: VS: VS----1394139413941394    

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?Why should one take this certification?Why should one take this certification?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?Who will benefit from taking this certification?Who will benefit from taking this certification?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 DetailsTest DetailsTest DetailsTest Details    

• Duration:Duration:Duration:Duration: 60 minutes 

• No. of questions:No. of questions:No. of questions:No. of questions: 50 

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

There is no negative marking in this module. 

Fee StructureFee StructureFee StructureFee 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 Companies that hire Vskills Companies that hire Vskills Companies that hire Vskills Certified Certified Certified 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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