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Main Subject Areas | General IT

M-01 Mainiain files & folders
M-02 Perform word processing
M-03 Prepare spread sheei
M-04 Prepare presentations
M-05 Mainiain daiabases

M-06 M-06 Perform iniermei and
elecironic mail operations

Conieni Ouiline Inpui, Ouiput, Storage, Processing
Devices, Memory iypes, Sysiem

software and Application Software
Classification of Compuiers
Characier Codes, Numbering Sysiem,
Logic Gaies

Windows Operating Sysiem

Mic Microsoft Word

Microsoft Excel

Microsoft PowerPoini

Microsoft Access

Internet Facilities WWW

Working With Web Browser

use Search Engine

Creating Email address and working
with Email
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Democratic Socialist Republic of Sri Lanka

National Certificate

Computer Applications Assistant

(NVQ Level 3)

IR

is awarded this Nati a&caﬂonal Qualification

SNQ

Assistant Director (Training)
IT Resources Development Authority - (W.P)

Chairman .
IT Resources Development Authority - (W.P) Director General
Tertiary and Vocational Education Commission
Certificate Number:
Effective date of Certificate:

National Identity Card Number of Holder:



