Administrative Drofessional

/ Bookkeeper

(16 week program)

The name says it all . . . Administrative Professional!

You've always known you have what it takes.

You're organized and intelligent, and you've never been intimidated by new
challenges. In fact, you thrive on them.

You have what it takes to be an Administrative Professional!

You Make a Difference

At the end of the day, you know . . .

You're the one who helped put together that important presentation. You
designed and sent the communications that kept the business on track.
Your skills managed the payroll and reconciled the accounts.

You know you've made a difference, and it's a pretty good feeling.

It's About People, Too!
Business can be tough but your Robertson College training showed you how
it's people who are at the heart of everything. You learned all about
business etiquette, effective communication and customer service.
Maybe that's why people ask for you when they call the office.
Everyone likes dealing with a professional!

An Open Door to the Future

Your skills have given you options!

You might choose to work for a large corporation.

Maybe you prefer to be the lynchpin of a small business . . . the go-to person in
the office.

There's even the chance that you'll use your skills and energy to set up your own
business.

Robertson College’s training has given you the confidence to meet and overcome
almost every challenge.

The hardest part might be choosing a career!
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Robertson College . . . . professional results!
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