
Administration  
Pathway - Business
Gain Administration Skills and Fast-Track your career



Administration  
Pathway - Business
It’s one of the most highly awarded Administration courses that you could take. 
This program is for those working in or seeking a Business Administration role. 
You’ll complete the Certificate in Business Administration followed by the Diploma 
in Business Administration.

Get instant access within 1 business day.

Approximately 400 hours.

You’ll have 24/7 access to your course material for up 
to 18 months until you complete.

100% online with unlimited tutor support via phone and  
email.

Multiple choice, short answer and practical 
assessments.
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Start Date:

Course Duration:

Access Time:

Delivery and Support:

Assessments:

Investment: €1,499 
or only €25 per week 
on an interest free payment plan.



All the Right Choices
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Gain a qualification and prepare for managerial and top-tier 
administrative roles

Gain a practical understanding of Microsoft Word and Excel, 
plus the most commonly used accounting software – Xero

Grasp the principles of verbal and written communication in the 
business environment

Work in a supportive, collaborative environment with your 
experienced tutors and other students

Our online course can be completed anywhere, at a time 
that suits your schedule

This Pathway comprises 
2 Courses

Certificate in Business Administration

Diploma in Business Administration

Administration Pathway - Business



Certificate in Business Administration
Course Curriculum

The Career Academy

ADMG154 Effective Business Communication

ADMG128 Office Organisation and Procedures

ADMG148 Time Management, Ethics and  
Professionalism

CITG127 Introduction to Microsoft Word 

CITG126 Introduction to Microsoft PowerPoint

ADMI127 Workplace Health and Safety

This course will provide an introduction to the 
processes and importance of effective business 
communication including but not limited to the 
different forms of communication, effective verbal 
communication skills and the 7 Cs of communication.

This course will take a look at the importance of 
organising the office and setting up procedures to 
support a business. It will include but not be limited to 
the administration process and the purpose of 
procedures and organisation routines in the workplace, 
the difference between a policy and a procedure, and 
the purpose of creating a business plan.

This course will take a look at the importance of time 
management, ethical considerations and 
professionalism in the workplace. It will include but not 
be limited to decision making categories, time 
management strategies, how ethics relate to the 
workplace and characteristics of professionalism.

This course will provide an introduction to the basic 
functions and features of Microsoft Word, including but 
not limited to formatting features to improve the look of 
a short document, how to insert content into a 
document and how to apply document-processing 
techniques to manage larger documents. 

This course will provide an introduction to the basic 
functions and features of MS Powerpoint, including but 
not limited to how to arrange content such as images, 
tables, illustrations and media, how to apply slide 
designs, transitions and animations, and how to 
professionally present a presentation. 

This course will provide an overview of general health 
and safety requirements in the workplace, including but 
not limited to how to ergonomically set up a computer 
workstation and how to manage common workplace 
health and safety hazards.
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CITG138 Using Microsoft Excel 
This course will provide an introduction to the 
fundamentals of Microsoft Excel, including but not 
limited to the key functions within the software 
including formulas, functions and data manipulation, 
how to add content to spreadsheets as well as 
formatting styles. 
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Course Curriculum

The Career Academy

ABKI214 - Fundamentals of Payroll
This course introduces the fundamentals of payroll with 
regards to small businesses, with a focus on employer 
responsibilities and obligations towards the various 
employee types. It will include but not be limited to the 
obligations a new employer has to Revenue, the four 
methods of calculating PAYE, and a look at the Universal 
Social Charge (USC) and who it applies to.

ADMG114 Managing Accounts Payable, Accounts  
Receivable & Cash Management

ABKI217 Accounting with Sage and Quickbooks

This course will provide an introduction to accounts 
payable and receivables and the calculation of the cash 
conversion cycle. It will include but not be limited to the 
difference between cash accounting and accrual 
accounting, how to create journal entries and ledger 
entries to record a credit sale, a look at doubtful debt as 
well as creditor and debtor schedules.

This course is comprised of two sections. The first 
section provides an introduction to online accounts 
software Sage One and will include but not be limited to 
how to create a company in Sage, how to record 
products and services and how to prepare invoices. The 
second section will provide an introduction to the basics 
of working with Quickbooks Essentials, including but not 
limited to how to create a company in QuickBooks, how 
to import transactions, prepare invoices, and customise 
and export reports.

Administration Pathway - Business

Certificate in Business Administration
ABKI103 Accounting with Xero 
This course will provide an overview of how to 
use Xero, including but not limited to the benefits of 
using Xero and cloud computing, Bank Reconciliation & 
Managing Accounts in Xero, Xero Sales, Invoicing, Quotes 
& Inventory, plus Purchases & Bills. 
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Diploma in Business Administration
Course Curriculum

ADMG164 Customer Service Strategies
This course will provide an overview of customers and 
what drives them, and will include but not be limited to 
the difference between customer needs, wants and 
expectations, the importance of obtaining feedback 
from customers and having a positive focus on 
customer service, and what is required to deliver 
excellent customer service.

Communication

ADMG107 Customer Relationship Management
This course provides an introduction to the importance 
of building a Customer Relationship Management 
(CRM) system, and factors to consider when 
developing an effective CRM. It will include but not be 
limited to the purpose and function of a CRM system 
and its benefits, and the potential issues that 
businesses may encounter when upgrading the CRM 
system.

ADMG108 Customer Service Skills
This course will take a look at the importance of 
customer service, including but not limited to the role 
of customer service within a business, the different 
types of customers, customer service skills and the 
effects of bad customer service.

ADMG188 Organise Schedules & Meetings
This course will provide an introduction to the skills and 
knowledge required to organise schedules and 
meetings, including but not limited to planning tools for 
organising schedules, how to ensure workplace 
meeting requirements are met and the purpose of 
distributing documentation to attendees prior to a 
meeting.

ADMG148 Time Management, Ethics and Professionalism 

ADMI127 Workplace Health and Safety 
This course will provide an overview of general health 
and safety requirements in the workplace, including but 
not limited to how to ergonomically set up a computer 
workstation, how to manage common workplace health 
and safety hazards, and the purpose of a PCBU in 
relation to health and safety in the workplace. 

This course will take a look at the importance of time 
management, ethical considerations and 
professionalism in the workplace. It will include but not 
be limited to decision making categories, time 
management strategies, how ethics relate to the 
workplace and characteristics of professionalism.  

Administration Pathway - Business

Workplace Practices 
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Administration Pathway - Business
Course Curriculum

Financial Data

ABKI202 Accounting and Bookkeeping Fundamentals 

ABKI103 Accounting with Xero   

ABKI217 Accounting with MYOB   

ABKI152 General Journal 

ABKI153 General Ledger & the Trial Balance 

ADMG114 Managing Accounts Payable, Accounts Receivable  
& Cash Management 

This course will provide an overview of the accounting 
equation and the basic principles underlying the 
double entry system of accounting. It will include but 
not be limited to the function and purpose of 
accounting and its key concepts, a look at the principal 
qualitative characteristics and their effect on financial 
statements, and the basic and expanded accounting 
equation and its connection to the double-entry 
method of accounting. 

This course will provide an overview of how to 
use Xero, including but not limited to the benefits of 
using Xero and cloud computing, Bank Reconciliation & 
Managing Accounts in Xero, Xero Sales, Invoicing, Quotes 
& Inventory, plus Purchases & Bills. 

This course will provide an overview of 
the MYOB Essentials accounting software package, 
including but not limited to understanding the chart of 
accounts & banking, managing contacts and managing 
sales within MYOB. 

This course will take a close look at the difference 
between the general journal and the general ledger, 
the chart of accounts, and fundamental rules in respect 
of when to debit or credit an account. It will include but 
not be limited to the definition and purpose of general 
journals, account categories, and how to prepare 
journal entries. 

This course will provide an introduction to the General 
Ledger and the Trial Balance, and will include the 
process of posting source journals to the general 
ledger, how to calculate closing balances of general 
ledger accounts, as well as the purpose of a trial 
balance and how to prepare one. 

This course will provide an introduction to accounts 
payable and receivables and the calculation of the cash 
conversion cycle. It will include but not be limited to the 
difference between cash accounting and accrual 
accounting, how to create journal entries and ledger 
entries to record a credit sale, a look at doubtful debt as 
well as creditor and debtor schedules.  
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Administration Pathway - Business
Course Curriculum

Project Management

MGTG119 Introduction to Project Management

CITG138 Using Microsoft Excel  

MGTG109 Establishing Timelines and Milestones

MGTG138 Project Implementation, Completion  
and Evaluation

This course will provide an introduction to Project 
Management, including but not limited to the definition 
of a project, the key criteria which distinguish a project 
from everyday tasks/activities, reasons why projects 
fail and the reasons why they succeed as well as the 
importance of defining the scope of the project and 
developing a project plan.

This course will provide an introduction to the 
fundamentals of Microsoft Excel, including but not 
limited to the key functions within the software including 
formulas, functions and data manipulation, how to add 
content to spreadsheets as well as formatting styles.   

This course will take a look at the importance of 
establishing timelines and milestones in project 
management, including but not limited to the critical 
path method and the Gantt charts as project 
management tools. 

This course will provide an overview of the role of 
implementation in project management, including but 
not limited to the objectives of project implementation, 
the steps that need to be followed, what needs to 
happen at the completion of the project and how to 
evaluate the success of the project.

Administration Pathway - Business
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Start Upskilling Today!
Follow our easy 5-step enrolment process - it only takes a few minutes to get  
started!

1. Click on ‘Get Started Now’

2. Choose your course

3. Proceed to payment

4. Receive login details

5. Start Learning!

Get Started Now
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https://careeracademy.ie/checkout/?add-to-cart=39115

