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The aim of the training is to provide participants with advanced skills
and knowledge in Excel and PowerPoint. The course aims to enhance
participants' proficiency in these applications, enabling them to
effectively analyze data, create visually appealing presentations, and
excel in their professional endeavors. The training program focuses
on improving data analysis and reporting capabilities in Excel and
developing skills in designing professional presentations using
PowerPoint. Overall, the aim is to equip participants with the tools

and expertise necessary to succeed in today's competitive job market.
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Overview

Welcome to RKY CAREERS' Microsoft Excel and PowerPoint Training!

In today's digital era, proficiency in Microsoft Office applications is essential for
career growth and productivity.

Our comprehensive training program is designed to equip you with advanced
skills in Excel and PowerPoint, empowering you to excel in your professional
endeavors.

Who is the training for?

Our Microsoft Excel and PowerPoint training program is suitable for:
e Professionals seeking to enhance their proficiency in Excel and PowerPoint for
career advancement.
e Students and recent graduates looking to acquire essential skills for their future
endeavors.
e Business owners and entrepreneurs who want to create impressive presentations
and effectively analyze data.

What is the Learning Outcome?

By the end of this training program, participants will:

e Possess a strong understanding of Excel and PowerPoint, including their
fundamental features and advanced capabilities.

e Be able to manipulate and analyze data efficiently using Excel's powerful
functions, formulas, and tools.

e Create visually appealing and professional presentations in PowerPoint,
incorporating multimedia elements and engaging animations.

e Demonstrate effective delivery skills and communication techniques for
impactful presentations.



Why Choose Our Training?

We are committed to providing a holistic and enriching training experience that
empowers you with practical skills, industry knowledge, and confidence in Excel and
PowerPoint.

e Hands-on Experience: Our training program emphasizes practical, hands-on
exercises to provide participants with real-world experience. You'll work on
industry-specific projects and scenarios, allowing you to apply the concepts learned
in a simulated work environment.

e Comprehensive and Regularly Updated Curriculum: Our curriculum is carefully
designed to cover all the essential topics and advanced techniques in Excel and
PowerPoint. It is regularly updated to incorporate the latest features and best
practices, ensuring that you stay up-to-date with industry trends.

e Industry Experts: Our trainers are industry experts with extensive knowledge and
experience in Excel and PowerPoint. They bring real-world insights and practical
examples to the training, providing you with valuable insights and guidance
throughout the learning process.

e Virtual Training Access: Our virtual training sessions provide a flexible and
convenient option for learners. With virtual access, you can participate in the
training from anywhere, eliminating the need for travel while still receiving the
same high-quality instruction.

¢ Globally Recognized Certificate of Completion: Upon successful completion of the
training program, you will receive a globally recognized certificate of completion
from RKY CAREERS. This certificate validates your proficiency in Excel and
PowerPoint, serving as a valuable asset in your professional portfolio.

e Access to our User-Friendly LMS: Gain access to our user-friendly Learning
Management System (LMS), where you can find additional learning resources,
practice exercises, and reference materials. The LMS provides a convenient
platform to enhance your learning experience and revisit course content whenever
needed.

e Career Support and Networking Opportunities: Beyond the training program, we
offer career support and networking opportunities to our participants. We provide
guidance on job search strategies, helping you leverage your newfound skills for
career advancement.



Microsoft Excel Training

In our Excel training program, you will learn:

e Spreadsheet Fundamentals: Understand the essential components of Excel, including
cells, columns, rows, and formulas.

e Data Manipulation and Analysis: Master data manipulation techniques such as
sorting, filtering, and conditional formatting. Explore advanced functions and
formulas for complex calculations.

e Data Visualization: Create visually appealing charts and graphs to represent data
effectively. Learn to use pivot tables for in-depth data analysis.

e Advanced Excel Features: Explore advanced features such as macros, data validation,
and advanced filters to streamline your workflow and enhance productivity.

e Collaboration and Automation: Discover methods for collaborating with colleagues on
Excel workbooks and automate repetitive tasks using macros.

In our PowerPoint training program, you will learn:

e Presentation Design: Learn how to create visually appealing and professional
presentations using PowerPoint's design features, including themes, layouts, and slide
masters.

e Content Creation: Master the art of crafting compelling content by organizing
information effectively, using bullet points, images, and multimedia elements.

e Slide Transitions and Animations: Discover techniques for enhancing your
presentations with captivating slide transitions and animations that engage your
audience.

e Visual Effects and Graphics: Explore advanced graphic features to create stunning
visuals, including SmartArt, charts, and diagrams.

o Effective Delivery and Presentation Tips: Learn essential techniques for delivering
impactful presentations, including slide show navigation, speaker notes, and effective
communication strategies.



Global Job Market Potential

Proficiency in Microsoft Excel and PowerPoint opens up a world of exciting and
lucrative career opportunities in the global job market. These skills have become
increasingly sought after across industries, making them essential for career
advancement and success.

Excel's Rising Demand:

Job listings requiring Excel skills have witnessed remarkable growth, with a staggering
25% increase in demand over the past two years globally. In the United Kingdom
specifically, Excel proficiency remains a highly sought-after skill, reflecting its integral
role in various sectors. The average annual salary for Excel-related roles in the UK
ranges from £30,000 to £60,000, depending on experience and job level.

PowerPoint's Impactful Influence:

The significance of PowerPoint skills cannot be overstated. As businesses strive to
effectively communicate their ideas and captivate audiences, the demand for
professionals who can create compelling presentations continues to surge. In the UK,
roles that prioritize PowerPoint expertise offer competitive salaries, ranging from
£25,000 to £55,000 per year.

Potential Career Paths

Mastery of Excel and PowerPoint gives opportunities for diverse career paths and
industry opportunities. Here are a few examples of how these skills are integral to
specific job roles and sectors:

e Financial Analyst: Analyze complex financial data, create comprehensive reports,
and build financial models using Excel. PowerPoint skills allow you to present key
insights to stakeholders, making data-driven recommendations. The average
salary for Financial Analysts in the UK ranges from £35,000 to £65,000 per year.

e Marketing Manager: Excel helps you analyze market trends, conduct data-driven
marketing campaigns, and measure campaign effectiveness. PowerPoint enables
you to craft visually stunning presentations for pitching strategies and
showcasing results. Marketing Managers in the UK earn an average salary of
£40,000 to £70,000 annually.

e Project Manager: Excel aids in project planning, budgeting, and resource
management, while PowerPoint empowers you to create engaging project status
updates and deliver persuasive presentations to stakeholders. Project Managers
in the UK earn an average salary of £45,000 to £80,000 per year.

e Data Analyst: Excel's robust data analysis capabilities make it indispensable for
professionals in the field. From cleaning and transforming data to performing
complex statistical analysis, Excel is the go-to tool for data-driven insights.
PowerPoint skills are equally crucial for effectively presenting data findings and
visualizing trends. Data Analysts in the UK earn an average salary ranging from
£35,000 to £65,000 per year.

e Business Consultant: Excel is the consultant's trusted ally, assisting in data
analysis, financial modeling, and strategic planning. PowerPoint skills enable
consultants to deliver impactful presentations, making complex concepts
accessible and actionable for clients. Business Consultants in the UK earn an
average salary ranging from £50,000 to £100,000 per year.



RKY IS A CPD PROVIDER...WHAT DOES THIS MEAN FOR YOU??
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WHAT DOES THIS MEAN FOR YOU??

e Internationally accredited and recognised Certification

e Confidence that Training content materials and standards are global

e Forms part of your Continuous Professional Development Requirement

e Demonstrates to recruiters and employers your commitment to the Profession
e Extra Value for your money



Frequently Asked Questions

Q: Is this training suitable for beginners with no prior experience in Excel or PowerPoint?
A: Yes, this training is designed to cater to learners at all levels, including beginners. Our
instructors will guide you from the fundamentals to advanced concepts.

Q: Are the training materials provided?
A: Yes, we provide comprehensive training materials, including course handouts, practice
exercises, and reference guides.

Q: What are the prerequisites for enrolling in this training?
A: There are no specific prerequisites for this training. Basic computer literacy and
familiarity with Microsoft Office would be beneficial.

Q: Are the training sessions interactive?
A: Absolutely! We believe in an interactive learning environment. Our trainers encourage
active participation, discussions, and hands-on activities.

Q: Will I receive a certificate upon completion of the training?
A: Yes, upon successful completion of the training program, you will receive a certificate
of achievement from RKY CAREERS.

Q: What are my financing options?

A: We understand the importance of flexible financing options, which is why we offer
various payment plans, including installment options, to suit your financial needs. Our
team is here to assist you in finding the best fit for your budget. For more information on
financing options, please reach out to our support team at support@rkycareers.com.

Q: Am | guaranteed a job?

A: Our training programs are specifically designed to prepare you for the job market,
equipping you with in-demand skills and industry knowledge. Additionally, our Career
Rebranding services are available to help position you appropriately for career
opportunities. While we provide comprehensive support and guidance, securing a job
ultimately requires a combined effort from both parties. We encourage you to bring
passion, commitment, and drive to maximize your chances of success.
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Frequently Asked Questions

Q: Can | work full-time while enrolled in this course?

A: Absolutely! Our part-time courses are specifically designed to cater to busy
professionals like you, who have full-time work commitments. We understand the
importance of balancing work and learning, and our course structure reflects that. While
you will be expected to spend time working on assignments and projects outside of class
each week, the workload is manageable alongside a full-time job. In case you need to miss
a session or two, we provide resources on our user-friendly Learning Management
System (LMS) to help you catch up at your convenience.

Website: www.rkycareers.com/courses/

Email us: support@rkycareers.com
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