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FUNDED BY  PROVINCE OF PRATO 

DURATION AND 
METHODOLOGY  

500 HOURS 
 260 CLASSROOM HOURS 
 240 INTERNSHIP HOURS 

PRE-REQUISITES Basic IT and accountancy skills  

COURSE OBJECTIVES  Provide the participants with the necessary skills to carry out a supporting role to 
accountancy and administrative staff 

BENEFICIARIES 15 unemployed women 

CLASSROOM TYPE  Classroom, IT laboratory 

LANGUAGE OF LESSONS  Italian 

PROFESSIONAL PROFILE The participants who passed the final exam completed the specialisation in 
Administrative Assistant.  

 

TRAINING PROGRAMME  
 

( P9Q�R S>TEU�V $ Q�Q�R�W WYX*Z\[]TEV9^I_ U9_ W `[T�`a_ Z\U ���� Q�S1T�WbW�[bZEZE^Mc9ZGd�[ W ��
0 Z\V�d�S/R ��

Working with files and data in Excel 
Creating databases, tables, queries, forms and reports in Access e R U�Rb[TES\T�Q�Q�Z\d�U `�TEU9Q f ��� Q	S�T�WbW�[bZEZG^gcbZ\d�[bW ��

0 Z\V�d�S/R �� Profit and loss 
Petty cash 
Account books 
Advance tax reduction and depreciation procedures 

X/R R�W ��� Q�S1T�W W�[9Z	ZG^hcbZ\d�[W ��
0 Z\V�d�S/R ��

Settlements 

, U `R [�U W�c9_ i � First phase of the Internship (80 hours)�
X/d�U�V9_ U e X*Z\[jQ�ZG^Bi/TEU9_ R/W ��� Q�S1T�W W�[bZEZG^McbZ\d�[ W ��

0 Z\V�d�S/R �� Funding channels available for companies 
Finding information 
Requesting funding 

TEUTES�f9`a_ QbTGS\T�Q�Q�Z\d�Ub`�TEU9Q fjTEU�V@i [ T�Q9`�_ QbTES&R/P�R [bQ�_ W�R�W ��� Q	S�T�WbW�[bZEZG^McbZ\d�[bW ��
0 Z\V�d�S/R �� Profit and loss 

Revision of general accountancy 

[�R S1T�`a_ ZGUbWlk@_ `ac@m TEU�n W ��� Q�S�T�W W�[bZEZG^hcbZ\d�[ W ��
0 Z\V�d�S/R �� Checking banking conditions and bank extracts  

Mortgages and guarantees 

& TE[�R R [ 3 S�TGU�U9_ U e ��� Q�S1T�WbW�[9Z	ZG^McbZ\d�[ W ��
7 [TEUbWo�R [bWTES
^>Z\V�d�S/R � Understanding the main information channels available for finding employment 

Job search techniques 
Expectations of companies who offer work 

, U `R [�U W�c9_ i � Second phase of the Internship (160 hours) 
) _ UTES (PbT	^ � Written test, Interview and Practical test (15 hours) 
 


