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Essential Digital Skills for the Workplace

COURSE OVERVIEW

In today’s fast-evolving workplace, mastering essential digital skills is more important than ever. This course is designed
to help professionals become confident and efficient with the digital tools commonly used in most jobs. It covers
practical skills like handling emails, managing files, participating in video calls, and using productivity software such as
word processors and spreadsheets. Beyond just using technology, the course emphasizes staying safe online and
communicating effectively in digital environments. Whether working remotely or in an office, these skills ensure
smooth collaboration and boost productivity. By the end, participants will feel empowered to navigate the modern
workplace with ease and adaptability.

WHO SHOULD ATTEND?

This course is ideal for anyone looking to develop fundamental digital competencies required in today’s work
environment. It is especially suitable for beginners, employees needing to boost their confidence in using digital tools,
individuals seeking to improve their productivity, and those aiming to enhance their career prospects by gaining
recognized digital qualifications. The course also benefits job seekers, professionals transitioning to remote or hybrid
work models, and anyone who wants to communicate and collaborate effectively using digital platforms while staying
safe online.

COURSE OUTCOMES
Delegates will gain the skills and knowledge to:
e Use essential productivity tools (word processing, spreadsheets, presentations) effectively.
e Collaborate through cloud platforms, shared drives, and communication tools.
e Manage files, data, and digital workflows efficiently.
e Apply cybersecurity best practices for safe workplace operations.
e Communicate professionally using email, messaging, and virtual meetings.
e Solve workplace problems using digital tools and resources.
e Adapt to emerging technologies and digital transformation trends.
e Demonstrate confidence and professionalism in digital work environments.

KEY COURSE HIGHLIGHTS
At the end of the course, you will understand;
e Core productivity and collaboration tools.

e Practice experience with cloud storage, file sharing, and workplace apps.
e Digital communication and virtual meeting etiquette.

e Practical skills in spreadsheets, data handling, and presentations.

e Cybersecurity, privacy, and responsible internet use.

e Exposure to project management and task-tracking platforms.

e Real-world scenarios to build problem-solving and adaptability skills.

All our courses are dual-certificate courses. At the end of the training, the delegates will receive two certificates.
1. A GTC end-of-course certificate
2. Continuing Professional Development (CPD) Certificate of completion with earned credits awarded.
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