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FACULTY OF
BUSINESS


COURSE DESCRIPTION
The programme progresses through three levels. Each N 
level takes place over one semester. After each semester, 
students are eligible for a National Certificate on that 
level. We recommend continuing through all three levels 
in order to qualify for the National Diploma. The National
Diploma requires students to work for 18 months at a 
Financial Institution before they are entitled to receive a 
National Diploma.


NC:  FINANCIAL
MANAGEMENT


N4 -N6  (18 MONTHS)
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FACULTY OF BUSINESSFACULTY OF BUSINESS


NC: FINANCIAL MANAGEMENT
N4 -N6  (18 MONTHS)


This qualification has been 
designed to allow entry into N5.


• Accountant for a small firm
• Accounting Technician/Clerk
• Bookkeeper


Completion of National Certificates: Financial Management N4, N5 and N6 as above plus 18 months of 
practical experience in a workplace shall result in the award of a National Diploma: Financial 
Management.


This qualification has been 
designed to allow entry into N6.


• Debtors/Creditors Clerk
• Payroll Administrator
• Assistant to a Cost Accountant


Higher certificate, Diploma or
Bachelor’s Degree.


• Internal Auditor Clerk
• Office Manager


N4 N5 N6


The following criteria must be met in order to write the National DHET Examinations
* DP 40%
* Attendance Ratio 80%


4:


5:


6:


ARTICULATION OPTIONS


JOB OPPORTUNITIES


LEARNING OUTCOMES


Find Employment


• An appropriate National Senior 
Certificate or Grade 12 with 
Accounting
• NCV L4


• Financial Accounting
• Computerized Financial Systems
• Management Communication
• Entrepreneurship and Business 
Management


• Partnership, financial statements, stock 
control, insurance claims, interpretation of 
annual statements.
• The management of business operations, 
leadership, planning, Organising and control.
• Payroll entries, pay slips, spreadsheets Excel.
• Advance theory; Word Processing, 
Spreadsheets and Database Programmes. 


• A National Certificate: N4: 
Financial Management or an 
Equivalent Qualification


• Financial Accounting
• Computerised Financial Systems
• Cost and Management 
Accounting
• Entrepreneurship and Business 
Management


• A National Certificate: N5: 
Financial Management or an 
Equivalent Qualification


N4


N4


N5


N5


N6


N6


Learners who want to register for this qualification must have; 
1:


2:


3:


ENTRY LEVEL REQUIREMENTS


MODULES BY SEMESTER


LEARNING OUTCOMES


Recipients of this Qualification will be able to:


• Companies and Close Corporations, cash flow 
statements, credit agreements and internal auditing.
• An overview of start-up possibilities in business, 
strategic growth and competitive advantage
• Financial statements and budgeting on Pastel, 
Advanced Excel spreadsheet.
• Extensive theoretical knowledge and advanced 
Word Processing graphics, labels, styles, etc.


• Financial Accounting
• Computerised Financial Systems
• Cost and Management 
Accounting
• Entrepreneurship and Business 
Management
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COURSE DESCRIPTION
The programme progresses through three levels. Each N 
level takes place over one semester. After each semester, 
students are eligible for a National Certificate on that 
level. We recommend continuing through all three levels 
in order to qualify for the National Diploma. The National
Diploma requires students to work for 18 months at a 
Management department before they are entitled to 
receive a National Diploma.


NC:  MANAGEMENT
ASSISTANT


N4 -N6  (18 MONTHS)







FACULTY OF BUSINESSFACULTY OF BUSINESS


NC: MANAGEMENT ASSISTANT
N4 -N6  (18 MONTHS)


This qualification has been 
designed to allow entry into N5.


• Executive assistant
• Private Secretary
• Office Manager


Completion of National Certificates: Management Assistant N4, N5 and N6 as above plus 18 months of 
practical experience in a workplace shall result in the award of a National Diploma: Management 
Assistant.


This qualification has been 
designed to allow entry into N6.


• Administrative Clerk
• Secretarial
• Personal Assistant


Higher certificate, Diploma or
Bachelor’s Degree.


• Office Administrator
• Communications Officer


N4 N5 N6


The following criteria must be met in order to write the National DHET Examinations
* DP 40%
* Attendance Ratio 80%


4:


5:


6:


ARTICULATION OPTIONS


JOB OPPORTUNITIES


LEARNING OUTCOMES


Find Employment


• An appropriate National Senior 
Certificate or Grade 12
• NCV L4


• Information Processing
• Office Practice
• Communication
• Computer Practice


• Management of the secretarial office, 
• Self Management, Time and task management, 
• Diary control, Follow-up systems, 
• Managing the filing and retrieval system, 
• Managing mail room services, 
• Managing telephone usage, Dealing with 
messengers, 
• Access control and security, 


• A National Certificate: N4: 
Marketing Assistant or an
Equivalent Qualification


• Information Processing
• Office Practice
• Communication
• Computer Practice


• A National Certificate: N5: 
Marketing Assistant or an
Equivalent Qualification


• Information Processing
• Office Practice
• Communication
• Computer Practice


N4


N4


N5


N5


N6


N6


Learners who want to register for this qualification must have; 
1:


2:


3:


ENTRY LEVEL REQUIREMENTS


MODULES BY SEMESTER


LEARNING OUTCOMES


Recipients of this Qualification will be able to:


• Assisting with meetings, 
• Assisting with travel arrangements, 
• Organising conferences and seminars, 
• Financial record keeping and administration,
• Financial services, financial products, 
• Telecommunication services, 
• Transport services, storage facilities, insurance 
services, 
• Marketing services, brokerage.








COURSE DESCRIPTION
The programme progresses through three levels. Each N 
level takes place over one semester. After each semester, 
students are eligible for a National Certificate on that 
level. We recommend continuing through all three levels 
in order to qualify for the National Diploma. The National
Diploma requires students to work for 18 months at a 
Marketing institution before they are entitled to receive a 
National Diploma.


NC:  MARKETING
MANAGEMENT


N4 -N6  (18 MONTHS)
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FACULTY OF BUSINESSFACULTY OF BUSINESS


NC:  MARKETING MANAGEMENT
N4 -N6  (18 MONTHS)


This qualification has been 
designed to allow entry into N5.


• Salesperson
• Marketing Manager


Completion of National Certificates: Marketing Management N4, N5 and N6 as above plus 18 months of 
practical experience in a workplace shall result in the award of a National Diploma: Marketing 
Management.


This qualification has been 
designed to allow entry into N6.


• Marketing Researcher
• Marketing Communications 
Expert


Higher certificate, Diploma or
Bachelor’s Degree.


• Marketing Consultant
• Advertiser


N4 N5 N6


The following criteria must be met in order to write the National DHET Examinations
* DP 40%
* Attendance Ratio 80%


4:


5:


6:


ARTICULATION OPTIONS


JOB OPPORTUNITIES


LEARNING OUTCOMES


Find Employment


• An appropriate National Senior 
Certificate or Grade 12
• NCV L4


• Marketing Management
• Entrepreneurship and 
Business Management
• Management Communication
• Computer Practice


• Nature and extent of personal sales, sales forecasts and quotas, sales territories, the sale process, types 
of sales, improvement of personal effectiveness
• Intro to Mercantile law, Law of contract, Contract of sale, Credit Agreements, Lease, Contracts of 
service, Negotiable instruments
• Product and service policy, Distribution Policy, Price Policy, Promotion Policy
• The management functioning of marketing, Industrial marketing, The marketing of services, 
International marketing
• The research process, Sources of information, The questionnaire and its launching, The use of random 
sample tests in market research, Analysis of data, Forecasting and question analysis, and Reporting


• A National Certificate: N4: 
Marketing Management or an 
Equivalent Qualification


• Marketing Management
• Sales Management
• Entrepreneurship and 
Business Management
• Computer Practice


A National Certificate: N4: 
Marketing Management or an 
Equivalent Qualification


• Marketing Management
• Sales Management
• Marketing Research
• Marketing 
Communication


N4


N4


N5


N5


N6


N6


Learners who want to register for this qualification must have; 
1:


2:


3:


ENTRY LEVEL REQUIREMENTS


MODULES BY SEMESTER


LEARNING OUTCOMES


Recipients of this Qualification will be able to:








FACULTY OF
BUSINESS


COURSE DESCRIPTION
The programme progresses through three levels. Each N 
level takes place over one semester. After each semester, 
students are eligible for a National Certificate on that 
level. We recommend continuing through all three levels 
in order to qualify for the National Diploma. The National
Diploma requires students to work for 18 months in a 
Public Management department before they are entitled 
to receive a National Diploma.


NC:  PUBLIC
MANAGEMENT
N4 -N6  (18 MONTHS)
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• AAn appropriate National Senior 
Certificate or Grade 12
• NCV L4


• Public Administration
• Computer Practice
• Management Communication
• Entrepreneurship and 
Business Management


• Public finance
• Personnel management
• Sustainable development
• Legislative procedures
• Information technology
• Knowledge – skills – applications necessary for public managers to models of governance


• A National Certificate: N4: 
Public Management or an 
Equivalent Qualification


• Public Administration
• Public Finance
• Municipal 
Administration
• Computer Practice


• A National Certificate: N5: 
Public Management or an 
Equivalent Qualification.


• Public Administration
• Municipal 
Administration
• Public Finance
• Public Law


N4


N4


N5


N5


N6


N6


Learners who want to register for this qualification must have; 
1:


2:


3:


ENTRY LEVEL REQUIREMENTS


MODULES BY SEMESTER


LEARNING OUTCOMES


This qualification has been 
designed to allow entry into N5.


• Public Sector General Manager
• Public Sector Administration 
Manager


Completion of National Certificates: Public Management N4, N5 and N6 as above plus 18 months of 
practical experience in a workplace shall result in the award of a National Diploma: Public 
Management.


This qualification has been 
designed to allow entry into N6.


• Public Sector Human 
Resource Manager
• Data Capturer
• Municipal Officer


Higher certificate, Diploma or
Bachelor’s Degree.


• Community Co-Ordinater
• Clerk
• Communication Officer


N4 N5 N6


The following criteria must be met in order to write the National DHET Examinations
* DP 40%
* Attendance Ratio 80%


4:


5:


6:


ARTICULATION OPTIONS


JOB OPPORTUNITIES


LEARNING OUTCOMES


Find Employment


Recipients of this Qualification will be able to:


FACULTY OF BUSINESSFACULTY OF BUSINESS


NC:  PUBLIC MANAGEMENT
N4 -N6  (18 MONTHS)








COURSE DESCRIPTION
The programme progresses through three levels. Each N 
level takes place over one semester. After each semester, 
students are eligible for a National Certificate on that 
level. We recommend continuing through all three levels 
in order to qualify for the National Diploma. The National
Diploma requires students to work for 18 months at a 
Public Relations Institution before they are entitled to 
receive a National Diploma.


NC:  PUBLIC
RELATIONS
N4 -N6  (18 MONTHS)


FACULTY OF
BUSINESS
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FACULTY OF BUSINESSFACULTY OF BUSINESS


NC:  PUBLIC RELATIONS
N4 -N6  (18 MONTHS)


This qualification has been 
designed to allow entry into N5.


• Public Relations Coordinator
• Public Relations Officer
• Events Coordinator


Completion of National Certificates: Management Assistant N4, N5 and N6 as above plus 18 months of 
practical experience in a workplace shall result in the award of a National Diploma: Public Relations


This qualification has been 
designed to allow entry into N6.


• PR Account Manager
• PR Account Supervisor
• Communications Assistant


Higher certificate, Diploma or
Bachelor’s Degree.


• Media Coordinator
• Community Engagement 
Officer


N4 N5 N6


The following criteria must be met in order to write the National DHET Examinations
* DP 40%
* Attendance Ratio 80%


4:


5:


6:


ARTICULATION OPTIONS


JOB OPPORTUNITIES


LEARNING OUTCOMES


Find Employment


• An appropriate National Senior 
Certificate or Grade 12
• NCV L4


• Office Practice
• Information Processing
• Communication
• Marketing Management


• Communication: A PRO often has to deal with clients, advertising companies, the press and the public. 
Maintaining the value of the brand among such people require excellent communication skills.


• Office practice: This subject will expose you to common and best practice in the office environment – 
everything you need to know to ensure that the offices run effectively and efficiently.


• Public Relations: Public relations centres on how the PRO manages information about the company and 
how it is perceived in the public eye. Understanding marketing, perceptions, and how to liaise with the 
wide variety of people that make up “the public” is essential to your success.


• A National Certificate: N4: 
Public Relations or an 
Equivalent Qualification


• Office Practice
• Information Processing
• Communication
• Public Relations


• A National Certificate: N5: 
Public Relations or an 
Equivalent Qualification.


• Office Practice
• Information Processing
• Communication
• Public Relations


N4


N4


N5


N5


N6


N6


Learners who want to register for this qualification must have; 
1:


2:


3:


ENTRY LEVEL REQUIREMENTS


MODULES BY SEMESTER


LEARNING OUTCOMES


Recipients of this Qualification will be able to:








COURSE DESCRIPTION
The programme progresses through three levels. Each N 
level takes place over one semester. After each semester, 
students are eligible for a National Certificate on that 
level. We recommend continuing through all three levels 
in order to qualify for the National Diploma. The National
Diploma requires students to work for 18 months in a 
Human Resources department before they are entitled to 
receive a National Diploma.


NC:  HUMAN
RESOURCES


MANAGEMENT
N4 -N6  (18 MONTHS)


FACULTY OF
BUSINESS
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FACULTY OF BUSINESSFACULTY OF BUSINESS


NC:  HUMAN RESOURCES MANAGEMENT
N4 -N6  (18 MONTHS)


• An appropriate National Senior 
Certificate or Grade 12 with 
Accounting
• NCV L4


• Personnel Management
• Entrepreneurship and 
Business Management
• Management Communication
• Computer Practice


• Understand and describe applied human resource principle theory
• Discuss management in organizations and the common problems found in HR management
• Understand job analysis and the various techniques used in job analysis
• Define recruitment and compare internal and external recruitment by giving examples of each
• Demonstrate an understanding of the mandatory/employee benefits as well as the fringe benefits
• Develop an ergonomic approach to eliminate accidents and unsafe acts in the workplace
• Explain the job and personal stress factors and identify the consequences of stress
• Be able to identify various staffing strategies
• Understand training and development of employees and career management at Organizational level
• Describe behavioral aspects of human resources management including motivation, leadership, and 
teamwork


• A National Certificate: N4: 
Human Resource Management 
or an Equivalent Qualification.


• Personnel Management
• Personnel Training
• Labour Relations
• Computer Practice


• AA National Certificate: N5: 
Human Resource Management 
or an Equivalent Qualification.


• Personnel Management
• Personnel Training
• Labour Relations
• Computer Practice


N4


N4


N5


N5


N6


N6


Learners who want to register for this qualification must have; 
1:


2:


3:


ENTRY LEVEL REQUIREMENTS


MODULES BY SEMESTER


LEARNING OUTCOMES


This qualification has been 
designed to allow entry into N5.


• Human Resource Manager
• Training and Development 
Manager


Completion of National Certificates: Human Resource Management N4, N5 and N6 as above plus 18 
months of practical experience in a workplace shall result in the award of a National Diploma: Human 
Resource Management.


This qualification has been 
designed to allow entry into N6.


• Labour Relations Manager
• Recruitment Agent


Higher certificate, Diploma or
Bachelor’s Degree.


• Personnel Manager
• Training Co-Ordinator


N4 N5 N6


The following criteria must be met in order to write the National DHET Examinations
* DP 40%
* Attendance Ratio 80%


4:


5:


6:


ARTICULATION OPTIONS


JOB OPPORTUNITIES


LEARNING OUTCOMES


Find EmploymentRecipients of this Qualification will be able to:








COURSE DESCRIPTION


NC:  BUSINESS
MANAGEMENT


N4 -N6  (18 MONTHS)


The programme progresses through three levels over 18 
months. Each N level takes place over one semester. After 
each semester, students are eligible for a National 
Certificate on that level. The National Diploma requires 
students to complete the N4 – N6 and thereafter work for 
18 months at a Business practice before they are entitled to 
receive a National Diploma. Completing a programme in 
Business Management opens doors to a range of jobs in a 
number of sectors in our economy.


FACULTY OF
BUSINESS
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• An appropriate National Senior 
Certificate or Grade 12 with 
Accounting
• NCV L4


• Entrepreneurship and 
Business Management
• Management Communication
• Computer Practice
• Financial Accounting


• The challenges of Entrepreneurship, Market Feasibility Study and Financial feasibility study.
• Introduction to the Business Plan.
• The marketing, Management and Financial plans and Presentation and Evaluation of the Business Plan.
• Introduction to Management, Personal Management and Ethics/Social Responsibility.
• History of Labour relations in South Africa, Labour legislation, Structuring workplace relations, 
Collective Bargaining, Procedures, Dispute Settlement and Agreements


• A National Certificate: N4: 
Business Management or an 
Equivalent Qualification


• Entrepreneurship and 
Business Management
• Computer Practice
• Sales Management
• Financial Accounting


• A National Certificate: N5: 
Business Management or an 
Equivalent Qualification


• Entrepreneurship and 
Business Management
• Computer Practice
• Sales Management
• Financial Accounting


N4


N4


N5


N5


N6


N6


Learners who want to register for this qualification must have; 
1:


2:


3:


ENTRY LEVEL REQUIREMENTS


MODULES BY SEMESTER


LEARNING OUTCOMES


This qualification has been 
designed to allow entry into N5.


• General Manager
• Assistant Manager
• Entrepreneur


Completion of National Certificates: Business Management N4, N5 and N6 as above plus 18 months of 
practical experience in a workplace shall result in the award of a National Diploma: Business 
Management.


This qualification has been 
designed to allow entry into N6.


• Business Development
• Quality Assurance
• Office Manager


Higher certificate, Diploma or
Bachelor’s Degree.


• Restaurant Manager
• Small Business Owner
• Business Advisor


N4 N5 N6


The following criteria must be met in order to write the National DHET Examinations
* DP 40%
* Attendance Ratio 80%


4:


5:


6:


ARTICULATION OPTIONS


JOB OPPORTUNITIES


LEARNING OUTCOMES


Find Employment


Recipients of this Qualification will be able to:


FACULTY OF BUSINESSFACULTY OF BUSINESS


NC:  BUSINESS MANAGEMENT
N4 -N6  (18 MONTHS)





