
RECCOMENDED DURATION

18 Months.

QUALIFICATION OVERVIEW

The purpose of this qualifica�on is to prepare the learners to operate as Office Supervisors. Office Supervisors plan, organise, lead and 

control office func�ons in a business environment.

The learners comple�ng the qualifica�on will be able to: 

• Provide planning support on recruitment, selec�on, and disciplinary processes of an organisa�on.

• Organise and coordinate work ac�vi�es with other work units or departments.

• Coach and mentor administrators in an office environment.

• Handle internal communica�ons within an office environment.

• Handle conflicts and solve problems within an office environment.

• Ensure compliance with regula�ons and company procedures.

• Perform financial controls and repor�ng in an office environment.

OCCUPATIONAL 
CERTIFICATE: 

OFFICE SUPERVISOR
NQF 5

(240 credits)
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WHO SHOULD ATTEND

The programme is intended for people who would like to upskill themselves for Supervisory or Junior Management posi�ons. 



OCCUPATIONAL CERTIFICATE: OFFICE SUPERVISOR NQF5 

DELIVERY METHOD

Face-To-Face / Virtual Training 

LEARNING OUTCOMES

Knowledge Modules 

• Role, Func�ons and Fundamentals of Office Supervision

• Communica�ons

• Internal Controls in an Office Environment

Prac�cal Modules                        

• Provide Planning Support on Recruitment, Selec�on and Disciplinary Processes of an Organisa�on

• Organising and Coordina�ng Work Ac�vi�es

• Coaching and Mentoring of Personnel Clerks, Filing Clerks and Data Capturers in an Office Environment

• Handle Internal Communica�ons within an Office Environment

• Handle Conflicts and Solve Problems within an Office Environment.

• Handle Compliance to Regula�ons and Company Procedures

• Perform Financial Controls and Repor�ng in an Office Environment

Workplace Module

• Recruitment, Selec�on and Discipline Maintenance Support

• Scheduling and Coordina�on of Various Ac�vi�es in and Outside Own Department

• Coaching, Mentoring and Team Building

• Communica�ons

• Conflict Resolu�on in an Office

• Office Internal Controls

• Office Financial Controls

CONTACT

To enrol your Learners or for more informa�on, please contact your Business Development Consultant on 0861 ILEARN or email 

info@ilearn.co.za.
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We offer a thorough pre-assessment process to align learners to appropriate qualifica�ons and levels. Entry requirements for this qualifica-

�on include:

PREREQUISITES

• NQF Level 4 Qualifica�ons



Prac�cal 
Module 5 10

334101-000-0
0-PM-02  Organising and Coordina�ng Work Ac�vi�es

2 Days 
(Month 2)                       

PROJECT PLAN - SAQA: 118740

Exit Level Outcome Type
Module

Numbers
NQF CreditClusters

Training 
Session Dates
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Qualifica�on Induc�on

ELO 2:
Organise and coordinate work 
ac�vi�es in an office environment.

Knowledge 
Module 5 25

5 Days 
(Month 1)                       

334101-000-0
0-KM-01

Role, Func�ons and Fundamentals of Office Supervision

Cluster 1:  Work Coordina�on

OCCUPATIONAL CERTIFICATE: OFFICE SUPERVISOR NQF5 

Cluster 1: Feedback and Remedia�on -  Work Coordina�on 1 Day

Workplace _Logbook Submission 34101-000-00-
WM-02

 Scheduling and Coordina�on of Various 
Ac�vi�es in and Outside Own Department

15 Month 35

Prac�cal 
Module 5 15

334101-000-0
0-PM-04

Handle Internal Communica�ons within an Office 
Environment  

3 Days 
(Month 4)                       

ELO 4:
Communicate effec�vely and 
manage internal stakeholders in 
an office environment.           

Knowledge 
Module 5 25

5 Days 
(Month 3)                       

334101-000-0
0-KM-02 Communica�ons

Cluster 2: Communica�on Skills 

Cluster 2: Feedback and Remedia�on -  Communica�on Skills 1 Day

Workplace _Logbook Submission 334101-000-0
0-WM-04 Communica�ons 25 Month 35

ELO 5:
Resolve conflicts in an office 
environment

Prac�cal 
Module 

5 10
2 Days 

(Month 5)                       
334101-000-0

0-PM-05
Handle Conflicts and Solve Problems within an Office 

Environment

Cluster 3:  Conflict Resolu�on

Cluster 3: Feedback and Remedia�on  -   Conflict Resolu�on 1 Day

Workplace _Logbook Submission 334101-000-0
0-WM-05 Conflict Resolu�on in an Office 10 Month 65

ELO 1:
Plan, prepare and provide 
necessary support during 
recruitment, selec�on and 
disciplinary purposes.

Prac�cal 
Module 5 10

2 Days 
(Month 5)                       

334101-000-0
0-PM-01

 Provide Planning Support on Recruitment, Selec�on 
and Disciplinary Processes of an Organisa�on

Cluster 4: Human Resources Processes

Cluster 4: Feedback and Remedia�on - Human Resources Processes 1 Day

Workplace _Logbook Submission 334101-000-0
0-WM-01

Recruitment, Selec�on and Discipline 
Maintenance Support

10 Month 75



5 Days 
(Month 1)                       

PROJECT PLAN - SAQA: 118740

Exit Level Outcome Type
Module

Numbers
NQF CreditClusters

Training 
Session Dates
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Qualifica�on Induc�on

OCCUPATIONAL CERTIFICATE: OFFICE SUPERVISOR NQF5 

ELO 3:
Coach and mentor others in an 
office environment.

Prac�cal 
Module 

5 10
2 Days 

(Month 7)                       
334101-000-0

0-PM-03
Coaching and Mentoring of Personnel Clerks, Filing 
Clerks and Data Capturers in an Office Environment

Cluster 5: Coaching and Mentoring

Cluster 5: Feedback and Remedia�on - Coaching and Mentoring 1 Day

Prac�cal 
Module 5 10

334101-000-0
0-PM-06

Handle Compliance to Regula�ons and Company 
Procedures

ELO 6:
Iden�fy compliance issues and 
ensure necessary office 
compliance.

Knowledge 
Module 5 25

2 Days 
(Month 8)                       

334101-000-0
0-KM-03 Internal Controls in an Office Environment

Cluster 6: Office Compliance

Cluster 6: Feedback and Remedia�on - Office Compliance 1 Day

Workplace _Logbook Submission 334101-000-0
0-WM-06 Office Internal Controls 10 Month 35

Prac�cal 
Module 5 10

334101-000-0
0-PM-06

Handle Compliance to Regula�ons and Company 
Procedures

ELO 7:
Perform basic financial controls 
and repor�ng in an office 
environment. 

Knowledge 
Module 5 25

2 Days 
(Month 8)                       

334101-000-0
0-KM-03 Internal Controls in an Office Environment

Cluster 7: Office Finance

Cluster 6: Feedback and Remedia�on - Office Compliance 1 Day

Workplace _Logbook Submission 334101-000-0
0-WM-06 Office Internal Controls 10 Month 105

1 Day (Month 10)

1 Day (Month 11)

1 Day 

1 Day 

1 Day 

TBC

TBC

TBC

FINAL REMEDIATION 

MOCK EXAM 

EXTERNAL INTEGRATED SUMMATIVE ASSESSMENT (EISA)

PREPARATION FOR EISA RE-WRITE

EXTERNAL INTEGRATED SUMMATIVE ASSESSMENT (EISA) - SECOND ATTEMPT


