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An ins�tu�on that is capacitated enough to nurture your 
exper�se, talent, and professionalism is what you need. 
Right ?

We welcome you to our extension with bold confirma�on 
that we are indeed the very best. Our obliga�on is to see 
you progress professionally for you to achieve your career 
goals. We welcome you to an ins�tu�on that offers you the 
most conducive environment for your studies. We will be 
more than honored to have you as part of our learning 
team. Our duty is to ins�ll utmost knowledge to you for the 
benefit of the future and that is why we feel indebted in 
nurturing you to greater heights.  

Management
ABC Access Business College

Welcome Note
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Canada, Toronto
WHY ?

 A leisure and learning hub for the interna�onal 
students. The United Na�ons consistently ranks Canada 
as one of the best places in the world to live in, as the 
country is popular for its friendly and open 
environment. A Canadian degree, cer�ficate or diploma 
is renowned worldwide, and is also equivalent with the 
similar educa�on cer�fica�on from United States and 
the United Kingdom. QS World ranking of top 300 
universi�es has around 25 Canadian universi�es among 
the global best ins�tutes of educa�on.

Toronto is a Canadian financial hub with mul�cultural 
English speaking popula�on. Students are also allowed 
to explore part �me work opportuni�es in Toronto 
along with studies. Due to the mul�cultural society 
students get appropriate jobs without facing any 
racism. Permanent residency a�er comple�on of 
educa�on will also helpful to get professional exposure 
as a full �me skilled worker in Canada.

Living standard and quality of life in Toronto are similar 
compared to the world’s top ci�es, but the cost of living 
and educa�on is lower, resul�ng less financing 
pressures for interna�onal students. Health and Safety 
policies of Canada keep the city clean, green and lean 
for the community. Hospitals and clinics are easily 
approachable 24 hours from any part of the city.

04www.abccollege.ca
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Serving the community since 2003 and has 
helped many students to be successful.

Why Should You Choose

Many High-demand diploma programs and 
courses offered by the college.

Ministry regulated college with credible 
name in the educa�on sector of Canada.

Innova�ve teaching techniques to enable prac�cal
applica�on of knowledge in the selected industry.

Mul�cultural environment for 
interna�onal students.

Security, parking and easy accessible public transporta�on, 
as it’s located at subway stop on the famous Yonge Street.

Great opportunity to meet different 
na�onali�es to learn and enjoy their culture.

Security, parking and easy accessible public transporta�on, 
as it’s located at subway stop on the famous Yonge Street.

Con�nuous monitoring and implementa�on of quality 
improvement methodologies to enhance the learning outcomes.

Training and workshops for corporate clients 
we deliver help us improve our college courses.

 ABC Access Business College ?
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EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Admissions Criteria
• Grade 12 or equivalent
• Mature student

Program Objectives

This program is designed to equip students with all the aspects of 
food & beverage management. Students will learn to work and 
manage a full-service modern hotel; including food, beverage, 
culinary, sales, marke�ng, as well as catering and servicing 
conferences and banquets.

All the individual cer�fica�ons will be awarded by the American 
Hotel & Lodging Associa�on (AH & LA) upon successful 
comple�on.

Windows, Internet

Microso� Word - Document Processing

Microso� Excel - Working with Spreadsheets

Microso� PowerPoint - Effec�ve Presenta�ons

Microso� Outlook - Communica�on/Scheduling

Program Outline*

• Minimum final mark of 60%
• Overall average of 60%

• Food Safety: The HACCP Process
• Supervision in the Hospitality Industry
• Hospitality Facili�es Management Design
• Managing Service in Food and Beverage
• Purchasing for Food Service Opera�ons
• Training and Development for Hospitality
• Planning and Control for Food and Beverage
• Managing Technology in Hospitality
• Bar and Beverage Management
• Hospitality Today: An Introduc�on
• Basic Hotel and Restaurant Accoun�ng

Graduation Criteria

Students who achieve an average of 90% or more will have an 
Honours designa�on on their diploma.

Employment Opportunities

• Food Services Supervisor
• Restaurant / Canteen / Cafeteria Supervisor
• Assistant Restaurant Manager
• Banquet Organizer
• Bar Manager
• Catering Service
• Supervisor
• Dining Room Manager
• Food Services Manager
• Food and Beverage Sales
• Kitchen Manager
• Staff Manager
• Food Control
• Restaurant Owner
• Hotel Food and Beverage Service Manager
• Restaurant and Food Service Managers
• Bed and Breakfast Operator

Computer Training :

ABC Access Business College is an authorized tes�ng site by 
AH&LA for Access Business College students enrolled in Food & 
Beverage Management Diploma.

• Steps for a Successful Job Search
• Job Search Management
• Resume Wri�ng
• The Interview

Food And Beverage Management :

Job Search and Carrer Development

GRADUATE EMPLOYMENT ASSISTANCE SERVICES

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca
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Admissions Criteria
• Grade 12 or equivalent
• Mature student

Program Objectives

This program is designed to equip students with the skills of a 
hospitality posi�on. Hospitality service managers plan, organize, 
d i rect ,  contro l  and eva luate  the  opera�ons  of  an 
accommoda�on establishment or of a department within such 
an establishment. They are employed by hotels, motels, resorts, 
student residences and other accommoda�on establishments, 
or they may be self-employed.

All the individual cer�fica�on will be awarded by the American 
Hotel & Lodging Educa�onal Ins�tute (AHLEI) upon successful 
comple�on.

Windows, Internet

Microso� Word - Document Processing

Microso� Excel - Working with Spreadsheets

Microso� PowerPoint - Effec�ve Presenta�ons

Microso� Outlook - Communica�on/Scheduling

GRADUATE EMPLOYMENT ASSISTANCE SERVICES

Program Outline*

• Managing Front Office Opera�ons
• Managing Housekeeping Opera�ons
• Hospitality Facili�es Management and Design
• Managing Hospitality Human Resources
• Supervision in the Hospitality Industry
• Hospitality Today: An Introduc�on
• Training and Development for Hospitality
• Security and Loss Preven�on Management
• Managing Service in Food and Beverage
• Hospitality and Tourism Marke�ng
• Basic Hotel and Restaurant Accoun�ng

Graduation Criteria

Students who achieve an average of 90% or more
will have an Honours designa�on on their diploma.

• Cafeteria, Food
• Services
• Canteen, Catering
• Supervisor
• Front Desk
• Bed and Breakfast
• Operator
• Reserva�ons
• Tourist Home Operator
• Guest-House Operator
• Seasonal Resort
• Facility Opera�ons
• Health Services
• Retail Trade

• Conference / Banquet 
Organizer

• Managing Housekeeping 
Opera�ons

• Restaurant and Food 
Service

• Accommoda�on Service
• Sales, Marke�ng, and 

Adver�sing
• Accommoda�on, Food and 

Recrea�onal Services

Computer Training :

ABC Access Business College is an authorized tes�ng site by 
AH&LA for enrolled students, and all the cer�fica�ons and 
associated costs are all included in tui�on fees.

• Steps for a Successful Job Search

Iden�fy Present and Future Goals and the Differences 
Between Jobs and Careers.

Iden�fy and Discuss Work Related Characteris�cs and 
Personal Characteris�cs

Hospitality Management :

Job Search and Carrer Development

FACULTY OF HOSPITALITY

DIPLOMA HOSPITALITY MANAGEMENT

• Minimum final mark of 60%
• Overall average of 60%

Employment Opportunities

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca
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EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Admissions Criteria
• Grade 12 or equivalent
• Mature student

Certification Exams
ABC Access Business College has the curriculum Licensing 
Agreement with (CSI) Canadian Securi�es Ins�tute & (IFIC) 
Investment Funds Ins�tute of Canada to teach Canadian 
Securi�es Course (CSC) and Canadian Investment Funds Course 
(CIFC) Mutual Funds respec�vely. (CSC) cer�fica�on exam & 
(CIFC) Cer�fica�on exams are offered in this diploma program.

Program Outline*

• ABC Access Business College is an authorized tes�ng site by 
CSI, IFIC for Access students.

• Bookkeeping Accoun�ng

• Computerized Accoun�ng

Simply Accoun�ng - For Windows

QuickBooks - Small Business Accoun�ng

ACCPAC - For Windows

• Canadian Securi�es Course
(CSC Part I and II)

• Canadian Investment Funds Course
(CIFC) (Mutual Funds course)

Computer Training :

Banking Financial Services Diploma (BFS)

Program Objectives
The goal and objec�ve of this diploma is for students to become 
qualified in the Financial Service Sector such as credit unions, 
mutual fund companies, insurance and banks.

Financial posi�ons require graduates to have a thorough, in 
depth knowledge and understanding of accoun�ng theory, be 
proficient in using computerized accoun�ng so�ware such as 
Simply Accoun�ng for small and medium sized businesses, 
QuickBooks for Windows and ACCPAC for Corpora�ons. Access 
Business College provides a complete package to equip Financial 
Professionals.

• Minimum final mark of 70%
• Overall average of 70%

Graduation Criteria

• Financial Planner
• Customer Service Representa�ves - Financial Services
• Banking, Insurance and other Financial Clerks
• Finance and Insurance Clerks

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

Employment Opportunities

• Windows, Internet
• Microso� Word - Document Processing
• Microso� Excel - Working with Spreadsheets
• Microso� PowerPoint - Effec�ve Presenta�ons
• Microso� Access - Implemen�ng Database
• Microso� Outlook - Communica�on/Scheduling

FACULTY OF ACCOUNTING

& BUSINESS

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca
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DIPLOMA BANKING AND FINANCIAL SERVICES

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

BOOKKEEPING AND ACCOUNTING

Program Outline*

Banking Financial Services Diploma (BFS)

FACULTY OF ACCOUNTING

& BUSINESS

Accoun�ng in Ac�on
• Generally Accepted Accoun�ng Principle
• Accoun�ng Equa�on

The recording process
• Record and post Journal Transac�ons
• Trial Balance purpose and limita�ons

Taxes
• Types of sales taxes
• Recording and remi�ance of sales taxes

Adjus�ng the Accounts
• The �me period Assump�on
• Types of adjus�ng entries
• The accrual basis of Accoun�ng

Comple�on of The Accoun�ng Cycle
• Prepare and post closing entries
• Reversing and correc�ng entries
• Financial Statements

Accoun�ng for Merchandising Opera�ons
• Purchases and sales of merchandise
• Merchandising Financial Statements

Inventory Cos�ng
• Two methods of es�ma�ng inventory
• Inventory cos�ng

Internal Control and Cash
• Internal control ac�vi�es
• Opera�on and control of pe�y cash
• Reconciling the bank account.

Job Search Management

*The above is not a complete program outline, it is intended to  provide merely a guideline.

* Detailed course descrip�ons follow.

* We reserve the right to change or upgrade the programs at  any �me. Courses are not listed in the order they are taught.

Graduate Employment Assistance Sevices

Job Search And Career Development

• Iden�fy Present and Future Goals and the Differences 
Between Jobs and Careers

• Iden�fy and Discuss Work Related Characteris�cs and 
Personal Characteris�cs

• Iden�fy Skills and Area of Exper�se, Stressing the Importance 
of Technical and So� Skills

• Iden�fy and Discuss Transferable Skills

• Discuss the Importance of obtaining Employer Profiles
• Iden�fy Ways and Stress the Importance of Focusing on the 

Right Job
• Tap into the Hidden Job Market
• Discuss the Importance and Use of Networking
• Outline and Discuss Employer Expecta�ons

• Resume types - chronological and func�onal
• How to Market Oneself
• Wri�ng the Resume—objec�ve, educa�on, experience and 

overall appearance
• How to Create Effec�ve Cover Le�ers
• and Thank You Le�ers

Resume Writing

The Interview

• How to Prepare for the Interview
• Various Types of Interviews
• Typical Interview Ques�ons
• Ques�ons to Ask a Prospec�ve Employer
• Mock up Interviews and Feedback

10www.abccollege.ca
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Program Outline*

Simply Accounting For Windows

Canadian Investment Funds Course (CIFC)
(Mutual Funds Course)

QuickBooks - Small Business Accounting

ACCPAC For Windows

• General Journal
• Accounts Payable
• Accoun�ng for Purchases
• Accoun�ng for Payments
• Adjus�ng a Posted Invoice
• Accounts Receivable
• Tax Remi�ances
• Payroll Journal
• Inventory Transac�ons
• Discounts, Orders, and Quotes
• Credit Cards, Foreign Currency
• Reconcilia�on and Deposits
• Payroll and Inventory Setup

• Cash Transac�ons
• General Journal Transac�ons
• Set up a New Company
• Vendor Transac�ons
• Customer Transac�ons
• Payroll Transac�ons
• Inventory Transac�ons
• Discounts, Es�mates, and Orders
• Banking, Taxes, and Credit Cards

• Accounts Payable
• Accounts Receivable
• General Ledger
• Common Services
• Payroll Transac�ons
• Source Journal Profile

FACULTY OF ACCOUNTING

& BUSINESS

Computerized Accoun�ng

Canadian Securities Course I (CSC I)

Canadian Securities Course II (CSC II)

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

• Financial Objec�ves
• Types of Mutual Funds
• Mutual Fund Basics
• Mutual Fund Investments
• Economic Environment
• Taxa�on
• Pensions and Re�rement
• Managing Mutual Funds
• Responsibili�es

• Capital Markets
• Financing, Lis�ng, and Regula�on
• Financial Statements
• Deriva�ve Securi�es
• The Canadian Economy
• Fixed-Income Securi�es
• Equity Securi�es

• Financial Planning and Taxa�on
• Analyzing Markets and Products
• Managing Investment Por�olios
• Managing Client Rela�onships
• Managed Products
• Mutual Funds

• Year End Procedures
• Se�ng up the System Manager
• Opera�ng Accounts Receivables
• Opera�ng Accounts Payable
• Reconciling the Bank Account
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DIPLOMA BUSINESS ADMINISTRATION

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Admissions Criteria
• Grade 12 or equivalent
• Mature student

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca

Program Objectives

Marketing Sales Advertising

Business Law

Human Resources

Bookkeeping and Accounting

Computerized Accounting

Computer Training :

This program is designed to equip students with the knowledge 
and the skills necessary for a career in general business. The 
latest prac�cal management techniques will be taught. Similarly, 
the art of properly analyzing and evalua�ng financial data, as 
well as financial informa�on, will be taught on the basis of which 
policy decisions can be successfully made. The wide range of 
topics will cover many aspects of running a business including: 
budge�ng, sales, marke�ng, promo�on, custome service, 
business law, raising capital, and the management of human 
resources.

• Minimum final mark of 60%
• Overall average of 60%

• Windows, Internet
• Microso� Word - Document Processing
• Microso� Excel - Working with Spreadsheets
• Microso� PowerPoint - Effec�ve Presenta�ons
• Microso� Access - Implemen�ng Database
• Microso� Outlook - Communica�on/Scheduling

Graduation Criteria

• Manager Administra�ve Services
• Project Leader
• Business Manager
• Office Administrator
• Company Director
• Accoun�ng Assistant
• Execu�ve Assistant
• Management Trainee
• Office Supervisor
• Business Ownership
• Marke�ng Manager
• Promo�ons Manager
• Administra�ve Manager

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

Employment Opportunities

FACULTY OF ACCOUNTING

& BUSINESS

Program Outline*

Business Administration Diploma :

• Market Segmenta�on and Target Marke�ng
• Consumer Buying Behavior
• Product Strategy And Planning
• Marke�ng Research Process
• Adver�sing And Public Communica�ons

• Employment Law
• Working Condi�ons, 

Equity And Privacy In The 
Workplace

• Tort Law
• Business Structure
• Contract Law

• Self Management
• Workforce Diversity
• Building Employer-Employee Rela�onships
• Employment Standard Legisla�on
• Legal Environment, Employment Standard 

Legisla�on, Equity And Human Rights

• Simply Accoun�ng
• QuickBooks SMALL BUSINESS
• ACCPAC FOR windows

12www.abccollege.ca
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EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

FACULTY OF ACCOUNTING

& BUSINESS

Program Outline*

Marketing

Business Law

Human Resources

• Contemporary Marke�ng
• The External Marke�ng Environment

 Marke�ng Research
Consumer Buying Behaviour

• Organiza�onal Buying Behaviour
• Business-To-Business Marke�ng
• Market Segmenta�on & Target Marke�ng
• Strategic Marke�ng Planning

Product Strategy
Product Planning

• Product Management
• Price Strategy and Determina�on
• Price Management
• Distribu�on Channels
• Physical Distribu�on

Wholesaling and Retailing
Interac�ve Communica�ons
Event Marke�ng and Sponsorships
Internet Marke�ng

• Adver�sing and Public Communica�on

• Employment Law
• Law And Law Makers
• Resolving Disputes
• Business Structure, Legal 

Characteris�cs
• Property Law

• Workplace Law and 
Employment Standard

• Working Condi�ons
• Equity and Privacy In The 

Workplace

• Human Resources Strategic Role
• Workforce Diversity, Equity And Human Rights 

Employment Standard Legisla�on
• Developing Effec�ve Human Resources
• Building Effec�ve Employer-Employee Rela�onships 
• abor Rela�ons, Collec�ve Bargaining and Contract 

Administra�on.

Job Search Management

*The above is not a complete program outline, it is intended to 
 provide merely a guideline.

* Detailed course descrip�ons follow.

* We reserve the right to change or upgrade the programs at 
 any �me. Courses are not listed in the order they are taught.

Graduate Employment Assistance Sevices

Job Search And Career Development

• Iden�fy Present and Future Goals and the Differences 
Between Jobs and Careers

• Iden�fy and Discuss Work Related Characteris�cs and 
Personal Characteris�cs

• Iden�fy Skills and Area of Exper�se,
• Stressing the Importance of Technical and So� Skills
• Iden�fy and Discuss Transferable Skills

• Discuss the Importance of obtaining Employer Profiles
• Iden�fy Ways and Stress the Importance of Focusing on the 

Right Job
• Tap into the Hidden Job Market
• Discuss the Importance and Use of Networking
• Outline and Discuss Employer Expecta�ons

• Resume types - chronological and func�onal
• How to Market Oneself
• Wri�ng the Resume—objec�ve, educa�on, experience and 

overall appearance
• How to Create Effec�ve Cover Le�ers
• and Thank You Le�ers

Resume Writing

The Interview
• How to Prepare for the Interview
• Various Types of Interviews
• Typical Interview Ques�ons
• Ques�ons to Ask a Prospec�ve Employer
• Mock up Interviews and Feedback
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DIPLOMA BUSINESS ADMINISTRATION

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

FACULTY OF ACCOUNTING

& BUSINESS

Program Outline*

Bookkeeping And Accounting

Computerized Accounting

QuickBooks - Small Business Accounting

ACCPAC For Windows

• General Journal
• Accounts Payable
• Accoun�ng for Purchases
• Accoun�ng for Payments
• Adjus�ng a Posted Invoice
• Accounts Receivable
• Tax Remi�ances
• Payroll Journal
• Inventory Transac�ons
• Discounts, Orders, and Quotes
• Credit Cards, Foreign Currency
• Reconcilia�on and Deposits
• Payroll and Inventory Setup

• Cash Transac�ons
• General Journal Transac�ons
• Set up a New Company
• Vendor Transac�ons
• Customer Transac�ons
• Payroll Transac�ons
• Inventory Transac�ons
• Discounts, Es�mates, and Orders
• Banking, Taxes, and Credit Cards

• Accounts Payable
• Accounts Receivable
• General Ledger
• Common Services
• Payroll Transac�ons
• Source Journal Profile
• Year End Procedures

• Se�ng up the System Manager
• Opera�ng Accounts Receivables
• Opera�ng Accounts Payable

Simply Accoun�ng For Windows

• Accoun�ng in Ac�on
• Generally Accepted Accoun�ng Principle
• Accoun�ng Equa�on
• The recording process
• Record and post Journal Transac�ons
• Trial Balance purpose and limita�ons
• Taxes
• Types of sales taxes
• Recording and remi�ance of sales taxes
• Adjus�ng the Accounts
• The �me period Assump�on
• Types of adjus�ng entries
• The accrual basis of Accoun�ng
• Comple�on of The Accoun�ng Cycle
• Prepare and post closing entries
• Reversing and correc�ng entries
• Financial Statements
• Accoun�ng for Merchandising Opera�ons
• Purchases and sales of merchandise
• Merchandising Financial Statements
• Inventory Cos�ng
• Two methods of es�ma�ng inventory
• Inventory cos�ng
• Internal Control and Cash
• Internal control ac�vi�es
• Opera�on and control of pe�y cash
• Reconciling the bank account.

14www.abccollege.ca
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EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Admissions Criteria
• Grade 12 or equivalent
• Mature student

Certificate
The graduates of this program will be qualified to obtain the 
Payroll Compliance Prac��oner (PCP) cer�fica�on from the 
Cer�fied Payroll Manager (CPM), offered by the Canadian Payroll 
Associa�on (CPA). The cer�fica�on is na�onally recognized as

the standard for Payroll training.

• Minimum final mark of 60%
• Overall average of 60%

• Payroll Compliance Legisla�on (PCL) (from CPA)
• Payroll Fundamentals I (from CPA)
• Payroll Fundamentals II (from CPA)
• Bookkeeping and Accoun�ng
• Computerized Accoun�ng

 Simply Accoun�ng For Windows
QuickBooks - Small Business Accoun�ng
ACCPAC For Windows

Graduation Criteria

• Accoun�ng Assistant
• Payroll Administrator / Supervisor
• Payroll Clerk
• Bookkeeper
• Junior Accountant

• Audi�ng Clerk
• Junior Financial Analyst
• Payroll Officer
• Salary Administra�on Officer

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

Employment Opportunities

FACULTY OF ACCOUNTING

& BUSINESS

Program Outline*

The Computerized Accoun�ng and Canadian Payroll program is 
cer�fied and approved by the Canadian Payroll Associa�on 
(CPA)

Program Objectives
This program is designed to equip the students with the 
principles of accoun�ng including pos�ng, payroll prepara�on, 
CCRA deduc�ons, employee benefits, and spreadsheets. The 
program will also provide hands-on training in the key areas of

financial accoun�ng and various computerized accoun�ng 
systems.

• Computerized Keyboarding
• Windows, Internet
• Microso� Word - Document Processing
• Microso� Excel - Working with Spreadsheets
• Microso� PowerPoint - Effec�ve Presenta�ons
• Microso� Access - Implemen�ng Database
• Microso� Outlook - Communica�on/Scheduling

Computer Training :

ABC Access Business College is an authorized tes�ng site for 
ABC Access Business College students enrolled in the CPA 
program.

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca
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Program Outline*

ACCESS
BUSINESS COLLEGE
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C

DIPLOMA COMPUTERIZED ACCOUNTING AND CANADIAN PAYROLL

FACULTY OF ACCOUNTING

& BUSINESS

Payroll Compliance (From CPA)

Payroll Fundamentals I (From CPA)

Payroll Fundamentals II (From CPA)

Graduate Employment Assistance Sevices

Job Search And Career Development

• Iden�fy Present and Future Goals and the Differences 
Between Jobs and Careers

• Iden�fy and Discuss Work Related Characteris�cs and 
Personal Characteris�cs

• Iden�fy Skills and Area of Exper�se,
• Stressing the Importance of Technical and So� Skills
• Iden�fy and Discuss Transferable Skills

• Discuss the Importance of obtaining Employer Profiles
• Iden�fy Ways and Stress the Importance of Focusing on the 

Right Job
• Tap into the Hidden Job Market
• Discuss the Importance and Use of Networking
• Outline and Discuss Employer Expecta�ons

• Resume types - chronological and func�onal
• How to Market Oneself
• Wri�ng the Resume—objec�ve, educa�on, experience and 

overall appearance
• How to Create Effec�ve Cover Le�ers
• and Thank You Le�ers

Resume Writing

The Interview
• How to Prepare for the Interview
• Various Types of Interviews
• Typical Interview Ques�ons
• Ques�ons to Ask a Prospec�ve Employer
• Mock up Interviews and Feedback

• The Canadian Pension Plan
• The Employment Insurance Act
• The Income Tax Act
• Employment Standards Legisla�on
• Worker’s Compensa�on Acts
• Quebec-specific Legisla�on
• Iden�fy an employer-employee rela�onship
• Describe Payroll’s Objec�ves and Stakeholders

• Calculate Regular Individual Pay
• Calculate Non-regular Individual Pay
• Calculate Termina�on Payments
• Complete a Record of Employment (ROE)
• Communicate all aspects of individual pay requirements to 

various stakeholders

• Prepare Accoun�ng documenta�on for payroll
• Complete year-end documenta�on
• Calculate organiza�onal remi�ances to federal, provincial, 

third party stakeholders
• Communicate all aspects of organiza�onal remi�ances, 

accoun�ng and year end requirements to internal, external, 
and government stakeholders

Job Search Management

*The above is not a complete program outline, it is intended to  provide merely a guideline.

* Detailed course descrip�ons follow.

* We reserve the right to change or upgrade the programs at  any �me. Courses are not listed in the order they are taught.

16www.abccollege.ca
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EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

ACCESS
BUSINESS COLLEGE

A
B

C

DIPLOMA COMPUTERIZED ACCOUNTING AND CANADIAN PAYROLL

FACULTY OF ACCOUNTING

& BUSINESS

Computerized Accounting

QuickBooks - Small Business Accounting

ACCPAC For Windows

• General Journal
• Accounts Payable
• Accoun�ng for Purchases
• Accoun�ng for Payments
• Adjus�ng a Posted Invoice
• Accounts Receivable
• Tax Remi�ances
• Payroll Journal
• Inventory Transac�ons
• Discounts, Orders, and Quotes
• Credit Cards, Foreign Currency
• Reconcilia�on and Deposits
• Payroll and Inventory Setup

• Cash Transac�ons
• General Journal Transac�ons
• Set up a New Company
• Vendor Transac�ons
• Customer Transac�ons
• Payroll Transac�ons
• Inventory Transac�ons
• Discounts, Es�mates, and Orders
• Banking, Taxes, and Credit Cards

• Accounts Payable
• Accounts Receivable
• General Ledger
• Common Services
• Payroll Transac�ons
• Source Journal Profile
• Year End Procedures

Simply Accoun�ng For Windows

Program Outline*

Bookkeeping And Accounting

• Accoun�ng in Ac�on
• Generally Accepted Accoun�ng Principle
• Accoun�ng Equa�on
• The recording process
• Record and post Journal Transac�ons
• Trial Balance purpose and limita�ons
• Taxes
• Types of sales taxes
• Recording and remi�ance of sales taxes
• Adjus�ng the Accounts
• The �me period Assump�on
• Types of adjus�ng entries
• The accrual basis of Accoun�ng
• Comple�on of The Accoun�ng Cycle
• Prepare and post closing entries
• Reversing and correc�ng entries
• Financial Statements
• Accoun�ng for Merchandising Opera�ons
• Purchases and sales of merchandise
• Merchandising Financial Statements
• Inventory Cos�ng
• Two methods of es�ma�ng inventory
• Inventory cos�ng
• Internal Control and Cash
• Internal control ac�vi�es
• Opera�on and control of pe�y cash
• Reconciling the bank account.
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B
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DIPLOMA PROPERTY ADMINISTRATION

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Admissions Criteria
• Grade 12 or equivalent
• Mature student

Graduate Employment Assistance Sevices
Job Search And Career Development

• Minimum final mark of 60%
• Overall average of 60%

• Iden�fy Present and Future Goals and the Differences 
Between Jobs and Careers

• Iden�fy and Discuss Work Related Characteris�cs and 
Personal Characteris�cs

Graduation Criteria

• Property Administrator
• Accommoda�on Officer
• Apartment Rental Agent
• Housing Project Manager
• Property Rentals Manager
• Property Sec�on Head
• Building Management
• Leasing Officer
• Development Officer
• Commercial Property
• Manager
• Property Acquisi�ons Area 

Manager
• Property Leasing Coordinator

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

Employment Opportunities

FACULTY OF BUSINESS

Program Outline*

Program Objectives

This program is designed to equip students with the skills of a 
Property Administrator. Property administrators perform 
administra�ve du�es and coordinate ac�vi�es related to the 
management and rental of investment property and real estate 
on behalf of property and strata property owners. They are 
employed by property, real estate and strata services 
management companies, property development companies 
and by government

Bookkeeping and Accounting
Computerized Accounting

Computer Training :

• Managing Proper�es
• Tenant Rela�ons and Issues

• Tenant Communica�ons
• Opera�ons, Strategy, Plan

• Tor Law
• Business Structure
• Contract Law

• Employment Law
• The Residen�al & Commercial 

Tenancies Act

• Workforce Diversity
• Building Employer-Employee Rela�onships
• Employment Standard Legisla�on
• Legal Environment, Employment Standard
• Legisla�on, Equity And Human Rights

• Market Segmenta�on and Target Marke�ng
• Marke�ng Research Process
• Adver�sing And Public Communica�ons

• Simply Accoun�ng for Windows

• Keyboarding For Beginners
• Windows, Internet
• Microso� Word - Document Processing
• Microso� Excel - Working with Spreadsheets
• Microso� PowerPoint - Effec�ve Presenta�ons
• Microso� Outlook - Communica�on/Scheduling

Property Management

Business Law

Human Resources

Marketing

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca
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DIPLOMA GRAPHIC / WEB DESIGN

19 www.abccollege.ca

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Admissions Criteria
• Grade 12 or equivalent
• Mature student

• Minimum final mark of 60%
• Overall average of 60%

Graduation Criteria

• Graphic Ar�st
• Catalogue Designer
• Layout Ar�st
• Illustrator
• Website Designer
• Anima�on Creator

• Adver�sing  46%
• Prin�ng and Publishing  22%
• Computer, Consul�ng, & Other Business Services  11%
• Accommoda�on, Food and Recrea�onal Services  3%
• Wholesale Trade  3%
• Communica�on  3%
• Other Manufacturing  3%

• Logo Designer
• Prin�ng and Publishing
• Adver�sing Art Director
• Adver�sing Ar�st
• Adver�sing Designer
• Adver�sing Illustrator

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

Employment Opportunities

FACULTY OF COMPUTER STUDIES

AND GRAPHIC DESIGN

Program Outline*

Program Objectives

This program is designed to equip students with the skills 
necessary to obtain employment in the field of Desktop 
Publishing, Graphic Design, Artwork, Poster Design, Adver�sing, 
and other ar�s�c posi�ons. The student will be familiarized with 
the most up-to-date so�ware applica�ons for designing and 
crea�ng artwork.

• World’s Leading So�ware applica�on in imaging.
• A professional image editor’s guide to crea�ve use of 

Photoshop for the PC.
• Explore the endless possibili�es of digital Imaging up to 

speed on Adobe’s flagship graphics program.
• Create professional Game Art using Photoshop to processing 

camera raw digital photographs to producing web anima�on

• Balance image quality with minimum compression size as 
you create, edit, and op�mize images for the web with 
precise control

• Get top quality design results
• Produce highly op�mized files that s�ll look great
• Create sophis�cated web naviga�on

•  To develop and design, typography layout skills needed to 
become an in design, expert publishing skills and give 
documents professional polish.

• Expand your crea�ve vision by learning how to express your 
ideas in print & on the Web with total training for adobe® 
Illustrator.

Graphic / Web Design

According to Service Canada Labour Market Survey, 
Top Occupa�onal areas:

Adobe Photoshop

Adobe Fireworks

Adobe InDesign

Adobe Illustrator

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca
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Program Outline*

HTML Web Design

Animation

Digital Photo Imaging

Publisher

Image Creation, Editing & Optimization 

ACCESS
BUSINESS COLLEGE

A
B

C

DIPLOMA GRAPHIC / WEB DESIGN

FACULTY OF COMPUTER STUDIES

AND GRAPHIC DESIGN

• How to efficiently layout, develop, and maintain standards 
based websites.

• Learn how to quickly incorporate Video & other Mul�media 
into your website and make more efficient updates.

• Crea�ng interac�ve websites, you will drama�cally expand 
your knowledge of Flash to extensive capabili�es.

• Adobe Photoshop
• Adobe Fireworks

• Adobe InDesign
• QuarkXpress to Adobe

• Adobe Photoshop
• Adobe Illustrator

Adobe Dreamweaver

Adobe Flash

*The above is not a complete program outline, it is intended to 
 provide merely a guideline.

* Detailed course descrip�ons follow.

* We reserve the right to change or upgrade the programs at 
 any �me. Courses are not listed in the order they are taught.

Graduate Employment Assistance Sevices

Job Search And Career Development

• Iden�fy Present and Future Goals and the Differences 
Between Jobs and Careers

• Iden�fy and Discuss Work Related Characteris�cs and 
Personal Characteris�cs

• Iden�fy Skills and Area of Exper�se,
• Stressing the Importance of Technical and So� Skills
• Iden�fy and Discuss Transferable Skills

• Discuss the Importance of obtaining Employer Profiles
• Iden�fy Ways and Stress the Importance of Focusing on the 

Right Job
• Tap into the Hidden Job Market
• Discuss the Importance and Use of Networking
• Outline and Discuss Employer Expecta�ons

• Resume types - chronological and func�onal
• How to Market Oneself
• Wri�ng the Resume—objec�ve, educa�on, experience and 

overall appearance
• How to Create Effec�ve Cover Le�ers
• and Thank You Le�ers

Resume Writing

The Interview
• How to Prepare for the Interview
• Various Types of Interviews
• Typical Interview Ques�ons
• Ques�ons to Ask a Prospec�ve Employer
• Mock up Interviews and Feedback

Job Search Management

20www.abccollege.ca
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DIPLOMA MEDICAL OFFICE ASSISTANT
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EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Admissions Criteria
• Grade 12 (OSSD @ the General level or be�er) or
• Mature student status
• Good oral and wri�en English skills
• Good general health
• Hepa��s B immuniza�on is strongly recommended
• Admissions interview to determine suitability for the 

program

• Co-operate with all members of the health team
• Promote safety, work in a safe manner, prac�ce universal 

precau�ons
• Schedule and confirm medical appointments
• Type medical records, report case histories from handwri�en 

notes or machine dicta�on
• Interview pa�ents to complete forms, documents and case 

histories
• Complete insurance and other claim forms
• Ini�ate and maintain confiden�al medical files
• Prepare financial statements and handle billing procedures
• Order supplies and maintain inventory
• Perform other general office work as required
• Plan and ini�ate procedural set ups including those required 

for pa�ent prepara�on and maintenance for supplies and 
equipment

• Assist with simple diagnos�c procedures as required

Duties may include

Faculty of

Health Sciences

Program Objectives

Medical Office Assistants work in doctor’s offices, hospitals, 
medical clinics, pharmaceu�cal companies, government health 
agencies and other medical office se�ngs. They are integral 
members of the health care delivery team and perform many 
administra�ve and some basic clinical procedures.

• Minimum final mark of 70%
• Overall average of 70%

Graduation Criteria

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

Program Outline*

• Introduc�on to Medical Office Assis�ng
• Medical Terminology, Body Systems, Disease
• Interpersonal Skills, Communica�on, Problem Solving and 

Client Services
• Administra�ve skills and Procedure
• Clinical Skills and Procedures
• CPR and First Aid Cer�fica�ons
• Bookkeeping and Financial Accoun�ng
• Simply Accoun�ng For Windows

• Computerized Keyboarding
• Windows, Internet
• Microso� Word - Document Processing
• Microso� Excel - Working with Spreadsheets
• Microso� PowerPoint - Effec�ve Presenta�ons
• Microso� Outlook - Communica�on/Scheduling

• Medical Office 
Administrator

• Medical Secretary
• Medical Recep�onist
• Office Administra�on
• Medical Assistant

• Medical filing
• Administra�ve Assistant
• Medical office Billing
• Word Processing Secretary
• Medical Machine Transcrip�onist

Computer Training

Graduate Employment Assistance Sevices

Job Search And Career Development
Employment Opportuni�es

*The above is not a complete program outline, it is intended to  provide merely a guideline.

* Detailed course descrip�ons follow.

* We reserve the right to change or upgrade the programs at  any �me. Courses are not listed in the order they are taught.
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DIPLOMA LAW CLERK

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Faculty of

Legal Studies

Admissions Criteria
• Grade 12 or equivalent
• Mature student

Program Outline*

Program Objectives

Law Clerks work in law firms, at courts, at a paralegal and other 
legal office se�ngs. They are integral members of the legal team 
and perform many legal administra�ve and some legal office 
procedures

• Legal Office Procedures and Terminology
• Legal Communica�on
• Li�ga�on
• Corporate Law
• Real Estate Law
• Teraview
• Conveyancer
• Legal Research
• Wills and Estates
• Family Law
• PC Law

• Computerized Keyboarding
• Windows, Internet
• Microso� Word - Document Processing
• Microso� Excel - Working with Spreadsheets
• Microso� PowerPoint - Effec�ve Presenta�ons
• Microso� Outlook - Communica�on/Scheduling
• Microso� Access

Computer Training:
• Prepare legal documents
• Maintain records and files
• Assist lawyers or other legal professionals
• Search for and study legal documents to inves�gate facts and 

law of cases, to determine causes of ac�on and to prepare 
cases.

• Prepare affidavits of documents and maintain document files 
and case correspondence.

• Research and analyze law sources to prepare dra�s of briefs 
or arguments for review, approval, and use by a�orney.

• Review and file pleadings, pe��ons and other documents 
relevant to court ac�ons.

• They may also a�end and assist lawyers with interviewing 
and briefing witnesses and experts.

• scheduling examina�ons for discoveries, teleconferences, 
media�ons, pre-trials and trials

Duties may include

• Minimum final mark of 60%
• Overall average of 60%

Graduation Criteria

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

• Law Clerk
• Legal Researcher
• Registered Trademark 

Agent
• Corporate Law Clerk

• Real Estate Law Clerk
• Li�ga�on Law Clerk
• Wills and Estates Law Clerk
• Family Law Clerk
• Land Titles Clerk

Graduate Employment Assistance Sevices

Job Search And Career Development

Employment Opportuni�es

*The above is not a complete program outline, it is intended to 
 provide merely a guideline.

* Detailed course descrip�ons follow.

* We reserve the right to change or upgrade the programs at 
 any �me. Courses are not listed in the order they are taught.

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca
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DIPLOMA CUSTOMER SERVICE

23 www.abccollege.ca

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Faculty of

Office Administration

Admissions Criteria
• Grade 12 or equivalent
• Mature student

Program Objectives

This program is designed to equip students with the skills of a 
customer service posi�on. The graduate will be familiar with the 
day-to-day running of a modern office as well as the importance 
of good customer service to the success of a business. They

will u�lize the knowledge gained in the areas of various so�ware 
applica�ons, office automa�on, correspondence, and customer 
service.

• Customer Service Representa�ve
• Customer Service Agent
• Accounts Informa�on Clerk
• Courtesy Desk Clerk
• Call Centre Agent
• Order Desk Agent
• Office Administrator
• Office Manager

• General Office Worker
• Public Rela�ons Clerk
• Personnel Clerk
• Counter Informa�on Clerk
• Tourist Informa�on Clerk
• Informa�on and Records Clerk
• Other Clerical Posi�ons

Duties may include

• Minimum final mark of 60%
• Overall average of 60%

Graduation Criteria

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca

Program Outline*

• Windows, Internet
• Microso� Word - Document Processing
• Microso� Excel - Working with Spreadsheets
• Microso� PowerPoint - Effec�ve Presenta�ons
• Microso� Outlook - Communica�on/Scheduling

Computer Training:

Steps for a Successful Job Search

• Iden�fy Present and Future Goals and the Differences Between 
Jobs and Careers

• Iden�fy and Discuss Work Related Characteris�cs and Personal 
Characteris�cs

• Create a relevant and updated resume that Addresses the job 
requirements

• Create a cover le�er that adequately shows how you qualify for 
a posi�on

Customer Service
• Coping with challenging Customers
• Problem Solving
• Strategy for formula�ng a plan for Success
• Enhancing Customer Rela�onship

Office Procedures

• Human Rela�ons
• Management of Work and Time 
• Informa�on Management
• Front Line Recep�on
• Professional Development



EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Program Outline*

ACCESS
BUSINESS COLLEGE

A
B

C

DIPLOMA CUSTOMER SERVICE

Faculty of

Office Administration

Graduate Employment Assistance Sevices

Job Search And Career Development

• Iden�fy Present and Future Goals and the Differences 
Between Jobs and Careers

• Iden�fy and Discuss Work Related Characteris�cs and 
Personal Characteris�cs

• Iden�fy Skills and Area of Exper�se,
• Stressing the Importance of Technical and So� Skills
• Iden�fy and Discuss Transferable Skills

• Discuss the Importance of obtaining Employer Profiles
• Iden�fy Ways and Stress the Importance of Focusing on the 

Right Job
• Tap into the Hidden Job Market
• Discuss the Importance and Use of Networking
• Outline and Discuss Employer Expecta�ons

• Resume types - chronological and func�onal
• How to Market Oneself
• Wri�ng the Resume—objec�ve, educa�on, experience and 

overall appearance
• How to Create Effec�ve Cover Le�ers
• and Thank You Le�ers

Resume Writing

The Interview
• How to Prepare for the Interview
• Various Types of Interviews
• Typical Interview Ques�ons
• Ques�ons to Ask a Prospec�ve Employer
• Mock up Interviews and Feedback

Job Search Management

Office Procedures

Customer Service

• Human Rela�ons
• Management of Work and Time
• Front Line Recep�on
• Office Technology
• Organiza�on Structure and Office Layout
• Incoming and Outgoing Mail
• Office Commerce and Keeping Records
• Informa�on Management
• Reference Sources
• Travel Arrangements
• Mee�ngs and Conferences
• Professional Development

• Communica�on in Customer Service
• What is Customer Service
• Telephone Techniques
• The challenges in Customer Service
• Problem Solving
• Strategy for formula�ng a plan for Success
• Empowerment
• Coping with challenging Customers
• Mo�va�on
• Leadership in Customer Service
• Excellence in Customer Service
• Enhancing Customer Rela�onship
• Customer reten�on and Measurement of Sa�sfac�on

*The above is not a complete program outline, it is intended to  provide merely a guideline.

* Detailed course descrip�ons follow.

* We reserve the right to change or upgrade the programs at  any �me. Courses are not listed in the order they are taught.

24www.abccollege.ca
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DIPLOMA ADMINISTRATIVE ASSISTANT
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EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Faculty of

Office Administration

Admissions Criteria
• Grade 12 or equivalent
• Mature student

Program Objectives

This program is designed to equip students with the skills of an 
administra�ve posi�on. As an Administra�ve Assistant the 
graduate will be familiar with the day-to-day running of a 
modern office. They will u�lize the knowledge gained in the 
areas of various so�ware applica�ons, office automa�on, 
correspondence, customer service, accoun�ng & business 
communica�on.

• Administra�ve Assistant
• Administra�ve Secretary
• Administra�ve Officer
• Office Clerk
• Order Transcriber
• Office Administrator
• Office Manager
• General Office Worker

• Execu�ve Assistant
• Personnel Clerk
• Authoriza�on Clerk
• Documenta�on Clerk
• Word Processing Operator
• Informa�on and Records Clerk
• Other Clerical Posi�ons

Duties may include

• Minimum final mark of 60%
• Overall average of 60%

Graduation Criteria

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

Program Outline*

• Human Rela�ons
• Management of Work and Time
• Informa�on Management
• Front Line Recep�on
• Professional Development

Administrative Procedures for Canadian Office

• Effec�ve Communica�on for Business
• Strategies in Planning for Wri�ng & Speaking
• Persuasive Wri�ng
• Presenta�ons and Mee�ngs

Business Communications

Customer Service

Bookkeeping and Accounting
Computerized Accounting

Computer Training 

• Simply Accoun�ng for Windows
• QuickBooks – Small Business Accoun�ng
• ACCPAC for Windows

• Keyboarding For Beginners
• Windows, Internet
• Microso� Word - Document Processing
• Microso� Excel - Working with Spreadsheets
• Microso� PowerPoint - Effec�ve Presenta�ons
• Microso� Outlook - Communica�on/Scheduling

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca

• Coping with challenging Customers
• Problem Solving
• Strategy for formula�ng a plan for Success
• Enhancing Customer Rela�onship
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DIPLOMA ADMINISTRATIVE ASSISTANT

Faculty of

Office Administration

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Program Outline*

Administrative Procedures for Canadian Office

• Human Rela�ons
• Management of Work and Time
• Front Line Recep�on
• Office Technology
• Organiza�on Structure and Office Layout
• Incoming and Outgoing Mail
• Office Commerce and Keeping Records
• Informa�on Management
• Reference Sources
• Travel Arrangements
• Mee�ngs and Conferences
• Professional Development

• Importance of Communica�ons
• Effec�ve Communica�on for Business
• Strategies in Planning for Wri�ng & Speaking
• Persuasive Wri�ng
• Wri�ng Clearly
• Wri�ng with Impact
• Rou�ne Correspondence
• Formal Reports and Proposals
• Informal Reports
• Edi�ng Guidelines
• Presenta�ons and Mee�ngs

Business Communications

Graduate Employment Assistance Sevices

Job Search And Career Development

• Iden�fy Present and Future Goals and the Differences 
Between Jobs and Careers

• Iden�fy and Discuss Work Related Characteris�cs and 
Personal Characteris�cs

• Iden�fy Skills and Area of Exper�se,
• Stressing the Importance of Technical and So� Skills
• Iden�fy and Discuss Transferable Skills

• Discuss the Importance of obtaining Employer Profiles
• Iden�fy Ways and Stress the Importance of Focusing on the 

Right Job
• Tap into the Hidden Job Market
• Discuss the Importance and Use of Networking
• Outline and Discuss Employer Expecta�ons

• Resume types - chronological and func�onal
• How to Market Oneself
• Wri�ng the Resume—objec�ve, educa�on, experience and 

overall appearance
• How to Create Effec�ve Cover Le�ers
• and Thank You Le�ers

Resume Writing

The Interview
• How to Prepare for the Interview
• Various Types of Interviews
• Typical Interview Ques�ons
• Ques�ons to Ask a Prospec�ve Employer
• Mock up Interviews and Feedback

Job Search Management

*The above is not a complete program outline, it is intended to  provide merely a guideline.

* Detailed course descrip�ons follow.

* We reserve the right to change or upgrade the programs at  any �me. Courses are not listed in the order they are taught.
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DIPLOMA ADMINISTRATIVE ASSISTANT

Faculty of

Office Administration

27 www.abccollege.ca

Program Outline* Program Outline*

Computerized Accounting

QuickBooks - Small Business Accounting

ACCPAC For Windows

• General Journal
• Accounts Payable
• Accoun�ng for Purchases
• Accoun�ng for Payments
• Adjus�ng a Posted Invoice
• Accounts Receivable
• Tax Remi�ances
• Payroll Journal
• Inventory Transac�ons
• Discounts, Orders, and Quotes
• Credit Cards, Foreign Currency
• Reconcilia�on and Deposits
• Payroll and Inventory Setup

• Cash Transac�ons
• General Journal Transac�ons
• Set up a New Company
• Vendor Transac�ons
• Customer Transac�ons
• Payroll Transac�ons
• Inventory Transac�ons
• Discounts, Es�mates, and Orders
• Banking, Taxes, and Credit Cards

• Accounts Payable
• Accounts Receivable
• General Ledger
• Common Services
• Payroll Transac�ons
• Source Journal Profile

• Year End Procedures
• Se�ng up the System Manager

Simply Accoun�ng For Windows

Bookkeeping And Accounting

• Accoun�ng in Ac�on
• Generally Accepted Accoun�ng Principle
• Accoun�ng Equa�on
• The recording process
• Record and post Journal Transac�ons
• Trial Balance purpose and limita�ons
• Taxes
• Types of sales taxes
• Recording and remi�ance of sales taxes
• Adjus�ng the Accounts
• The �me period Assump�on
• Types of adjus�ng entries
• The accrual basis of Accoun�ng
• Comple�on of The Accoun�ng Cycle
• Prepare and post closing entries
• Reversing and correc�ng entries
• Financial Statements
• Accoun�ng for Merchandising Opera�ons
• Purchases and sales of merchandise
• Merchandising Financial Statements
• Inventory Cos�ng
• Two methods of es�ma�ng inventory
• Inventory cos�ng
• Internal Control and Cash
• Internal control ac�vi�es
• Opera�on and control of pe�y cash
• Reconciling the bank account.

Customer Service

• Communica�on in Customer 
Service

• What is Customer Service
• Telephone Techniques
• The challenges in Customer 

Service
• Problem Solving
• Strategy for formula�ng a plan 

for Success
• Empowerment

• Coping with challenging 
Customers

• Mo�va�on
• Leadership in Customer Service
• Excellence in Customer Service
• Enhancing Customer 

Rela�onship
• Customer reten�on and 

Measurement of Sa�sfac�on

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING
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EARLY CHILDHOOD ASSISTANT

EDUCATIONAL INSTITUTE
AMERICAN HOTEL & LODGING

Program Outline*

Admissions Criteria
• Grade 12 or equivalent
• Mature student

This program is designed to equip students with the skills of an 
Early Childhood Assistant.  An Early Childhood Assistant assists 
and par�cipates in the daily opera�ons of a childcare center.

• Assistant in daycare centers
• Assistants in early learning centers
• Work with early childhood educators to provide 

developmentally appropriate child careay-care supervisor
• Early childhood supervisor
• Early childhood program staff assistant
• Early childhood educator
• Preschool helper
• Preschool supervisor
• Preschool teacher

Employment Opportunities

Faculty of

Health Sciences

Program Objectives

• Minimum final mark of 60%
• Overall average of 60%

Graduation Criteria

Students who achieve an average of 90% or more will have an

Honours designa�on on their diploma.

For further informa�on, please call
+1 (416)-510-2739 or email : info@abccollege.ca

Program Outline*

Ÿ Introduction to Early Child Care and 
Education 

Ÿ Roles and Responsibilities

Ÿ Child, Family and Community

Ÿ Introduction to Child Development

Ÿ Introduction to Prenatal, Infant and 
Toddler Development 

Ÿ Health and Safety 

Ÿ Written Communication

Ÿ Observation Skills

Ÿ Practicum 1
 Infant and Toddler

Ÿ Introduction to Preschool  
Development

Ÿ Guiding Children

Ÿ Curriculum Planning

Ÿ Nutrition

Ÿ Practicum 2
Preschool 

28www.abccollege.ca
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