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Welcome to Oxbridge Academy

WHY STUDY WITH US?
At Oxbridge Academy, we give you the opportunity to 
further your education while you acquire knowledge and 
skills that are relevant in the workplace. 

Do you want the right skills to:
• Pursue a rewarding career?
• Earn a promotion in your current job?
• Earn a better income?
• Secure a job that improves your quality of life?
• Start your own business? 

With Oxbridge Academy’s flexible home study options, you 
can study a course that will give you the skills you need to 
achieve these goals — without having to give up your full-
time occupation.

WHY HOME STUDY?
Distance learning, or home study, is 
recognised worldwide as an effective 
manner in which to further your education. 
It is highly flexible, and is therefore the 
ideal option if you have a full-time 
job, live in a small town far away from 
a residential college or university, or have 
family responsibilities that prevent you 
from attending classes. 

Some of the benefits of home study 
are that you:

• Study from home
• Study at your own pace 
• Save money on travelling expenses
• Are able to work full-time while 
     you study 

3Computer Courses Brochure



ENTRY REQUIREMENTS
To study with Oxbridge Academy, you need to meet the following minimum entry requirements:

• You need to be at least 16 years old.
• You need to be able to read and write in English (as all the course material is in English).
• You need to be willing to study independently from home (with assistance from a tutor via email).

There are many courses that you can study even if you haven’t completed Matric. For some courses, 
though, additional entry requirements apply. Please have a look at the course information pages in this brochure 
to see the full entry requirements for each course.
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Do you want to:

• Learn basic computer skills?
• Learn how to use a computer effectively in an office environment?
• Learn how to use programs such as Microsoft Word, Excel, and Outlook?
• Prepare for a career in IT?

Oxbridge Academy offers a range of computer courses, including national qualifications and short 
learning programmes.  You can choose to study anything from basic computer practice to management 
assistant and MTA exam preparations courses – all via distance learning or online studies..

Courses are available in these categories:

• Short learning programmes
• National qualifications

computer Courses 
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Short Learning Programmes
These are non-accredited skills development courses that will equip you with the basic knowledge and 
skills you need to operate a computer in an office environment.

• You will be assessed through written assignments, which you can submit via post or email, or 
via the Online Student Portal.

• You will not be required to write any exams.

These short learning programmes are focused on skills development and are intended for personal 
improvement and improved performance in the workplace. The courses are offered, assessed, and 
certified by Oxbridge Academy and are not registered on the NQF.

S

Click here to find out more about Short Learning Programmes
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Course code 
COM100

Duration
8 months
 
Requirements
No matric
Students must have access to a computer

Course subjects
Office Data Processing 101
Office Data Processing 201
Office Data Processing 301

Status
Non-accredited short learning programme

assessment and award
• 1 assignment per subject
• No examinations

Upon completion of this course, students will be awarded 
an Oxbridge Academy Skills Certificate: Computer 
Studies from Oxbridge Academy.

Fees 
Please contact us for course fees or visit our website:

*Please note that the registration fee shown applies to South African 
students only. Foreign students are required to pay a non-refundable 
R2400 deposit instead of a registration fee.

OXBRIDGE ACADEMY SKILLS CERTIFICATE: COMPUTER STUDIES

This course will equip you with basic computer skills, and will teach you how to use programs such 
as Microsoft Word, Excel, and Outlook. The study material for this course is designed to be easy to 
understand, and includes a CD. 
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Course code 
CER4028-13

Duration
8 - 12 months
 
Requirements
No matric
Students must have access to a computer

Course Modules
The capabilities of different types of Information Systems
The roles of Information Systems in organisations
The development concepts relevant to Information Systems
The professional issues relevant to Information Systems

Status
Non-accredited short learning programme endorsed 
by The Independent Institute of Education 
(IIE)

assessment and award
• 2 assignments
• No examinations

Upon completion of this course, students will be awarded 
an Oxbridge Academy Skills Certificate: Computer 
Information Systems from Oxbridge Academy.

Fees 
Please contact us for course fees or visit our website:

*Please note that the registration fee shown applies to South African 
students only. Foreign students are required to pay a non-refundable 
R2400 deposit instead of a registration fee.

OXBRIDGE ACADEMY SKILLS CERTIFICATE: COMPUTER INFORMATION SYSTEMS

This course helps you to understand the capabilities of different types of information systems, along with 
the roles that these systems play in organisations. When you study this course, you will learn skills and 
concepts relevant to the development and design of an information system. You will also learn about 
professional issues that might be relevant to the information system and its role in an organisation.
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national Qualifications (N4-N6) N

The N4 – N6 courses are registered on the National Qualifications 
Framework (NQF). These formal qualifications are designed to prepare 
you for a career in business management, and are therefore focused on 
equipping you with the skills that you need to succeed in the workplace. 

• You will be assessed through a combination of written 
assignments and exams.

• You will be able to write your exams at your nearest designated exam centre. 
• The exam centres are situated all over South Africa.    

N courses are offered and assessed by Oxbridge Academy. After gaining a qualifying year mark, students will be 
admitted to write the national examination at an approved venue. Read our N4-N6 Exam letter for information 
on writing the exams.

Need assistance with gaining practical work experience?
We give support and advice to our N4 – N6 students who are busy with their National Qualifications and who 
want to apply for their National Diplomas at the end of their studies.  While we focus on our N6 students, we also 
assist our N4 and N5 students by explaining the criteria so that if they do have an opportunity to gain practical 
work experience at an employer, they already have the necessary information regarding the requirements.
We also provide our N4 – N6 students  with the necessary documentation to be able to apply for the 18 month 
work integrated learning programme at a suitable employer. This documentation includes: Guidelines to the 
student on how to apply for the National Diploma; Letter to the employer; Checklist per subject for the student 
and employer.
For students who are looking for work integrated learning opportunities, we also recommend having a look at 
the DHET’s placement service: https://webapps.dhet.gov.za/iWIL.
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Course CODE
EN4099-04

Duration
12 months

Requirements
Matric with Computers (CAT/IT) OR Introductory 
Computer Practice N4

Course subjects
Office Practice N4
Communication N4
Information Processing N4
Computer Practice N4

Status
National Qualification accredited by the QCTO
(SAQA ID 66876)

NATIONAL CERTIFICATE: N4 MANAGEMENT ASSISTANT (COMPUTER PRACTICE)

This national certificate course equips you with the fundamental skills you need to pursue an administrative 
career, while placing an emphasis on computer practice. This course is a good option if you want to work 
in an office administration environment, and you need to develop or improve your computer skills.

Assessment and award
• Three assignments per subject 
• One exam per subject 

Upon completion of this course, students will be awarded 
a Certificate of Achievement: N4 Management 
Assistant from the DHET.

Fees 
Please contact us for course fees or visit our website:

*Please note that the registration fee shown applies to South African 
students only. Foreign students are required to pay a non-refundable 
R2400 deposit instead of a registration fee.
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Course CODE
EN5099-04

Duration
12 months

Requirements
N4 Management Assistant

Course subjects
Office Practice N5
Communication N5
Information Processing N5
Computer Practice N5

Status
National Qualification accredited by the QCTO
(SAQA ID 66956)

Assessment and award
• Three assignments per subject 
• One exam per subject 

Upon completion of this course, students will be awarded 
a Certificate of Achievement: N5 Management 
Assistant from the DHET.

Fees 
Please contact us for course fees or visit our website:

*Please note that the registration fee shown applies to South African 
students only. Foreign students are required to pay a non-refundable 
R2400 deposit instead of a registration fee.

NATIONAL CERTIFICATE: N5 MANAGEMENT ASSISTANT (COMPUTER PRACTICE)

This course builds on what you learned in the previous level, and further prepares you for a career in 
office administration by focusing on computer skills. It also equips you with more advanced skills in 
communication and office practice.
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Course CODE
EN6099-04

Duration
12 months

Requirements
N5 Management Assistant

Course subjects
Office Practice N6
Public Relations N5
Information Processing N6
Computer Practice N6

Status
National Qualification accredited by the QCTO
(SAQA ID 67001)

Assessment and award
• Three assignments per subject 
• One exam per subject 

Upon completion of this course, students will be awarded 
a Certificate of Achievement: N6 Management 
Assistant from the DHET.
After students have completed this course, and submitted 
proof that they have gained 18 months of relevant practical 
experience, they will be awarded a National N6 Diploma 
from the DHET.

Fees 
Please contact us for course fees or visit our website:

*Please note that the registration fee shown applies to South African 
students only. Foreign students are required to pay a non-refundable 
R2400 deposit instead of a registration fee.

NATIONAL CERTIFICATE: N6 MANAGEMENT ASSISTANT (COMPUTER PRACTICE)

This course builds on the knowledge and skills you gained in the previous levels, and further prepares 
you for a career in office administration. If combined with 18 months of relevant practical experience, 
this course can also lead to a National Diploma. 
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what is computer studies?

Computer studies is a broad field that covers not only basic computer 
skills, but also specialised areas such as computer engineering and 
information systems. 

Basic computer skills: These include how to operate a computer, 
how to use word processing and spreadsheet programs, how to 
print documents, how to send email, and how to browse the internet 
using a computer. These are the skills that you need to work in 
almost any job in an office environment.
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This depends on which course you choose to study. Here are some examples: 

Skills Certificate in Computer Studies or your National Certificate (Management Assistant):
You will have the basic skills that you need to operate a computer efficiently in the office environment. 
Depending on your other skills, qualifications, and experience, this may help you to secure an 
office-based job in various fields of work. Also, if you have completed your National Certificate 
(Management Assistant), you may be able to apply for a variety of administrative positions, such as 
office administrator, personal assistant (PA), receptionist, or secretary.

Once you have completed the National Certificate: N6 Management Assistant, and gained 18 
months of relevant practical work experience, you can also apply for your National N6 Diploma.

Skills Certificate in Computer Information Systems:
You will have basic theoretical knowledge of various aspects of IT, and you will be able to decide 
whether you want to pursue further studies in Computer Information Systems. 

Adobe CC:
You will have the basic skills that you need to work in the field of graphic or web design, depending 
on which of the courses you chose to study. You will also be ready to take your Adobe certification 
exams in your chose area of study. 

What Career opportunities are available?
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WHY STUDY A COMPUTER COURSE WITH OXBRIDGE 
ACADEMY?
With basic computer knowledge being a vital skill for professionals, the 
basic computer courses open up a world of opportunity for students 
who have no previous experience using a computer.

Star student, 31-year-old Boipelo Molosiwa from Bloemfontein 
(who achieved a final mark of 84%) studied the online computer 
concepts course with Oxbridge Academy, and she explains why she 
recommends the course to other students.

Read Boipelo Molosiwa’s story

With the more complex courses, you gain a solid foundation in your 
chosen area of IT, and you either prepare for a career, or you learn 
enough about a field to make an informed decision about pursuing a 
career in that direction.
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“I enjoyed studying with the college, because they were in 
contact with me, even at times when I wanted to give up. My 
assignments were very challenging, it was not easy. Many people 
say distance learning is not possible. I continued working hard 
and I made it possible. My books, assessments came in time and 
my certificate.” 

  - Sophie Mafohla

what our students have to say

Click Here to Read More Comments

16Computer Courses Brochure

https://www.oxbridgeacademy.edu.za/reviews/


What is the registration fee?
The registration fee represents an initial 
deposit, and contributes towards the activation 
of your course. Payment of the registration fee 
secures your Welcome Pack, which includes:

• Your personalised student card
• Your registration letter and information pack
• An outline of your payment plan
• A study programme
• Distance Learning Survival Guide

Note:
Your registration will only be complete once 
you have paid the registration fee and have 
undertaken to pay the balance of the course 
fees in monthly instalments. (You also have 
the option to pay your course fees in full up 
front.)click here to register online

HOW DO you REGISTER FOR A COURSE?
Choose one of the options below:

• Download and complete the registration 
form, and send us your registration form and 
proof of payment via post or email:

• Post:  PO Box 12723, Die Boord, 7613

• Email:  registrar@oxbridgeacademy.edu.za

OR

• Call our Student Advisors on 021 1100 200 
to register via telephone

OR
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WHAT MAKES US DIFFERENT?
• We are committed to ‘effortless excellence in education.’

• We provide you with a free ‘Distance Learning Survival Guide’ when you 
register for your course. 

• Our courses are constantly updated, and are designed to equip you with 
workplace-relevant skills. 

• Our study material is specifically designed to meet your needs as a 
distance learning student.

• Our study material is provided in a user-friendly format, is designed to 
meet international standards, and is included in the course fees.

• Our industry-expert tutors are highly qualified, and are available to provide 
you with academic support via email. 

• Our fees are affordable, and can be paid in interest-free monthly 
instalments.  

OUR VISION 

To be recognised as 
a leader in the field 

of distance education 
and supported 

learning 
by clients, regulatory 

bodies and 
employees.
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ADVERTISING & MARKETING MANAGEMENT

ASSESSOR & MODERATOR 

BOOKKEEPING & ACCOUNTING

BUSINESS MANAGEMENT

CHIDHOOD DEVELOPMENT

COMPUTER STUDIES

CONTACT CENTRE OPERATIONS

ENGINEERING STUDIES

EVENTS MANAGEMENT

HEALTH AND WELLNESS 

HUMAN RESOURCE MANAGEMENT

OCCUPATIONAL HEALTH & SAFETY (OHS)

PROJECT MANAGEMENT

PUBLIC RELATIONS

PUBLIC SECTOR MANAGEMENT

SECRETARIAL STUDIES

SUPPLY CHAIN & LOGISTICS

TECHNICAL MATRIC & BRIDGING 

TOURISM & HOSPITALITY

STUDY fields at oxbridge academy

19Computer Courses Brochure



Telephone: 
021 110 0200 

Fax: 
021 883 2378  |  021 883 2795

Postal address:  
PO Box 12723, Die Boord, 7613

Physical address: 
The Vineyard, cnr Devon Valley and Adam Tas Road, Stellenbosch, 7600

Email:  
info@oxbridgeacademy.co.za  

Website: 
www.oxbridgeacademy.edu.za

Contact Details

Co
py

rig
ht

 ©
 O

xb
rid

ge
 A

ca
de

m
y

https://www.oxbridgeacademy.edu.za

	Forward 8: 
	Page 1: 

	Home 6: 
	Page 2: 
	Page 3: 
	Page 4: 
	Page 5: 
	Page 6: 
	Page 7: 
	Page 8: 
	Page 9: 
	Page 10: 
	Page 11: 
	Page 12: 
	Page 13: 
	Page 14: 
	Page 15: 
	Page 16: 
	Page 17: 
	Page 18: 
	Page 19: 

	Button 9: 
	Page 2: 
	Page 3: 
	Page 4: 
	Page 5: 
	Page 6: 
	Page 7: 
	Page 8: 
	Page 9: 
	Page 10: 
	Page 11: 
	Page 12: 
	Page 13: 
	Page 14: 
	Page 15: 
	Page 16: 
	Page 17: 
	Page 18: 
	Page 19: 

	Forward 6: 
	Page 2: 
	Page 3: 
	Page 4: 
	Page 5: 
	Page 6: 
	Page 7: 
	Page 8: 
	Page 9: 
	Page 10: 
	Page 11: 
	Page 12: 
	Page 13: 
	Page 14: 
	Page 15: 
	Page 16: 
	Page 17: 
	Page 18: 
	Page 19: 

	Button 4: 
	Button 5: 
	Button 6: 
	Button 7: 
	Button 8: 
	Button 10: 
	Page 20: 



