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Whether you are just entering the workforce or you have been working as an administrative assistant 
and want to push your career to the next level, our PA Diploma can provide you with the insight, skills 
and knowledge you need to succeed in this busy career.

Become a top class administrative assistant or personal assistant by taking this online course, made up 
of twenty one modules and only taking fifteen hours to complete.

Introduction to PA Diploma Course

This information packed course is designed for anyone who wants to push their career forward and 
improve their productivity as an administrative assistant or PA. The course covers an extensive range of 
topics spanning over twenty one levels.

During this top quality course, you will learn the importance of diary management, you will learn effective 
time management skills and why customer care is such an important aspect of your job description.

In addition to this, you can learn the basics of petty cash handling, how to use the software you need to 
complete your tasks effectively and so much more.

The good news is that there are no entry requirements to complete this course. You don’t need any 
particular educational or work experience, just a desire to learn, improve your knowledge and skills and 
succeed in your chosen career moving forward.

Once you choose the Admin & PA Diploma and your payment is received, you will be able to start learning 
straight away. Everyone studies at different paces, which is why this course is such a good opportunity, 
enabling you to work full time and study in your private time. On completion you will need to complete 
a multiple choice test and on passing, you have the ability to download and print your certificate which 
is recognised by industry leaders.



“Every course comes with easy to understand, 
yet detailed lessons created by experts.”

What You Will Learn

The Admin & PA Diploma comprises of twenty one information packed modules for you to learn and 
gain knowledge from. In total the modules should take around fifteen hours to complete, bearing in 
mind that everyone studies at different paces and some people will have more time to study than 
others. The essential modules in this course include:

  Introduction to the PA Course – This module teaches you about the role and the responsibilities 

     that will be expected from you as an administrative assistant or personal assistant.

  Diary management – In the diary management module you will learn how to effectively schedule 

     appointments while managing dates and times. You will learn how to become creative in designing 

     a user-friendly system.

  Business Letter Writing – This module of the Admin & PA Diploma will provide you with the tools 

     you need to write a good business letter. You will learn how to structure the letter, along with the 

     importance of editing.

  Composing Faxes, Memorandums and Emails – This module will teach you how to compose and 

     send faxes, how to write memorandums and how to compose and send emails.

  Telephone Skills as a PA – You will learn how to make phone calls and speak in a professional 

     tone in this module. You will also be given tips on how to communicate over the phone, along with 

     mistakes that you need to avoid.

  Hotel and Travel Arrangements – During this module you will learn to identify what to look for when 

     booking a hotel for business travel, along with things you should avoid.

  Filing Systems – You will learn how to set up a good filing system, how to categorise, sub-categorise 

     and manage your filing system effectively.

  Time Management Skills – This module is essential to your productivity as a PA and will teach you 

     how to manage your time effectively and what you need to avoid when trying to complete tasks.

  Invoicing/Petty Cash – The invoicing/petty cash module will teach you how to create and send 

     invoices and how to handle petty cash effectively.

  Customer Care – As a PA, it is essential that you understand how important customer care is to a 

     business. You will be dealing with customers daily and you need to know what you should be 

     avoiding and how to represent your company in a professional manner at all times.



“Study the course anywhere / any time on 
PC, mobile and tablet. You can even learn on 
your way to work!”

Benefits of the Admin, PA & Secretarial Diploma

The Admin & PA Diploma will provide you with a host of skills and knowledge you will be able to use 
on a daily basis. There are a number of benefits to completing the Admin & PA Diploma:

There are no entry requirements; you don’t need any particular educational or work experience 
level to apply for this learning diploma.

You can fast track your career by having the certification, knowledge and skills you need to 
progress in your career.

You will learn how to be an effective administrative assistant or PA.

You will learn how to boost your productivity with time management solutions.

You get to study at your own pace.

You can access the learning modules from anywhere at any time.

Print your certificate which is recognised by industry leaders.

  Customer Complaints Management – Dealing with customer complaints can be a daunting task, 

     but this module will teach you how to handle customer complaints effectively.

  Work Planning – How to work to a schedule to achieve the best results.

  Document Presentation and Proofreading – How to present documents in a professional manner.

  Confidence Building – How to build your confidence in the working environment.

  Typing and audio skills – Improving your typing skills.

  Organise Effective Meetings – Understanding the importance of meetings and what they achieve.

  Microsoft Outlook, PowerPoint, Excel and Word – Learn the basic computer software you need to 

     know to perform at your best on a daily basis.

  Customer communication and Reception skills – Learn the importance of effective communication 

     and reception skills.



NUS Card

All New Skills Academy students are eligible 
to apply for a NUS card which entitles you to 
great student discounts at a number of high-
profile retailers.

newskillsacademy.co.uk

FAQs

WHO CAN TAKE THE COURSE?
Anyone who has an interest in learning more about this subject matter is encouraged to take 
the course. There are no entry requirements to take the course.

WHAT IS THE STRUCTURE OF THE LEVEL 3 ADMIN, PA & SECRETARIAL DIPLOMA COURSE?
The course is broken down into 21 individual modules. Each module takes between 20 and 
90 minutes on average to study. Although you are free to spend as much or as little time as 
you feel necessary on each module, simply log in and out of the course at your convenience.

WHEN/WHERE CAN I STUDY THE COURSE?
You can study the course any time you like. Simply log in and out of the web based course as 
often as you require. The course is compatible with all computers, tablet devices and smart 
phones so you can even study while on the move!

IS THERE A TEST AT THE END OF THE COURSE?
Once you have completed all 21 modules there is a multiple choice test. The questions will be 
on a range of topics found within the 21 modules. The test, like the course, is online and can 
be taken a time and location of your choosing.

WHAT HAPPENS IF I FAIL THE TEST?
If you don’t pass the test first time you will get further opportunities to take the test again 
after extra study. There are no limits to the number of times you can take the test. All test 
retakes are included within the price of the course.

WHEN WILL I RECEIVE MY CERTIFICATE?
Once you have completed your test you can log in to your account and download/print your 
certificate any time you need it. If you would prefer us to post you a certificate to a UK address, 
there will be an admin charge of £10 (certificates sent internationally may cost more).

WHAT IS THE PASS MARK FOR THE FINAL TEST?
The pass mark for the test is 70%.



HOW CAN I PAY?
You can either use your Visa, MasterCard, American Express, Solo cards or PayPal account to 
pay for the online course. Our site uses the latest SSL encryption to ensure your safety. All 
payments are handled securely by PayPal.

HOW LONG AFTER PAYMENT CAN I BEGIN THE COURSE?
You can begin the course immediately after your payment has been received. You will create 
your login details during the checkout process. We will also send you an email confirming 
your login details.

HOW LONG IS MY CERTIFICATE VALID FOR?
Once you have been awarded your certificate it is valid for life. The certificate does not expire 
or need renewing.

HOW LONG DOES IT TAKE TO COMPLETE THE LEVEL 3 ADMIN, PA & SECRETARIAL DIPLOMA COURSE?
We estimate that the course will take about 15 hours to complete in total, plus an additional 
30 minutes for the end of course test.

CAN I APPLY FOR A NUS CARD?
Yes. All New Skills Academy students can apply for an NUS card. Details of how to do so will 
be available in your account once your order has been processed.

So far I am really enjoying the course. the details were sent through to me within 4 hours, even though 
there was up to a 48 hour wait.

This course is very well structured and has many helpful features, such as the recap option for each 
module, and the summary section at the end of each module.

I will definitely be recommending this course.

MELISSA NEWLIN
HENLOW

What Students Have to Say

A great course to introduce and explain the roles and responsibilities of the PA and Administrator, or as 
a refresher to those wishing to return to the workplace.

The modules are jargon free and clearly laid out with exercises to complete at your own pace. There are 
useful notes and lists that help to make time management easier in the busy work environment.

I am impressed that the modules can be downloaded, saved or printed for future reference – many other 
courses do not offer this.

I have almost completed my Admin & PA Diploma and it has given me the confidence to apply for my first 
admin job in some years.

MERYL MCMORRAN
ISLE OF WHIT



This is a good overview with useful hints and tips covering a broad range of administrative activities and 
the tools to assist in effectively carrying out these activities. Even as a seasoned administrator, I was able 
to learn new tips and functions within the tools that I was unaware of to make my role more effective.

Having just completed the Admin & PA diploma I feel far more equipped to start a new career. From covering 
the basics, to recapping on things forgotten to introducing new concepts this course has something for 
everyone.

I started this course a few weeks ago and I find it very informative and useful. There was so much about 
being a PA that I didn’t know.

This course has changed my life. It has opened a lot of door and when I apply for jobs it adds distinction 
to my CV.

It is easy to take time out after work or on a Sunday and it never gets boring. Your mind is filled with new 
skills and more information that you would love too use in the real world.

I cannot fault this course. I am now applying for University and completing this course will show how 
dedicated I am to learning.

Whilst on maternity leave I started thinking about in what capacity I’d go back to work, and if there was 
something different I could do. I came across reed courses and chose this course in PA and Admin and 
another in HR.

I was so happy they were on offer! I chose them because the course modules were comprehensive.

I can sit and do modules with my newborn son on my lap via my iPhone. It’s so handy, the modules are 
clear and concise.

I’m so happy I chose this course. I can’t wait to add it to my CV and see what jobs I can get.

I’ve just completed the Level 3 Admin & PA Diploma!

I found the course informative and user friendly to navigate. I had the chance to refresh the skills I already 
possessed and it introduced me to new ideas and information. It was a good opportunity for me to update 
my skill set.

A very useful course with the topics very well presented and easy to read and follow. I was able to easily 
slot the course into my schedule and enjoyed setting time aside to work my way through. I would definitely 
recommend this course to those wishing to learn something new and for those wishing to sharpen up on 
previous knowledge.

MARINDA BENSKIN
LONDON

SHELLEY TOMKINS
LONDON

EVA VANDYL
LONDON

FAITH BOLOGUN
ILFORD

HOLLY HORTON
ESSEX

JENNY MCCONNELL
UK



I passed my admin course. It was very clear, so I found it so easy to understand and take in all the 
information. Thank you

I was desperate to get out of my current job but didn’t quite have the right skills to move on to another job. 
I am so glad I chose this course as it has allowed me to gain much needed skills and opened many doors 
in my career development.

The course was really easy to access, very clear and easy to read.

Packed with information about so many different topics and situations you may be in as a PA. Helped lots 
of Microsoft too which I didn’t know about. Very glad I did this course as I have learnt a lot of new things 
that I didn’t even know you could do online.

I will be looking in to starting new courses with New Skills Academy as it really was so well presented, great 
support if you needed it and can access it anywhere and continue at any time, thank you.

As a PA of a very fast moving company, having many situations thrown at me day to day, I decided to take 
the Level 3 Admin & PA Diploma course to ensure I was up to scratch within my job role. Although I knew a 
lot of what was within the course, there were many topics I hadn’t had to use before but since had to.

I found the course very easy to understand and relate to. It was interesting and factual which is brilliant for 
anyone that would like to improve their PA skills or for someone starting out as a PA.

I enjoyed the course and feel I have bettered myself and my job role as a PA.

I can only say that I enjoyed doing this course and highly recommend it to everybody. It’s very easy to use 
the website and you can access all the information you need to learn. I’m feeling confident with my career 
change choice.

I found this way of learning perfect for me, as I could study at my own pace in the comfort of my home plus 
a great teaching layout for each module. Clear and easy to follow studying method of the 21 modules. This 
course is very well written and understandable. There is a lot of important information, all the chapters are 
well proportioned and enjoyable to read and understand and doesn’t take too much time.

I really enjoyed learning about new things of every each modules which give me chance to summarise all 
the important parts in each module. I can recommend this course to anyone who would be interested in 
admin and PA.

JANET NANTOMAH
LONDON

SAFFRON GEE
GRANTHAM

JESSIE DILLON
LONDON

LINZY SMALL
OXFORD

ELENA CRAMP
CHICESTER

Very well organised via Modules. It was extremely helpful. I learned a lot of new and interesting things.

I especially liked those modules with ‘homework’ at the end. It might be better if every module has some 
extra tasks for practice.

DARINA KOSTADINOVA
LONDON



I was already quite proficient in many areas that this course covers as I have worked similar jobs before 
but felt I could benefit from a qualification. This is a very in depth course that covers all areas of being a 
personal assistant, even ones that I wouldn’t have ever considered needing to learn.

The in-depth learning has built my confidence to put myself out there and try to get back into this career 
path. I particularly found the section on faxing to be very useful as it’s something that is done in most 
offices that I’ve found it difficult to come to grips with in the past.

I am already eyeing up more courses on the site and will be sure to give them a try soon.

Really helpful course, it covers all the main aspects to become a successful PA. I was looking for an admin 
course where I can improve a new side of my professional career and this course had everything I needed. 
It gives you everything from basic computer knowledge to tips for the day to day basics like answering the 
phone or how to create a memo or book your boss’ travel arrangements. It offers a clear structure with all 
the main subjects divided into short modules, easy to study that way, and it gives you examples in real life 
as well as practice exercises that help you to understand everything. With support during all the course and 
access during a whole year, you cannot ask for more value for money! Totally recommended!

I really enjoyed this course. Was a lot of reading and had to stop and try to take it in.

There were 21 modules, and most of them took 45 minutes to complete, so you need to be in a position, 
where you actually have the time to do all the tasks that are required. The tasks are mainly to do things by 
yourself to practise what you have just read, but doing it will help you out so much.

Will be looking for another course, as I enjoyed this so much, definitely worth the price as the certificate is 
worth more on your CV.

This course was very easy to follow. Any assistance needed was quickly and professionally sorted.

The modules were great. I am a complete novice in this area of studying but was able to follow each module 
at my own pace and review.Thoroughly recommend this to anyone seeking employment in this area. You 
get a recognised certificate at the end! What is also useful is you can revisit modules and refer back to even 
after the course.

There is an exam at the end which was quite hard but it ensures you have read each module carefully so 
you fully understand.
This course is a must for anyone wanting to undertake Admin or PA work. I passed and can now apply for 
this type of work with confidence!!

In one word ‘Fantastic!’

MARIA CASEY
WIGAN

ALICIA PRENDA
EDINBURGH

DANIELLE BOOTH
LEICESTER

SAMANTHA SMITH
TENTERDEN

Have purchased an online training course for an excellent price and I am very happy with the modules, 
presentation and interesting details contained in the course.

ANDREA BERTA
LONDON
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