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Certificates awarded upon successful completion! 

LEARN THE FOLLOWING SKILLS: 

A p p ly  To d ay !  

LARE Institute 
NOW AVAILABLE! 

Grants to qualifying Students 

 Business  Technology Program!  

Business Technology Program: 600 Hrs (24 weeks)  

Graduates of this program may find entry level positions as Customer Service 

Representatives, Administrative Assistants, Office Assistants, Support Staff 

persons, Administrative Clerks, or other job options in various                                     

office and/or company environments. 

Students will learn: 

• Windows File Management 

• General Office Procedures 

• Email 

• Internet 

• Windows Operating                 
System 

• Customer Service 

• Formatting Documents 

• Spreadsheets 

• Bookkeeping 

Upon passing certification exams, Students can earn the 
following certifications:    

• Microsoft Word 2019  

• Microsoft Excel 2019  

 

• Customer Service 

•  QuickBooks  

Contact 

Mary Javier  

978-685-2151 Ext. 6710 

G e t  S ta r t e d !  

MaryJavier@AmericanTraininginc.com 

LARE  Inst i tute  


