
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Legal 
Professional 
Assistant 

Grade 10, 11, 12 + 
The following 
Skill set: 



Legal Professional Assistant. 
 

Course Duration: 1 - 3 years 
Course Description:  Beginner, 

Intermediate,   
Advanced. 

 

   Course overview:  Beginner. 
• Office Practice. 1 
• Communication. 1 
• Information Processing. 1 
• Mercantile Law. 1 
• Legal/Business English. 1 
• Communication Skills.  
• Office 360. 
• MS TEAMS.  
• Office Communication. 1 
• Excellence in Service. 1 
• Business Etiquette. 1 
• Organisational Skills. 1 
• Organisational Skills. 1 
• Time management. 1 

 
 

 
 
 



Course overview: Intermediate. 
 

• Office Practice. 2 
• Communication. 2 
• Information Processing. 2 
• Legal Practice. 2 
• Office Practice. 2 
• Communication. 2 
• Information Processing. 2 
• Mercantile. 2 
• Legal/Business English. 2 
• Communication Skills.  
• Office 360. 
• MS TEAMS.  
• Office Communication. 2 
• Excellence in Service. 2 
• Business Etiquette. 2 
• Organisational Skills. 2 
• Organisational Skills. 2 
• Time management. 2 

 

 
 
 
 
 
 
 



Course overview:  Advanced. 
 

• Office Practice. 3 
• Communication. 3 
• Information Processing. 3 
• Mercantile Law. 3 
• Legal/Business English. 3 
• Communication Skills.  
• Office 360. 
• MS TEAMS.  
• Office Communication. 3 
• Excellence in Service. 
• Business Etiquette. 3 
• Organisational Skills. 3 
• Organisational Skills. 3 
• Time management. 3 

  



 We also provide other skill sets to choose from 
 

• Robotics 

• Machine Learning 

• Computer coding 

• Computer Gaming 

• Graphics Design 

• Website Design 

• Beautician & Hair 

• Nails & Make Up 

• Electrical Vehicle and AI 

• Legal Professional Assistant 

• Admin Professional Assistant 

• Green Renewable Energy (Solar) 


