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ABOUT OFSYS

EDUCATION

OFSYS Education is a trusted institute dedicat-
ed to empowering individuals through practical,
job-oriented education. With a team of experi-
enced professionals and a network of successful
graduates, we have been providing quality train-
ing tailored to industry needs and supporting
our students’ career aspirations.

-OUR VISION

To be a globally respected educa-
tion leader, dedicated to preparing
skilled, career-ready professionals
who contribute meaningful value
to organizations and communities
worldwide.

~- OUR MISSION

Our mission is to deliver quality
professional education with indus-
try-focused curriculum and expert
faculty, equipping students with
skills, confidence, and adaptability
for a dynamic workplace.

WHY CHOOSE

OFSYS?

We offer industry-focused training with courses
designed through employer input to ensure
practical applicability, guided by expert faculty
with years of experience and industry insight.
Our modern facilities provide hands-on practice
with the latest software and classroom technol-
ogies, while career support includes resume
building, mock interviews, and 100% placement
assurance. With flexible batches available on
weekdays and weekends, students can choose
schedules that suit their convenience. Addition-
ally, personalized attention is ensured through
small class sizes that promote interactive and
focused learning.

WHY OFFICE
ADMINISTRATION?

Office administrators are vital to efficient
business operations, serving as the backbone of
organizational management. Their expertise
ensures smooth day-to-day functioning, effec-
tive communication, and proper coordination
across departments. The demand for skilled
professionals in this field is constant across all
sectors, as businesses rely on capable adminis-
trators to handle documentation, scheduling,
client relations, and office technology with
precision and professionalism.
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3-MONTH INTENSIVE
PROGRAM

The 3-month intensive program offers fast-track,
skill-focused training with a blend of theory and
hands-on practice. Guided by expert faculty and
project-based learning, it equips students with
industry-ready skills and confidence for immedi-
ate career opportunities.

HANDS ON TRAINING
WITH MODERN TOOLS

We provide practical, hands-on training using
the latest tools and technologies to ensure
students gain real-world experience. This
approach bridges the gap between theory and
practice, helping learners build confidence,
master industry-relevant skills, and stay updat-
ed with modern workplace requirements.

CERYIFICATION ON
COMPLETION

The 3-month intensive program offers
fast-track, skill-focused training with a blend of
theory and hands-on practice. Guided by expert
faculty and project-based learning, it equips
students with industry-ready skills and confi-
dence for immediate career opportunities.

REAL WORD ASSIGNMENT
AND PROJECTS

We emphasize learning by doing through
real-world assignments and projects that mirror
actual industry challenges. This approach allows
students to apply classroom knowledge to prac-
tical situations, develop problem-solving skills,
and gain hands-on experience that prepares
them for professional roles with confidence and
competence.
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SYLLABUS SNAPSHOT

Introduction to Office Administration

Office Management

Project/ Seminars

Communication Skill

Record keeping and filing

Time Management & Organization behaviour

Human Resource and personnel Management

Interview training

Personality development

Goal Setting

Advanced Sales strategies

Spoken English Training

Microsoft Word/Excel/Presentation

Ai Integrated working Environment
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RECEPTIONIST

OFFICE ASSISTANT

EXECUTIVE SECRETARY

FRONT OFFICE EXECUTIVE
ADMINISTRATIVE COORDINATOR

CONTACT US

CENTRAL COMPLEX, TRAFFIC JN Kozhikkode
Road, ShantiNagar, Perinthalmanna
ofsysedu.com | info@ofsysedu.com

+91 90727 37458




