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WE HAVE BUSINESS & COMPUTING TRAINING OPTIONS FOR BUSINESSES. THESE
INCLUDE PART-TIME COURSES FOR ADULTS EITHER STARTING OUT OR DEVELOPING
FURTHER PROFESSIONAL SKILLS IN THE SECTOR, FULL-TIME COURSES FOR YOUNG
PEOPLE EMBARKING ON A CAREER AND APPRENTICESHIPS FOR THOSE AGED 16+.
We value both the reputation we have built up for the quality of our training across our
business and computing specialisms, and our working relationships with organisations
of all sizes in the region.
Your organisation can benefit from:
•	
Apprenticeships: We can help you to recruit an Apprentice or support your existing
staff with an Apprenticeship Programme. If you pay the Apprenticeship Levy, we
can also support you in accessing the benefits. Apprenticeships are open to anyone
16+, including those who have high level qualifications in other career areas. Most
apprentices attend College on a day release basis, spending four days at work. For
more information, please see pages 08-09.
•	
Short courses: Ensure staff have relevant professional skills with our range of short
courses such as Customer Service including WorldHost, Accounting Software, Web
Design or how to present professionally to name a few. For more information, please
see pages 05-06.
•	
Part-time vocational courses: These are a great way for staff to upskill. Our part-time
courses range from 30 hour basic IT courses to develop MS Office skills, through to the
professional ILM Leadership & Management Level 5 Diploma studied for 3 hours per
week over 1 year. For more information, please see pages 05-07.
•	
Tailor made courses: We work with employers to support specific training needs and
create bespoke courses if required.
•	
Full-time courses for 16-19 year olds: Our close relationships with employers are
vital for work placements required on our Business & Computing vocational courses.
Placements take place either one or two days per week across 26 weeks each year
of their course, and through block placements in June, July and August. For more
information, please see pages 10-11.

“

‘Rance Booth Smith Architects have welcomed several students from Shipley College
for work placements since 2013. They have undertaken a wide variety of tasks, which
helped us whilst giving the students really good experience in a busy architects’
office. We were so impressed with one of the students that we arranged for him to
come back and do some additional days with us!’
Gillian Harrison,
Office Manager, Rance Booth Smith Architects
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•	
Community learning options: We work closely with local community centres to offer
courses from 1 day to 20 weeks, such as keeping safe online, customer service and
basic IT courses.
We are looking forward to working with you and would welcome the opportunity to
discuss your requirements further.
Heather Savage
Head of Business & Computing

Linda O’Donnell
Head of Business Development
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FACILITIES

SHORT COURSES

OUR BUSINESS & COMPUTING COURSES TAKE PLACE IN OUR MAIN CAMPUS
IN SALTAIRE AND SOME CAN BE RUN AT YOUR PREMISES, IF REQUIRED.

ACCOUNTING &
BOOKKEEPING

COMPUTING & IT

AAT ACCESS AWARD IN BOOKKEEPING LEVEL 1

ECDL LEVEL 1

AAT ACCESS AWARD IN ACCOUNTING
SOFTWARE LEVEL 1

ECDL LEVEL 2

Our students and apprentices have access to professional standard hardware & software,
the Learning Resource Centre in our Exhibition Building and our teaching staff
share up-to-date industry knowledge.

7 week course, fee at January 2019 £175
This qualification gives a solid background
in single entry bookkeeping, as well as an
understanding of the role of the bookkeeper,
including the need for confidentiality and
accuracy.

7 week course, fee at January 2019 £175
This course offers the opportunity to develop
skills in using accounting software. It can offer
a route in to employment, support you in your
existing work or help you to pursue further
study with AAT.

AAT FOUNDATION AWARD IN ACCOUNTING
SOFTWARE LEVEL 2
4 week course, fee at January 2019 £175
Learn accounting software using Sage.
Assessment will be by one exam. Progression
options include the AAT Foundation Certificate
in Accounting Level 2.

15 week course, fee at January 2019 £120
Ideal for those who are keen to gain a
qualification in computing to help demonstrate
or improve their knowledge. Units include
Microsoft Word, Excel and PowerPoint, with
an exam in each unit.

20 week course, fee at January 2019 £170
This course promotes the efficient use
of popular office application software
including word processing, spreadsheets and
presentations. It can provide a basis for going
on to study at a higher level.

STEP IN TO WEB DESIGN
5 week course, fee at January 2019 £79
This beginners course introduces web design
with WordPress using basic HTML code. At the
end of this course, you will be able to develop
simple WordPress web pages and be confident
to update and maintain pages.

AAT FOUNDATION CERTIFICATE IN
BOOKKEEPING LEVEL 2
13 week course, fee at January 2019 £350
Study two units in bookkeeping transactions
and bookkeeping controls. To achieve this
qualification two unit assessments will need
to be successfully completed.
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CUSTOMER SERVICE
WORLDHOST PRINCIPLES OF
CUSTOMER SERVICE

1 day course, fee at January 2019 £90
(This course can be offered free,
depending on eligibility)
Gain the skills and knowledge necessary to
deliver excellent customer service. Learn
about the role of all staff in delivering
outstanding customer care, giving
positive first impressions, and developing
communication & listening skills to create
excellent rapport with customers.

CITY & GUILDS CUSTOMER
SERVICE LEVEL 2 CERTIFICATE

2 day course, fee at January 2019 £250
(This course can be offered free,
depending on eligibility)
Ideal for those working or intending to work
in a customer service role with day-to-day
interaction with customers. Learn how to
meet the needs of the customer, deliver
a great customer experience and handle
complaints effectively.

LONGER PROFESSIONAL COURSES CONTINUED...
LEADERSHIP & MANAGEMENT
The following courses can be delivered on employer premises and designed
collaboratively to suit the needs and timescales of your organisation.

ILM LEADERSHIP & TEAM
SKILLS LEVEL 2 AWARD

LONGER PROFESSIONAL COURSES

6 week course, fee at January 2019 £300
Ideal for those already in a team leader/
supervisory role or wishing to make the
transition from working in a team to leading a
team. This nationally recognised qualification
will help team leaders become more effective,
boost confidence and help to improve the
team’s performance.

ACCOUNTING & BOOKKEEPING

ILM LEADERSHIP & MANAGEMENT LEVEL 3

AAT FOUNDATION CERTIFICATE IN
ACCOUNTING LEVEL 2

1 year course, fee at January 2019 £1265
Study five units in bookkeeping transactions,
bookkeeping controls, elements of costing
and working effectively in accounting and
using accounting software. To achieve this
qualification, successful completion of
four unit assessments and one synoptic
assessment is needed.

AAT PROFESSIONAL DIPLOMA IN
ACCOUNTING LEVEL 4
1 year course, fee at January 2019 £2573
Study three compulsory units (financial
statements of limited companies,
management accounting, budgeting &
management accounting, decision & control)
and two optional units. To achieve this
qualification, successful completion of all five
units and one synoptic assessment is needed.

AAT ADVANCED DIPLOMA IN
ACCOUNTING LEVEL 3

1 year course, fee at January 2019 £2573
Study six units advanced bookkeeping,
final accounts preparation, management
accounting: costing, indirect tax, ethics for
accountants and spreadsheets for accounting.
To achieve this qualification, successful
completion of four unit assessments and one
synoptic assessment is needed.
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Award is a 9 week course,
fee at January 2019 £405.

Certificate is a 16 week course,
fee at January 2019 £720.
Diploma is a 1 year course,
fee at January 2019 £1800.

ILM PRINCIPLES OF MANAGEMENT &
LEADERSHIP LEVEL 5
Award is a 9 week course,
fee at January 2019 £495.

Certificate is a 16 week course,
fee at January 2019 £875.
Diploma is a 32 week course,
fee at January 2019 £2300.
Suitable for professional managers from
all sectors and sizes of organisations with
practical experience who also wish to develop
knowledge of current management theory.
Topics include how to lead and manage
effectively, understanding organisational
culture & ethics, and improving own
leadership performance & capability.

Ideal for aspiring professionals looking to take
the next step in to line management or for
those with some experience managing a team
or project to deliver clearly defined outcomes.
It focuses on how to organise, manage and
motivate a team, including problem solving,
decision making, planning and implementing
change, communication, and performance
management. Progression options include
Level 4 or 5 Management qualifications.
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APPRENTICESHIPS
Accounting

Business

Computing
& IT

Leadership &
Management

SHIPLEY COLLEGE HAS AN 85%
ACHIEVEMENT RATE VERSUS A
NATIONAL AVERAGE OF 71%

WE HAVE APPROVAL TO RUN APPRENTICESHIPS IN ACCOUNTING, BUSINESS,
COMPUTING & IT AND LEADERSHIP & MANAGEMENT.
WE WORK ACTIVELY WITH LOCAL EMPLOYERS AND ALL OF THESE APPRENTICESHIPS
CAN START AT ANY POINT THROUGHOUT THE YEAR. AN APPRENTICESHIP CAN BE
SUITABLE FOR BOTH THOSE STARTING OUT AS WELL AS DEVELOPING THEIR CAREERS.

AS AN EMPLOYER YOU BENEFIT FROM:
• Simple & cost effective recruitment.
• Filling junior positions, freeing up existing staffs’ time to take on other responsibilities.
• Support & guidance throughout, from recruitment & selection to training & completion.
• Advice on costs & funding including the Apprenticeship Levy.
You will be in safe hands - we have a successful track record delivering apprenticeships to small
and medium sized organisations. In addition, the way apprenticeships are now funded gives a lot
more flexibility to ensure that the training meets your business needs,
Contact the Business Development Team and our professional, friendly staff will be happy to
provide you with further information or will visit your place of work.
t: 01274 327390
e: employers@shipley.ac.uk
w: www.shipley.ac.uk/employers
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APPRENTICESHIPS WE OFFER:
ASSISTANT ACCOUNTANT LEVEL 3

Develop knowledge and skills with topics
including double-entry bookkeeping, preparation
of final accounts for the sole trader and
partnership, costings, professional ethics,
indirect tax and spreadsheets.

ACCOUNTANCY PROFESSIONAL LEVEL 3

INFRASTRUCTURE TECHNICIAN ADVANCED (LEVEL 3)

Learn about assurance, risk and control,
develop your business acumen and learn how
to apply judgement and make sustainable
business decisions using financial and nonfinancial information.

Develop knowledge and skills in networking &
architecture, mobile & operating systems, cloud
services, coding & logic and business processes.
Learn how to use tools and methods to solve
issues and troubleshoot non-routine problems.

PROFESSIONAL ACCOUNTING TECHNICIAN
LEVEL 4

DIGITAL MARKETER ADVANCED (LEVEL 3)

Develop business awareness and learn about
ethical standards and the regulation and
compliance which govern the industry. Learn
about the industries and environments in which
an organisation operates, including customer
and supplier needs, in order to create and/or
validate financial information.

BUSINESS ADMINISTRATION INTERMEDIATE (LEVEL 2)
Learn the transferable skills, knowledge and
behaviours that can be applied in all sectors.
Duties may include answering calls, inputting
data, arranging meetings and using IT systems.
This is a good stepping stone in to the world of
business.

BUSINESS ADMINISTRATOR LEVEL 3

Develop the business skills required to become
an effective member of an office team. Learn
how to use IT systems to write emails, maintain
records and files, build positive working
relationships and communication skills.

Develop and implement digital campaigns
across a variety of online and social media
platforms. You will learn how to target and
engage your audience using digital and
traditional marketing methods.

TEAM LEADER/SUPERVISOR LEVEL 3

Ideal if you are a Supervisor, Team Leader,
Project Officer, Shift Supervisor, Foreperson
or Shift Manager. This course will help you
manage a team to deliver clearly defined
outcomes and includes project management,
resolving problems and relationship building.

OPERATIONAL/DEPARTMENTAL MANAGER LEVEL 5

Ideal if you are an Operations Manager,
Regional Manager, Divisional Manager,
Department Manager or a Specialist Manager.
This course will help you to create and deliver
operational plans, manage projects, lead &
manage teams, manage change, finances
& resources plus talent management and
coaching & mentoring.

CUSTOMER SERVICE PRACTITIONER LEVEL 2

Learn how to deliver high quality products and
services by demonstrating excellent customer
service skills. This includes offering guidance &
support, meeting & greeting, sales or gaining
insight through measuring customer satisfaction.
Shipley College | 01274 327222 | enquiries@shipley.ac.uk | www.shipley.ac.uk

CUSTOMER SERVICE SPECIALIST LEVEL 3

Develop the skills, knowledge and behaviours
that can be applied in various environments.
Gather & analyse data, utilise organisational
& generic IT systems and manage customer
requests and complaints.
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FULL-TIME COURSES
& THE CENTRE OF EXCELLENCE FOR
BUSINESS (COFE4B)

We have a great range of full-time vocational courses for 16-19 year olds, preparing them
with good maths and English skills as well as sector specific qualifications: Business Retail
Level 2, Business Level 3, Information & Creative Technology Level 2; Software Development
& Programming BTEC Level 3 and Computer Systems & Network Support BTEC Level 3.
Students on the Level 3 courses benefit from the CofE4B, located in Victoria Hall, which is
part of the Bradford District’s Industrial Centres of Excellence (ICE) programme. This is a
collaboration between educational establishments and employers to meet the skills needs
of the Bradford Area.
The ICE works with a board of local employers and many other employers contribute
presentations, masterclasses, competitions, entrepreneurial guidance and one to one
mentoring.
Companies currently involved include Royal Bank of Scotland, Accent Housing,
Incommunities, AdviserPlus, Schofield Sweeney Solicitors, Rance Booth Smith Architects,
Bradford Council, Saltaire Arts Trail and the University of Bradford.

Accent Housing have a regular
spot once a week and work with
our students who are aiming to
run their own businesses.
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HELP DEVELOP FUTURE TALENT
We are keen to work with you to develop your future talent pipeline and to give you scope
for your Corporate Social Responsibility activities. All opportunities are welcomed to ensure
that young people are prepared for future employment.
• Educational visits to your premises and even a 1 hour presentation about your
business/or your career path would be appreciated.
• Work experience (a minimum of 5 days) enables students to experience working life and
our links with employers are crucial to providing these. We will work with you to match our
students’ skills to your needs, so that both your company and our young people benefit.
Many companies welcome the opportunity as part of their recruitment planning for entry
level vacancies.
• Industry placements linked to the new T Levels in Business and Computing
(a minimum of 45 days), please see below.

T LEVELS
In May 2018, Shipley College was identified by the Department of Education, as one of two
West Yorkshire educational institutions to work with them on the development of the new
Level 3 Technical Level qualifications due to launch in September 2020. This development
also relies on collaboration from local employers.
In preparation for the T Levels, our full-time students are needing industry placements
(a minimum of 45 days) which must be related to a career in business or computing.

If you would like to know more, please contact Heather Savage on 07969192449.
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NEWS
STUDENTS SUPPORT SALTAIRE ARTS TRAIL

MEDIA VISITORS INSPIRE STUDENTS

As part of their Business Level 3 work experience, Shahzaman Qureshi
and Amaan Pervaiz, volunteered to catalogue, organise and promote an
exhibition of unique homemade postcards sent in by members of the public.

Students and staff welcomed representatives
from the media industry in to the CofE4B.
Actress, Michelle Hassan, spoke about her
role on an ITV show. ITV Operations Manager,
Manny Grillo, gave students an insight in
to the broadcasting industry, including the
importance of offering diverse programmes
and how music is used within productions.

The postcards were displayed initially at the Saltaire United Reformed
Church and then at The Cellar Trust in Shipley. They were put up for sale
for £5 each to raise funds for The Cellar Trust, a social enterprise based in
Shipley which helps people recovering from mental health problems.
Shipley College’s ‘Knit & Natter’ group and members of the public also
created knitted red ‘creatures’ which were put out around the village over
the Arts Trail weekend for children to discover and take it home!

The students all took part in question and
answer sessions with the guests and gained
great insights and insider information about
working in the media industry.

PREMIER FARNELL TECHNOLOGY CHALLENGE
Visitors to the Premier Farnell Technology Challenge voted for our BTEC Level 3 Software
Development & Programming students to receive the ‘People’s Choice Award’. This was
in recognition of their design for and creation of a piece of assistive technology using the
Raspberry Pi to help people with dementia.
The event, held in Leeds, was arranged by Premier Farnell in association with Leeds Beckett
University and Ahead partnership. 15 other West Yorkshire schools and colleges attended.
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CASE STUDIES
PART-TIME STUDENTS

“

Lauren, Accounting & Bookkeeping student
‘I chose the AAT Foundation Certificate in
Accounting Level 2 course because it was a good
stepping stone to get in to Accounting. I work at a
Tax Firm in Leeds and all the work I do in College
links to my job, plus it’s really interesting! The
tutors help to portray the work and present the
information in a way that is clear and easy to
understand. I like the environment College is in
and the friendly people that attend here. I would
recommend the course because it gives you basic
knowledge and an understanding of Accounting.’

APPRENTICES & EMPLOYERS
WHITEGATES

“

Jamie, Accounting & Bookkeeping student
‘I felt completing my AAT course here at Shipley
College would allow me to increase my skills which
will make it easier to find a job in the future. I really
enjoy the course and feel it will let me develop
my skills for the future with the flexibility to study
around my busy family commitments. I have
already recommended the course to friends who
have their own businesses as it would help them
develop their skills in finance and accounting and
enable their businesses to grow.’

“

Student:
Joe, Apprentice Administrator
‘Whitegates have had apprentices with Shipley
College in the past who still work for the company,
so it is clearly a reputable course with substance
for my industry. My job role includes the letting
process, from signing up a tenant through to moving
them in to a property. I am enjoying building a
relationship with tenants and having the opportunity
to continually progress in my role. After my
apprenticeship, I will continue to work at Whitegates
and hopefully develop in to a lettings manager.’

“

Employer:
Angela, Whitegates Manager
‘Having Joe in the office has been refreshing and given the team a lift. He is helpful and has great
empathy with the customers, always trying to find ways to deliver good customer service. He is bright
and hardworking, and I am sure he is learning a lot working with our experienced staff. The College has
been very supportive with our Apprentice programme over the years. They understand that we are a
small business and need a high calibre of employees who we are happy to invest in for our future.’

MP ALARMS

“

Student:
Hannah, Apprentice Administrator
‘I knew Shipley College had a good reputation and
they offered the Apprenticeship I wanted to do.
It has improved my knowledge and skills which
has enabled me to do my job efficiently. I work as
an administrator completing various tasks within
the office. My workload varies day-to-day and the
people I work with are lovely which makes my
job a satisfying one. At the moment, I am happy
completing my training and working and I hope to
be taken on permanently afterwards.’
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FULL-TIME STUDENTS

“

Sophie, 17, Business Student
Former College: Bradford College
‘I like the small environment at Shipley College as it
means you get more individual attention. I am enjoying
my course and the way it is taught - I feel like I am really
learning and the tutors actually care. I chose to study
Business as it can open up many opportunities and I am
considering going on to take the Level 3 course.’

“

Pouriya, 16, Business Student
Former School: Grange Technology College
‘I really enjoy the community atmosphere at
Shipley College. It’s a great place with great
teachers! I enjoy the freedom you have at
College. I would like to continue to Level 3
Business and then also study Business at
university.’

“

“

Sabah Khaliq, Former Software Development &
Programming Student
“On my course I learnt many programming
languages such as C, C#, Python, HTML and more.
This knowledge has now helped me develop in
order to go to the next step. I am now studying
Computer Science at university.”

Oliver, 18, Computing & IT Student
Former School: Home schooled
‘Using and learning about computers is my passion. I love
all aspects of the course. Using their industry experience,
the tutors teach complex concepts in a way that is easy
to understand. I like that there is support in college and
that it is small, which is why I chose to come here. After
the course, I hope to go to university to learn about
Computer Programming.’

“

Zachary, 17, Computing & IT Student
Former School: Beckfoot School
‘I have always had a passion for computers, so I knew I
wanted to pursue a career working with them. The tutors
at college are experienced in the industry and we have
access to fantastic resources for the course. I would like
to go on to university to study Computer Science and get
a job in the computing industry.’
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SUCCESS STORIES
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“

Dan Knight, Former Computer Systems &
Network Support Student
‘At College I learned about first line technical
support, how to build various computers and how
e-commerce fits into IT, all of which has really
helped me in my job. I took part in the Centre of
Excellence Challenge Cup as a student in 2013,
and have returned every year as an employer
representative from AdviserPlus.
I have enjoyed returning to college and catching
up with my tutors. I look forward to working
with the students and seeing their passion. They
always ask me lots of questions and take an
interest in what I do now.’
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Linda O’Donnell
Head of Business Development
Tel: 01274 327239
Email: lodonnell@shipley.ac.uk

Heather Savage
Head of Business & Computing
Tel: 07969 192449
Email: hsavage@shipley.ac.uk

Shipley College
Salt Building, Victoria Road, Saltaire, Shipley, West Yorkshire, BD18 3LQ
t: 01274 327222 e: enquiries@shipley.ac.uk
www.shipley.ac.uk
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