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The Ballarat Neighbourhood Centre is an approved Learn Local Organization providing Adult, 

Community & Further Education. Our pre-accredited classes are short modular courses 

designed for learners to gain confidence and skills. They focus on creating pathways to further 

education and training or a step into employment. 

Pre-accredited training has an emphasis on learners who have not achieved Year 12 or an 

equivalent qualification. It addresses the needs of adults who have experienced barriers to 

education in the past and find it difficult to undertake accredited programs as their first step back 

into education and training. 

Students must be over 16 to enrol in a pre-accredited course and must meet the ACFE eligibility 

criteria listed here: www.ballaratnc.org.au/acfe-learner-eligibility.php 

 

 

Courses: 
 

Baking and Language Skills (20 hours, 8 weeks) 

This course will teach you a variety of baking skills, such as cakes, biscuits and breads from 

all different cultures. Make a different recipe in each class and have opportunities to practice 

language skills. 

 

Basic Computers & Beyond (20 hours, 8 weeks) 

The place to start if you are a beginner to computers! Learn how computers work, how to 

write a letter, use email and the internet safely. No prior experience necessary. 

 

Become a Barista (5 hours, 1 day) 

We teach you how to use a coffee machine from scratch. With no prior experience, you will 

leave the course knowing how to froth milk, make espresso, make industry standard coffee, 

and how to clean and maintain the coffee machine. 

 

Become Money Smart (10 hours, 2 weeks) 

This course aims to provide learners with essential numeracy skills required to successfully 

create a personal budget, decipher the many financial offers they are exposed to, and live 

within their means. 

 

Become Work Ready (20 hours, 8 weeks) 

If you are looking for help to apply for jobs, need advice when choosing or finding training 

options, wanting work experience or career guidance our Advisors are here to listen and help. 

Our free and voluntary service runs all year. 

 

http://www.ballaratnc.org.au/acfe-learner-eligibility.php
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Bite Size Cooking Skills (4 hours, 1 day) 
 

A hands-on course covering the basics of cooking. Each class you will learn key cooking skills 

such as making the perfect Victoria sponge and scones; sweet jams and chutneys; flaky 

pastry and ‘al dente’ pasta to name a few. Recipes, lunch, tea and coffee will be provided. 

 

Business Admin Skills (30 hours, 10 weeks)  
Administration supports all types of industries and allows you to work across all parts of the 

workforce. Develop your administration skills using Microsoft Applications and learn how to 

type business letters, emails, touch typing and book appointments. 

 

Commercial Kitchen Skills (20 hours, 8 weeks)  
This course aims to provide work experience for learners through working in hospitality. A fast 

paced, exciting, and demanding industry, with many opportunities for employment.  

 

Cooking up Jobs (90 hours, 9 weeks)  
Learn about hospitality working in a real kitchen with this hands-on program designed to 

provide participants with a range of employability and hospitality skills. 

 

Customer Service Skills (5 hours, 2 days)  
In this course, you’ll learn be able to learn what employers are looking for, enjoy talks from 

guest speakers and visit a retail site. 

 

English as a Second Language (Level 1) (20 hours, 8 weeks)  
The lack of conversational English skills is the biggest thing that gets in the way of gaining 
work. Practice your skills with us to prepare you for work and connect better with your 
community. 

 

English as a Second Language (Level 2) (20 hours, 8 weeks)  
Following on from ESL Level 1, practice your skills with us to prepare you for work and 

connect better with your community. 

 

Find a Job - Aged Care (15 hours, 3 days)  
What is the Aged Care industry all about? Discover the types of jobs available, what 

employers are looking for and how to gain experience before you begin working. Talk with 

local employers and visit an aged care facility. 

 

Find a Job – Childcare (15 hours, 3 days) 
 

As Ballarat's population increases, so does the demand for Childcare workers. This course will 

allow you to hear from industry experts and learn about what it takes to make it in Childcare. 

 

 

 



2021 SUMMARY OF COURSES   
 

Ballarat Neighbourhood Centre – 2020 Summary of Courses  3 | P a g e  
 

 

Find a Job – Cleaning (15 hours, 3 days)  
Learn what being a cleaner is all about; understanding the work requirements, identify risks 

and address hazards, use chemicals and safety equipment in a safe manner, schedule time 

efficiently, and work as a part of a team. 

 

Find a Job – Hospitality (15 hours, 3 days)  
Fast paced, exciting and demanding! All words to describe working in Hospitality. Hear what 

employers are looking for and what you can do to make yourself more employable. See skills 

in action. Meet employers in person and visit a hospitality business. 

 

Find a Job – Retail (15 hours, 3 days)  
Ballarat's retail sector is growing. Keep ahead and learn what employers are looking for, what 

skills they want. With expansions at Stockland Wendouree and the Delacombe Town Centre 

this is an opportunity you can't miss. If people are your thing, this could be for you! 

 

Find a Job – Trades (15 hours, 3 days)  
What are apprenticeships and how do you access them? What sort of trades are out there? 

Learn how the apprenticeship system works, how to access the job market and speak to 

tradies. 

 

Front of House (40 hours, 5 weeks)  
The program provides the skills and knowledge for an individual to be competent to work in a 

front of house role in a restaurant, hotel, bar or café. The program aims to develop learner's 

employability, customer service and communication skills required for this job role. 

 

Intermediate Computers (20 hours, 8 weeks)  
If you have a basic understanding then progress your skills with topics including Word, Excel, 

PowerPoint, the internet, and cloud computing. 

 

Introduction to the Internet (10 hours, 2 days)  
This class is for learners who wish to develop their digital skills to support personal, 

educational, or employment opportunities. Learners will identify a range of information on the 

internet; open and close an internet browser; access and navigate video communication; web 

conferencing websites (e.g. ZOOM, Microsoft Teams, Skype and Google Meet) and use basic 

features of web navigation. 

 

Literacy through Art (30 hours, 10 weeks) 
 

This course is designed for people who want to improve their literacy and numeracy skills and 

whose first language may not be English. Learners will develop skills in expanding vocabulary, 

ability to give and take instructions, and working as part of a team through participating in a 

group-based activity. 
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Literacy through Community Gardening (20 hours, 8 weeks) 
 

The program is designed for people who are looking to increase their literacy and numeracy 

skills or who may have special learning needs. Learners will be involved in a group-based 

activity of maintaining the kitchen garden at the Ballarat Neighbourhood Centre. Learners will 

increase their social interaction, learn new skills and develop self-confidence by spending time 

in the garden and growing their own food to take home.  

 

MYOB Account Right – Beginners (20 hours, 8 weeks) 

Expand your employment choices and learn basic bookkeeping concepts with our MYOB 

Beginners program. Employers are looking for a wider range of skills for their businesses 

today and the more you have the more employable you are. 

 

MYOB Account Right – Intermediate (20 hours, 8 weeks) 

Moving on from basic bookkeeping we learn about more complex customer invoicing, 

Business Activity Statements, accounting for GST, payroll and recording and keeping track of 

inventory. A skill in high demand.  

 

One Life Many Careers (5 hours, 1 week) 

A one-day workshop. This program is available to any person seeking to gain skills and 

knowledge around re-engaging with employment. Participants will learn to clarify a career or 

industry direction and develop an action plan that aligns with their identified career direction. 

 

Online Learning Support (12 hours, 4 weeks) 

This course will assist learners who have enrolled in an online course or are about to enrol in 

one. The major element of the course is to provide access and skills in using the tools required 

for successful online learning.  

 

Practical Literacy & Numeracy (20 hours, 8 weeks) 

Improve your basic skills and become more confident in everyday situations. Connect to your 

community, improve your computer skills and money handling. Learn Local courses are 

designed for people with all abilities.  

 

Prepare for Food Safely (20 hours, 8 weeks) 

This class is for participants who need assistance completing the online accredited 

SITXFSA001 'Use hygienic practices for food safety' course. 

 

Prepare for iELTS (20 hours, 8 weeks) 

This course aims to improve learner’s English skills to a level where they feel confident 

enough to either undertake the iELTS course, gain employment or enrol in further education. 
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Prepare for Study Skills (20 hours, 8 weeks) 

This program is for learners who are seeking to re-engage with learning as a pathway to pre-

accredited or accredited education, employment or community participation. The program 

looks to improve learners study practices. 

 

Read, Write Now (20 hours, 8 weeks) 

Do you need assistance with your reading and writing skills? This course aims to help learners 

of all ages improve their everyday reading, writing, maths and communication skills. 

 

SARA Financial Wellbeing (30 hours, 10 weeks) 

This program is for women who want to increase their control of money matters and their 

financial wellbeing. This includes women who are victim-survivors of family violence, financial 

abuse and women in vulnerable situations, such as on low incomes or financial stress. 

 

Sewing for Beginners (20 hours, 8 weeks) 

Learners will gain knowledge with the skills required to undertake clothes repairs, alterations, 

and create a basic item of clothing or other fabric item. The hands-on nature of this course is 

suitable for learners with poor literacy skills or only basic English language skills. 

 

Sewing for Intermediate (20 hours, 8 weeks) 

Build on your basic sewing knowledge and skills to create clothing or other fabric items. Learn 

how to use an Overlocker and get the most out of your sewing machine. 

 

Skills for Work & Study: Building & Construction (Pilot) 

This is a pre-accredited literacy and numeracy course that has been developed as a part of 

the Building and Construction Industry. It targets people who require development in their 

literacy and numeracy skills, so they can either access opportunities in these growing 

industries and/or undertake vocational training at Certificate II or III level. 

 

Skills for Work & Study: Health Services (Pilot) 

The course focuses on developing skills in learning, speaking, listening, reading, writing and 

numeracy whilst drawing on subject matter and materials from the healthcare sector. Through 

participation of individual and group activities, learners will learn topics such as the 

introduction to the healthcare sector and entry-level jobs, and learning pathways and goals in 

healthcare. 

 

Steps to Employment (15 hours, 3 days) 

The Aboriginal Education Centre and Ballarat Neighbourhood Centre have partnered in 

running a three day non-accredited pre-employment course for Aboriginal and Torres Strait 

Islander community members in Ballarat. This course will focus on; writing a resume, creating 

a cover letter, searching for work, preparing job applications and preparing for an interview. 
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Volunteer Induction (5 hours, 1 day) 

This program is designed to help volunteers understand their volunteering role and their rights 

and responsibilities when volunteering. This course also allows learners to develop skills in 

communication, teamwork and leadership, and work safety. 

 

Writing Community Newsletters (20 hours, 8 weeks) 

Develop the skills to create and produce community newsletters. Build on your vocabulary and 

writing skills through drafting, revising, editing and publishing newsletters for distribution in the 

local community. 

 

Xero (30 hours, 10 weeks) 

Xero offers a cloud-based accounting software platform for small and medium-sized 

businesses. This class is designed for learners who have no previous experience using Xero 

and provides skills in using Xero to gain the necessary knowledge to perform financial tasks. 

This course would be ideal for learners needing to up-skill in their current role or further their 

knowledge for a potential new employer. 

 
 

 

 

 Courses Delivered offsite by our Partners: 
 

Ballarat Community Health (28 Victoria Street, Bakery Hill): 
 
Making A Change (20 hours, 8 weeks) 
This program is designed for people who are experiencing or have experienced problematic 
alcohol or other drug use and are able to self-motivate and capable of self-management. 
 
Making A Plan (20 hours, 8 weeks) 
This is an after care and peer support program for AOD* clients who are either committed to, 
or are in recovery and have participated in the Making a Change (MAC) program or other 
AOD* interventions. 
 
 
Ballarat North Neighbourhood House (6 Crompton Street, Soldiers Hill): 
 
Affinity Multimedia (40 hours, 20 weeks) 
Developing advanced skills in different media and digital platforms. You will need to purchase 
the "Affinity Photo" program for a PC or Mac (this class is not for iPad users). Pathways to 
administration, marketing, and sales environments. 
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Ballarat North Neighbourhood House (6 Crompton Street, Soldiers Hill): 
 
Affinity Publisher Beginners (8 weeks) 
From books, brochures, posters, reports and other creations, bring your vision to life with 
Affinity Publisher. Opportunity for people who are creating newsletters, programs and more, to 
learn the basics.  

 
Basic Computers in a Digital Age (4 weeks)  
More and more of our life is online. That is why you need to plan for your digital assets and 
explore what happens to your digital footprint when you die. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For more information contact: 

 

Phone: 5329 3273  

Email: reception@ballaratnc.org.au  

Website: www.ballaratnc.org.au 
 
 

 

Complete an Enrolment Form:  

ballaratnc.org.au/training-and-courses.php 
 
 

 

Download a Course Flyer:  

www.ballaratnc.org.au/course-information.php 
  

mailto:reception@ballaratnc.org.au
http://www.ballaratnc.org.au/
http://www.ballaratnc.org.au/training-and-courses.php
http://www.ballaratnc.org.au/course-information.php

