
Making Sense of Finance - Essential Knowledge for Office 
Professionals/Secretaries & PAs

EBF12 Days

An equivalent course is available in Arabic. Please call us for details.

EXTRA NOTES

An Introduction to the Key Financial Statements

Using Financial Information

tool

Budgeting Explained

Working Capital - Cash Flow Within an Organisation

Personal Development

OVERVIEW

myths and explaining basic financial concepts in a manner that is 
straightforward and easy to grasp.

By attending this course delegates will learn how financial 
information and budgets are compiled, interpreted and impact 
on their role. Furthermore, delegates will acquire the skills to run 
budgets, monitor department costs and assist in the preparation of 
financial information.

LEARNING OUTCOMES
By the end of this course participants will be able to:

statements.

department.

and take action to ensure the budget is met. 

working towards increased profitability.

DESIGNED FOR
Suitable for those with little or no prior understanding of business 

demystifies business finance and accountancy.

TOPICS COVERED
Finance at Work

concept

accounting


