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For more information on any courses we run at  

Highlands College please see our website -  http://www.highlands.ac.uk  

Certificate  Award Ceremony  

 

 “Congratulations to those students who have recently 
completed their qualifications and will be attending the  

Certificate Ceremony”. 

 

Wednesday, 2nd December, 2009 

Highlands College, Main Hall 

4.00pm - 5.30pm 

See inside for 
some helpful exam 
tips to get you 
through those nail 
biting moments ! 

 

Exam Dates for Finance Courses  

Autumn Term 2009              

Spring Term 2010 

are detailed inside………………..  



Welcome ... 
�

Welcome   to the newsletter of Business and Professional Studies. 

 

A lot has been going on since our last newsletter with some 
exciting new developments taking place. 

Our building has been renamed the University Centre to   
recognise the number of post-graduate degree and         
Foundation degree level courses we now offer. 

In fact it is now possible for a student to start studying on our 
level 2 Team Leading Course and progress through other 
qualifications to complete an MBA with Southampton        
University, all in the same place without leaving the Island. 

The Certificate in Offshore Administration has been completely re-written to ensure 
that is remains the recognised qualification for those looking for a career in the 
Trust industry.  

In the current financial climate all organisations are looking for value for money and 
we have been working with various awarding bodies to review how we offer qualifi-
cations, especially in Management training, to ensure that we are offering the best 
opportunities for organisations and individuals. The economic climate has also     
allowed us the opportunity to work with some excellent professionals who in differ-
ent times may not have been able to give us the benefit of their experience. 

Highlands College has the in-house experience to provide any professional looking 
to share their knowledge and experience, with others, using the teaching and learn-
ing skills that are needed in a classroom environment. It is re-assuring for all our 
students to know that every lecturer within Business and Professional Studies has 
a nationally recognised teaching qualification. 

 

 

Jeff Reed 

Head of Faculty  

Business & Professional Studies 



New Developments ... 
Register your Interest  

Business and Professional Studies are always looking 
to innovate and offer programmes in new and interest-
ing ways. Please email us if you would be interested in 
the following - 

1. IAB Book-keeping day class 

2. Certificate in Offshore Administration intensive 
programme 

3. Certificate in Purchasing & Supply 

4. Retail Banking qualifications - see below for more 
information 

5. Breakfast courses 07:00am - 09:30am  

6. CYQ Level 3 -Sports Massage  

7. Intermediary courses in Human Resources 

8. Coaching & Mentoring  

Launch of new COA Modules  

 

· The Offshore Finance Industry 

· Interpretation of Accounts 

Applied Diploma in Retailing Financial Services  

The Applied Diploma in Retailing Financial Services is designed for managers and as-
piring managers working in retail areas of the financial services industry. The Applied 
Diploma in Retail examines the key principles of retailing financial services. The core 
and option modules will provide you with a fundamental understanding of financial ser-
vices management. Fully awarded and examined by the ifs  School of Finance, the di-
ploma has been adopted by some of the world’s leading financial organisations.                                    
Please let us know if you would be interested in th is course.  

What is CPD?  

CPD stands for Continuing Professional     
Development and is used in many industries. 
It is a way of continuously updating your    
professional knowledge, personal skills and 
competencies through training, attending    
seminars and reading industry journals. 
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Secretarial Courses  

Please register your interest in a Secretarial 
Course for basic office skills. 

If you are interested or would like to know 
more please contact us. 

Investment Administration Qualification 
starting next term  

Interested? Call us now to register for Spring 
Term 2010….details overleaf. 

Diploma for Financial Advisers (DipFA)  

The ifs  School of Finance Diploma for Financial Advisers (DipFA) is a new qualification for financial advis-
ers who wish to enhance their prospects by demonstrating a higher level of knowledge and skills. All parts 
of the DipFA are accredited at Level 4 in the National Qualifications Framework. DipFA is an extensive 
and challenging programme of study and assessment, which builds on life experience and existing qualifi-
cations. Please let us know if you would be interest in this  course.  



Exam dates for December 2009 

 

Course       Exam Date 

COA Bookkeeping      Tuesday 8 December 

COA Trust & Company Admin.    Monday 7 December 

COA Investments & Fund     Monday 7 December 

COA Probate & Estate     Tuesday 8 December 

COA Regulations & Compliance    Wednesday 9 December 

 

CAT 1 Recording Financial Transactions   Tuesday 15 December (Computer Based) 

CAT 2 Information for Management Control  Wednesday 16 December (Computer Based) 

CAT 3 Maintaining Financial Records   Thursday 17 December (Computer Based) 

CAT 4 Accounting for Costs    Thursday 17 December (Computer Based) 

CAT 5 Managing People & Systems   Friday 11 December (Paper Based) 

CAT 6 Drafting Financial Statements   Monday 7 December (Paper Based) 

 

IAB Level 1        Tuesday 26 January 2010 

IAB Level 2       Wednesday 27 January 2010 

IAB Level 3       Tuesday 26 January 2010 

Exam Dates & Tips from Examiners 

Here are the December Exam dates for 2009  

Good luck to all those taking their exams this year! 

Tips from Examiners 

�� Be realistic about how long it will take to study. We publish recommended study hours for all exams 
so use them as a guide. 

�� Read around the subject, particularly current media coverage, to broaden your understanding. 

�� Test yourself by answering questions in the study packs and if examiners’ reports are published, 
read them carefully; you could learn from the mistakes of others. 

�� In the exam - know how much time to spend on each question. In multiple-choice exams you nor-
mally have just over a minute per question. In narrative exams check the maximum points available 
for each question; this is a good indication of how much time you should dedicate to each. 

�� Try answering the questions you find easy first; it often makes you feel more confident. 



Exam Dates for Spring 2010 

Exam dates for Spring  2010 

 

Course       Exam Date 

COA Bookkeeping      Tuesday 30 March 2010 

COA Trust & Company Admin.    Monday 29 March 2010 

COA Investments & Fund     Monday 29 March 2010 

COA Probate & Estate     Tuesday 30 March 2010  

COA Regulations & Compliance    Wednesday 31 March 2010 

COA Interpretation of Accounts    Wednesday 31 March 2010 

The Offshore Finance Industry    Summer Term 2010 

 

CAT 1 Recording Financial Transactions - T1  Wednesday 7 April 2010  

CAT 2 Information for Management Control - T2 Thursday 8 April 2010 

CAT 3 Maintaining Financial Records - T3  Wednesday 7 April 2010 

CAT 4 Accounting for Costs - T4    Thursday 8 April 2010 

 

CEFA Paper 1       Thursday 25 & Friday 26 March 2010 

CEFA Paper 2       Thursday 18 & Friday 19 March 2010 

CEFA Paper 4       Thursday 1 April 2010 

 

IMC - Unit 1 & 2      Can be booked any available Thursday or 
        Friday 2010 

The Night Before …  

�� Be prepared !  

�� Make sure you know your material thoroughly.  

�� Ensure you have a good night’s sleep.  

�� Approach the exam with confidence: View the exam as  an opportunity to 
show how much you’ve studied and to receive a rewar d for the studying you’ve done.  

�� Don’t go to the exam with an empty stomach.  

�� Allow yourself time to relax - don't try to cram re vise the night before.  

�� Allow yourself plenty of time, especially to do thi ngs you need to do before the test and still 
get there a little early.  
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For more information on Finance Courses please contact -  

Lisa Higgins, Tel 608704, Lisa.higgins@highlands.ac.uk 
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CYQ Programmes 
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CYQ Programmes 

For more information on CYQ  Programmes please contact -  

Joanne Taylor, Tel 608708, Joanne.taylor@highlands.ac.uk 
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Management Development Centre 
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Management Development Centre 

For more information on Management and HR Programmes please contact -   

Jan Channing, Tel 608705, Jan.channing@highlands.ac.uk or  

Elaine Egerton, Tel 608706, Elaine.egerton@highlands.ac.uk 
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