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PROFILE OF A GRADUATE IN ACCOUNTING AND MANAGEMENT TECHNOLOGIES
AS REGARDS ICT INTEGRATION 
(2004)

To process information of an administrative nature 
with the use of information technologies.

The graduate in Accounting and Management Technologies must be able to: 
Instrumental competencies
Operate current operating systems and application software for administrative purposes
· Utilize a computer workstation effectively
· Process text using computer tools
· Format a document (page setup) using appropriate software 

· Prepare a presentation using multimedia software

· Design a database using a computer program
· Be at ease with email managers
· Optimize browser usage 
Master an accounting software system
· Use accounting software to collect and validate data in an efficient manner.

· Use a computer spreadsheet in an efficient manner.
Operate software specific to this field 
· Adequate use of project management software
· Efficient use of software for tax returns
· Use of an integrated management system
Intermediate competencies 
Analyze and handle data for the accounting cycle using data processing tools 
· Complete transactions required for accounting analysis
· Produce financial and management reports pertinent to requested information
· Communicate results 
· Set up an accounting program
Apply software specific to this field
· Manage a project using appropriate computer tools
· Prepare current tax returns 
· Explain data structure in an integrated management system 
· Produce relevant reports using an integrated management system 

Research and handle data online for management purposes 
· Research pertinent data on a given subject 
· perform searches using keywords and proper syntax 

· validate sources, given the abundance of information available 

· Communicate the information
· organize data on a given subject 
· present data based on established standards (graphs, diagrams, tables, etc.)

· plan and optimize communication tools 
· cite sources consulted as per established standards 
· comply with rules of ethics relative to ICT
· format results taking into consideration the media used 
Integrative competencies  

Develop a computer application that meets a need for administrative information
· Select the appropriate software (spreadsheet, database)
· Produce supporting documents 

· Ensure technical support
Function in a constantly evolving work environment

· Demonstrate self-sufficiency in the learning of any new software used within a company 
· Adapt to the changes in the profession by keeping one’s computer and organizational skills up to date. 
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