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% Course Objective

Perform work processes and activities using identified digital
technology tools, systems and software. Reskill employees to adopt
essential digital tools confidently and upskill their ability to manage
digital processes securely and productively.

¥ Relevance to Employment
Equips employees with the digital fluency needed to thrive in today’s
technology-driven economy

9 Target Audience

Individual Contributors, Executives and Professionals who need to
adapt and learn to work with digital tools to increase performance
and productivity

*Learner(s) is/are required to be proficient in English (writing, speaking, listening and
reading) as the training and assessments are conducted in English.

9 Key Takeaways

1. Understand key digital terminology and etiquette

. Apply appropriate online behaviours

. Use digital search and information tools effectively

. Apply basic SEO in work processes

. Identify and use relevant keywords for information sourcing
. Recognise common digital tools, systems, and software
. Use technology-enabled communication channels

. Present information using digital tools

. Communicate with stakeholders via digital platforms
10. Understand IT troubleshooting and backup processes
11. Follow IT, data, and privacy policies

12. Prepare and manage digital content per requirements
13. Comply with data protection and privacy guidelines
14. Identify cybersecurity risks

15. Apply policies to monitor and manage risks

16. Evaluate credibility of digital information

17. Follow cybersecurity policies to minimise risks
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% Methodology | Assessment Mode(s) | Certification
Methodology: This workshop will comprise hands-on exercises,
project work, group discussions & presentation, facilitation &
sharing, critique and review.

Assessment Mode(s): Written Assessment and Practical
Performance assessment

Certification: Learner will be awarded the Statement of
Attainment for CCS-DGF-B001-1 Digital Fluency (Basic)
upon successful completion of the course.

% Availability | Venue | Contacts

Offered as Group Training 212 pax

Duration: 2-day, 9am-5pm (14 hours)

& Atleast 75% course attendance is required
@ SNEF @ Paya Lebar Square

(=] Christopher Oh DID: 6827 6919

B3 christopher_oh@snef.org.sg
& trg@snef.org.sg | Hotline: 6827 6927
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C. SF Mid-career
Enhanced Subsidy

9 Fees, Funding & Absentee Payroll (AP)

A. SkillsFuture (SF) Funding
(Baseline)

B. SF Enhanced Training
Support for SMEs

[Non-SME-sponsored & Individuals]
Employer-

sponsored &
Self-sponsored
SC aged = 40

SME-sponsored SC,

Singapore Citizen (SC) aged < 39, SPR & LTVP+ holder

Singapore Permanent Resident
(SPR) & LTVP+ holder

Fee = $450.00 Fee =$450.00

SF Funding (50%) -$225.00 SF Funding (70%) -$315.00

+$40.50
= $265.50

GST 9% of Fee GST 9% of Fee +$40.50

Fee Payable Fee Payable =$175.50

AP: $4.50 per hour, capped at $100,000 per enterprise per calendar year

% Definition of SMEs:

(i) Registered or incorporated in Singapore

(ii) Employment size of not more than 200 or with annual sales
turnover of not more than $100 million

¥ Funding Eligibility
In order to enjoy the funding, learner needs to fulfill the
following requirements:

Singapore Citizen, Singapore Permanent Resident (SPR) or
Long Term Visit Pass Plus (LTVP+) Holder.

Not a full-time national serviceman (under company-
sponsored).

Has successfully completed assessment & certified as
competent.

Have not enjoyed funding for the same course before. For
company-sponsored participants, training is fully sponsored by
companies, which are registered or incorporated in Singapore
For company-sponsored training, Singapore Citizen or
Singapore Permanent Resident (SPR) learner must be
registered under the direct employer who is registered or
incorporated in Singapore, and contributing CPF for the learner

For training conducted outside working hours, AP funding is given
to the employers to defray the overtime pay that was paid to their
employees. Hence to qualify for AP funding, employers must have
in place Human Resource (HR) policy which provides for the
payment of overtime pay to employees for these training hours
and pay their employees overtime pay for these hours, in
accordance with the HR policy

% Achievement of SNEF CLC | Registration

You may also
scan here to
obtain more

details of this

course via
MySF portal

Training Provider Quality
Assessment Rating (2025)
Highest possible grade
awarded to training providers.
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