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Course title: Principles of secretarial and

office management
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Module Description
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This course addresses the functions and | 31l Al Ay, el ) adl s Ol
sctivities of office management and | Sy Lumadead y B8 S Jusly Al
cocretarial  works and  their related | (el idl Jydi LE Leg 3330 i3 2l gl
characteristics, abilities, and skills. Tt | M2 g Dot ain 3l i Bl 22l il
ales addresses the scientific bases and | Saf Yaeay dmgiy Angliay pdaliy dahidd G

principles for doing these functions and
activities in order to achieve efficiency
and effectivengss in office management
and secretarial works in accordance with
the latest thecries, technologics, and

husiness ethics,
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Module Aims
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This coursc aims to develop students”
knowledge in the field of secretarial and
officc  management  lunctions  and
activities such as: dealing with the data
and information necessary For decision-
makers, the skills necessary W carry ol
classification, coding and keeping files
and documents, dealing with all forms of
managerial communications, organizing
interviews, meetings, and wvisiting, and
scheduling ol managers works. . elc.
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Student Learning Quteomes:
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Upon satisfactory completion of this course, the student will be able w:

-Identify the functions and activities related
o secretarial and office management.
Tdentify the principles and theories of
secretarial and office management.

office management in the organizational
structure.

-Acquire the skills and  characteristics
needed by workers in the field of sceretarial
and atfice management.

-Plan secretarial and office management
functions and activities.

- Acquire the skills necessary 1o carry oul
classification. coding and keeping files and

-Realize the position of secretarial and |
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-Understand office design systems. ' *-:J-‘:rT ”f'l’l'“‘*’ oAl :“,’*‘w ";_‘_'_-’ iy I_”""_"'] *
- Understand all forms of managerial | | sty gl Ll&'djﬁ_ﬁl’ﬂ‘-‘_lb i
cammunications and how o deal with them, S0 Al Jzn b Duleladl "f"f'hl-‘-'h h”“"] e
- ldentify data and information systems, . Al 5l
security, and confidentiality,
- Manage time and organize of meetings and
managerial interviews,
- Tdentify how to schedule and organize
managers’ works.
- ldemify workers' ethics in the field of
secretarial and offics management,
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