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Module Description

This course deals with the knowledge and
skills related 1o each of the time
management and the organization of
meetings, which represent the maost
prominent activities and skills that will be
enjoved by workers in the field of
executive secretary. It also addresses the
areas of time management and mectings
planning and crganizing, and meetings
agendas, as well as the use of methods 1o
aenerate  innovative  ideas  in fime
management and erganization ol business
mechings.
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Module Aims
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The course aims to provide students with
knowledge on the concept of time and ifs
importance in the work, and equip em
with the skill to use the various Lools that
can help in the planning and control of
time and overcoming wasting, as well as
to familiarize them with the knowledge
relating to meelings, and develop their
skills  in planning  and  organizing
mectings and their agendas, and the wse
of methods e penerate innovative ideas
in business meetings.
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Student Learning Outcomes:
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Upon satisfactory completion of this course, the student will be able o

- Identify methods and ways in time
management and organizing mectings.
- Use the skills gained from the course in
perception  wasting time and how
avercome them,

- Diesign innovative models in the field of
planning  and  organizing
- Acquire the ethics necessary in the
management of the dialogue during
business mestings.
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Texl book and other requirements:
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