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This course deals with the most prominent
comtemporary  office management systems
and their role in improving the work done in
minimurmn time and effort. This course deals
with the technological revolution and s
role in the restructuring of offices and
amtomation and change the nature of their
VWOTh.
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Module Aims
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modern technology on how to manage
COMTEm Ay ollices.
2 = Introduce  students  fo Syslems
gxchange transaclions and messages in
the cnvironment of local and global
nepworks.

I - Explain and clarify the impact of | 348 3 Heall Le sl 2200 Al e gis i -0
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Upon satisfactory completion of this course, the studeat will be able to

. Doing business skills as reatment phone
calls, scheduling appointments and receiving
visitors o lhe olfice as well as  the
orpanization of meetings _#nd commillees
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efficiently.

» Write comrespondence and reports o4

scientific way.

= Organize papers in the office allows retrieval

of  them as  soom as  possible
Proficiency in administrative tasks and

behavioral necessary for office management.
Use of modem Computer Information |

Svatems office.
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Text book and other requirements:
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Sandra Felton. Smart Office Organizing: Simple
20011 Fevell Marshe Sims Strategics for Bringing Order 1o
Your Workspace
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