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This course 5 a requirement for [ oidail oo et Sim = pail ol s g pdall bis

graduation, where students are trained in
one of the institutions, public or private
sector during the lest semester of their
studies working in the field of executive
secretarial and office management. This

will help in preparing them o enter the |
labsor market, The stadents will be teaimned |

under the supervision of the Department
and in coordination with the emplover
where they frain, They are assessed
through a report prepared at the end of
the semester and in the light of field
training manual in the departinent.
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Module Aims
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This course aims to introduce students to the
field environment similar 10 (he environment of
the Tutwre work through training on executive
seerctarial work and office management in one
of the public or private seclor companics, with
the aim of linking the theoretical and practical | %
side to develop their practical skills in the arca
of specialization which will enable him 0 get
suitable employvment apperunity in the furere,
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Students Learning Outeomes
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Lipon completion of this course, students are expected to be able to get the followings:

= Acguisilion of practical skills suited to
the requiremants of the labor marker.

* The exercise of certain job tasks in hand
work |, and gel (o know some of the tools
and  mechanizms  uwsed  within the
administrative process : such as policies |
rules and procedures |, and  business
models , programs, and budgets | and
arganizational structures | and monitoring
and evaluation tools |,

«Composition orsl and  written
communication skills and  non-verbal,
and the ability to cope better with others
in the context of a realistic work
environment.

» searching and analyring some of the |

issues or echnical problems realism (in
the work enviromment), which has a link
e his specialty; 5o that he becomes able
o) describe and analyze these topics and
link between them and the ideas and
theories studied i cowrses related (o
these topics.

Writing reports; thus  having the
opportunity  to apply the knowledge
gained in this area; so that he becomes

L

able to prepare management reports of

various kinds,
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