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The course consists of 8 units. Each unit has speaking activities that deal with
dialogues, introducing oneself, talking about families. Also the units include
pronunciation and listening with intonation activities. The reading and writing
activities concentrate on question writing biography, E-mail, and writing blog
post.

Judal) &g 1Ll

(0-2 :2) 020000122 4zlady) 4allly Jualsill < jlga
This is a communication skills course, which aims at improving learners’ oral and written
communication skills by providing learners with the language needed to naturally and
confidently communicate in an English—-speaking workplace environment and real life

situations.
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Business and the Business Environment - 021009111 (2: 2-0)

Difterent types of organization, The range of legal structures associated with different forms of
business, Size and scope of organization, The various functions within an organization,
Organizational structure, The context of the macro environment:, Frameworks for analysis

Marketing Essentials - 021007131 (3: 2-3)

Explain the role of marketing and how it interrelates with other functional units of an
organization, Marketing mix (7Ps) to achieve overall business objectives, Compare ways in
which organizations use elements of the marketing

Human Resource Management - 021008121 (3: 2-3)

The nature and scope of HRM, Recruitment , Selection and On-boarding and induction,
Learning, Development and training, Job and workplace design, The flexible organization,
Performance and reward, Employee relations, Employee relations and the law, Trade unions
and workplace representation, Job and person specifications, Recruitment and selection in
practice

Management and Operations - 021009112 (3: 2-3)

Management theory, Leadership vs management, Theories of leadership, Role of a leader and
function of a manager, Apply the role of a leader, Theories of operations and operations
management, Different operations management approaches, Operational functions, Different
dimensions of contemporary business environment, Introduction of stakeholders, The
relationship between leadership and management in a contemporary

Management Accounting - 021006141 (3: 2-3)
Management accounting systems, Management accounting techniques, Planning tools used in
management accounting, Management accounting to respond to financial problems

Financial accounting - 021006142 (3: 2-3)
Accounting in Action, The Recording Process, Final accounts preparation, Bank
reconciliations, Reconcile control accounts

Advanced Topics in Entrepreneurship and Small Business Management - (021007132
(2: 2-0)

Scoping and defining entrepreneurship, Types that might be considered entrepreneurial, The
typology of entrepreneurship, Social enterprise, Impact of small businesses on the economy,
The role and importance of small firms, Factors to consider, International aspects of
entrepreneurship, Entrepreneurial characteristics and mindset, Skills set of the entrepreneur,

Personal entrepreneurial tendency, The factors that influence the decision to start a business,
The risks and rewards of business start-up



https://www.safaribooksonline.com/library/view/financial-accounting-ifrs/9781118285909/09_chap01.html#chap1
https://www.safaribooksonline.com/library/view/financial-accounting-ifrs/9781118285909/10_chap02.html#chap2
https://www.safaribooksonline.com/library/view/financial-accounting-ifrs/9781118285909/11_chap03.html#chap3
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Advanced Project Management - 021009213 (3: 1-6)

Developing a research proposition, Literature review, Research as a process, Selecting a
sample, Ethics, Reliability and validity, Analyzing data, Stakeholders, Communicating research
outcomes, Convincing arguments, Reflection for learning and practice, The cycle of reflection,
Reflective writing

Organizational Behavior 021008122 - (3: 3-0)

Influence of culture, Influence of politics, Influence of power, Motivational theories,
Behavioral psychology, Different types of organizational teams, Team dynamics and teamwork,
Concepts and philosophy

Business Strategy 021009214 - (3: 3-0)

The Strategic Context, Analytical frameworks of the macro environment, Organizational
internal environment, Analytical tools and models of analysis, Strategic choices and directions

Computer Applications in Office Management - 021009211 (2: 0-6)

Microsoft Word 2010, Language, Proofreading and Memos, Formatting with Special Features,
Applying Special Features, Creating and Formatting Tables, Merging Documents, Sorting and
Selecting, Creating and Modifying Styles, Formatting with Macros, Managing Documents,
Creating Specialized Tables and Indexes, Preparing Forms, Sharing Documents, Sharing Data
Between Programs

Operational Research Management — 021009115 (3: 2-3)

Operations vs operations management, Operations as a concept, Operations management,
Improving the effectiveness and efficiency of the operations function, Improving quality, The
Project Life Cycle (PLC), The theories and practice of project management, Project
documentation, Directing projects, Holistic and focused critiques, Performance measurement,
The review and critique process

Understanding and Leading Change - 021009216 (3: 2-3)

Change as a constant requirement, Types of organizational change, Drivers of change, Dealing
with change, Change and the impact on organizational behavior, Recognizing drivers of
change, Responding to drivers of change, Initiated or imposed change, Barriers and resistance
to change, Leadership and decision-making, Situational leadership, Initiating change, Change
theories, Concepts and models

Global Business Environment - 021009217 (3: 2-3)

Driving factors of globalization, The significant impact of the digital revolution, Global
strategic complexities, Influences on structure, Culture and functions, Influences on decision-
making and strategy

Pitching and Negotiation skills - 021009218 (3: 2-3)

Context for negotiating, Context for tendering, Developing a competitive strategy for pitching,
Outcomes of a pitch and negotiation
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Field Training - 021009251 (3)

Suitable organization and location, Negotiation, Nature of duties, Supervisors, Expectations of
learning, Business constraints, Tasks, Priorities, Plan for the work experience, Benefits to
organization and learner, Carry out the planned activities, Record activities in the appropriate
manner, Revise the initial plan as required, Evaluation of the quality of the work undertaken,
Account of learning during the work experience, Recommendations on how the learning
experience could have been enhanced




