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(0-3) 3 22002101 45l Aad
English is a general course. It covers the syllabuses of listening, speaking, reading,
writing, pronunciation and grammar, which are provided in a communicative context.
The course is designed for foreign learners of the English language, who have had more
than one year of English language study. The extension part would be dealt with in the
class situation following the individual differences.
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(41)3 21702101 gmila & jlgea

An introduction to computing and the broad field of information technology is given.
Topics covered include the basic structure of digital computer system, microcomputer,
operating systems, application software, data communication and networks, and the
internet. Hands-on learning emphasizes Windows xp , MS-office2000, and the internet.
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(2-2)3 21407233 Secretarial Duties

This course aims to orient students to the office environment in small offices and large
firms, and enables them perform secretarial duties effectively in the context of record
keeping, filing, handling the post, meeting, fravel arrangements, organization methods, .....
etc

(2-2)3 21407261 Office Communication Skills

This course aims to familiarize students with communication techniques used by every
office worker on daily situations through reading, comprehension, patterns, role simulation
of dialogues such as (receiving visitors, answering the telephone, arrangements and
appointments, at the airport, at the bank, at the hotel, ...... etc
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